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SAFEGUARDING CHILDREN PROCEDURES 

The purpose of these procedures is to ensure a speedy and effective response for 

dealing with concerns about the physical, sexual and emotion abuse of children or their 

neglect. Adherence to these procedures is mandatory for all SSV staff, students and 

volunteers. All staff new to SSV will be made aware of this policy and procedure 

through the induction process. For operations staff a Safeguarding Children Course will 

be completed during their probation period and they will be required to attend 

safeguarding training, at an appropriate level, at least every two years thereafter. 

 

All SSV staff, students and volunteers will be expected to comply with the Code of 

Behaviour for Safer Working Practices for Adults who Work with Children and Young 

People. 

 

Safeguarding will be considered at each senior management team meeting as a 

standing agenda item and within each supervision session. 

 

1. DEFINITIONS 
1.1 Safeguarding and promoting the welfare of children 

This is defined as: 

 

 Protecting children from maltreatment 

 Preventing the impairment of children’s health and development 

 Ensuring that children are growing up in circumstances consistent with the 

provision of safe and effective care 

 Enabling children to have optimum life chances and to enter adulthood 

successfully. (Working Together to Safeguard Children 2006) 

 Within ‘Working Together’ there is an increased emphasis on safeguarding 

rather than protection. That means intervening at the earliest possible point in 

order to support parents in caring for their children and to prevent any 

concerns escalating. This is entirely consistent with SSV’s ethos and approach 

but does not override the principle that the child’s welfare is paramount. 

 

1.2 Children in Need 
Children, who are under 17 of the Children Act 1989, are those whose vulnerability is 

such that they are unlikely to reach or maintain a satisfactory level of health or 

development, or their health or development will be significantly impaired without the 

provision of services by a local authority, plus those who are disabled. 

 

1.3 Significant Harm 
Some children are in need because they are suffering or likely to suffer significant 

harm. The Children Act 1989 introduces the concept of significant harm as the 

threshold that justifies compulsory intervention in family life in the best interests of 

children. It places a duty on Children’s Social Services to make enquiries to decide 

whether they should take action to safeguard or promote the welfare of a child who is 

suffering, or likely to suffer, significant harm. There are no absolute criteria for 

significant harm. Sometimes a single traumatic event may constitute significant harm 

e.g. a violent assault. More often, significant harm is a compilation of significant events 

both acute and long standing, which interrupt, change or damage a child’s physical or 

psychological development. It is the corrosiveness of long term emotional, physical, 

sexual abuse or neglect, which causes impairment to the extent of constituting 

significant harm. 
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2. WHAT IS ABUSE AND NEGLECT 
Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or 

neglect a child by inflicting harm, or by failing to act to prevent harm. Children may 

be abused in a family or an institution or a community setting, by those known to 

them, or more by a stranger. They may be abused by an adult or adults, or another 

child or children, or by witnessing the abuse of another person. The abuse and neglect 

of children takes place in all sectors of our community. 

 
2.1 Physical abuse 
Physical abuse may include hitting, shaking, throwing, poisoning, burning or scalding, 

drowning, suffocating, or otherwise causing physical harm to a child. It may also be 

caused when a parent/carer fabricates the symptoms of, or deliberately induces, illness 

in a child. 

 

2.2 Emotional abuse 
Emotional abuse is the persistent emotional ill treatment of a child such as to cause 

severe and persistent adverse effects on the child’s emotional development. It may 

involve: 

 

 Conveying to the child that they are worthless or unloved, inadequate, or 

valued only insofar as they meet the needs of another person. 

 It may feature age or developmentally inappropriate expectations being 

imposed on a child. 

 It may involve seeing or hearing the ill treatment of another causing the child 

to feel frequently frightened or in danger. 

 Or the exploitation or corruption of a child some level of emotional abuse is 

involved in all types of maltreatment of a child although it may occur alone. 

 

2.3 Sexual abuse 
Sexual abuse involves: 

 

 Forcing or enticing a child or young person to take part in sexual activities, 

whether or not the child is aware of what is happening. 

 Activities may involve physical contact, including penetrative or non 

penetrative acts. 

 Or non contact activities, such as involving children in looking at, in the 

production of, pornographic material or watching sexual activities or 

encouraging children to behave in sexually inappropriate ways. 

 

2.4 Neglect 
Neglect involves: 

 

 The persistent failure to meet a child’s basic physical and /or psychological 

needs, likely to result in the serious impairment of the child’s health or 

development. 

 It may involve a parent/carer failing to provide adequate food, shelter and 

clothing, failing to protect a child from physical harm or danger, or a failure to 

ensure access to appropriate medical care or treatment. 

 It may also include neglect of, or unresponsiveness to, a child’s basic emotional 

needs. 
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2.5 Organised or multiple abuse 
This involves: 

 

 Abuse involving one or more perpetrators and a number of related or unrelated 

abused children and young people. 

 In some cases perpetrators act with others to abuse children, in others they 

act alone or they may use an institutional framework or a position of authority 

to access and groom children for abuse. 

 Organised and multiple abuse occur both as part of a network of abuse across 

family or community, and within institutions such as residential homes or 

schools. 

 

3. CHILDREN & YOUNG PEOPLE CONSIDERED PARTICULARLY 

VULNERABLE TO ABUSE 
There are some children living in circumstances which may make them particularly 

vulnerable to abuse such as: 

 

 All children deemed Children in Need 

 Those living away from home in public or private care 

 Disabled children 

 Children whose behaviour indicates a lack of parental control 

 Children living within households where there is domestic abuse 

 Children of substance misusing, or mentally ill parents 

 Children living in families where there are extreme religious, spiritual or cultural 

beliefs 

 Children living in temporary accommodation 

 Newly arrived or transient families 

 Unaccompanied asylum seeking children 

 

4. ALERTING SIGNS AND SYMPTOMS OF ABUSE 
There are a variety of ways that somebody in the organisation may become aware of 

the actual or likely occurrence of abuse of a child. These include: 

 

 A child might tell them 

 Someone else might report that a child has told them or that they strongly 

believe that a child has been or is being abused 

 A child might show some signs of physical injury for which there appears to be 

no satisfactory explanation 

 A child’s behaviour may indicate to them that it is likely that she or he is being 

abused 

 Something in the behaviour of one of the workers or a young person, or in the 

way that a worker or young person relates to a child, alerts them or makes 

them feel uncomfortable in some way 

 Observing one child abusing another 

 Whenever anyone has concern that a child may be at risk of abuse they should 

follow SSV’s Safeguarding Procedures 

 Most children do have accidental injuries occasionally e.g. when falling or 

playing with other children. Such injuries might include bruising to the knees, 

shins, arms, elbows, or if falling onto the face, nose, forehead cut lip etc. 

 However, there are injuries which are hardly ever caused accidentally and also 

warning signs which may indicate sexual, emotional abuse or neglect. The 

following is not an exhaustive list. It is designed to draw attention to the fact 

that a child might be being harmed in some way and in need of protection. 

4.1 Physical Indicators Bruises 
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Some types of bruises are often associated with non-accidental injury: 

 

 Hand slap marks 

 Marks from an implement 

 Pinch or grab marks 

 Grip marks on a baby (could indicate severe shaking ) 

 Bruised eyes (particularly when no other bruising to forehead) 

 Any bruising on babies 

 

Other Injuries 

Sometimes children are injured accidentally by not having been provided with a safe 

environment, such accidents could for example include scalding, fractures and 

poisoning. But some types of injury are less likely to be accidental such as: 

 

 Burns inside the mouth, inside of the arm and on genitals 

 Some cigarette burns or burns with another object 

 Scalds particularly on the feet and ankles 

 Bite marks 

 Evidence of old or repeated fractures 

 Cuts to mouth or tongue 

 Female circumcision 

 

4.2 Sexual abuse 

 Bruising to breasts, buttocks, lower abdomen, thighs and genital or rectal 

 areas which could indicate sexual abuse 

 Injuries, bleeding or soreness to genital or rectal areas 

 Persistent vulva reddening and or discharge 

 Repeated urinary tract infections 

 Pseudo- mature or sexually explicit behaviours 

 Continual open masturbation or aggressive sexual play with peers 

 

4.3 Signs of Neglect 

A neglected child may show signs by being: 

 

 Underweight or obese 

 Always dirty and smelly 

 Poorly and /or inappropriately clothed 

 Always hungry 

 Unduly solemn and unresponsive 

 Under stimulated and not reaching developmental milestones 

 Neglecting a child’s need for love, care, warmth, security and stimulation will 

affect their emotional and physical development over time. Some children may 

be left unattended without suitable arrangements for their care or with adults 

who for some reason (e.g. alcohol or drug misuse) are unable to be fully 

responsible for the child’s care. 

 Skilled social and medical assessment is necessary in order to establish whether 

a child is failing to thrive. 

 

 

 

 

 

 

4.4 Behavioural Indicators 
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Children who are being neglected or abused often also have behavioural difficulties. 

Any signs should always be looked at in conjunction with other information about a 

child and their family circumstances. Behaviour may be a starting point for further 

assessment. Indicators might include: 

 

 Overly compliant or watchful attitude 

 Acting out aggressive behaviour, severe tantrums 

 Child only appearing happy in school, or is kept away from school 

 Child isolated in school and without friends 

 Child unable to trust anyone 

 Tummy pains with no medical explanation 

 Eating problems 

 Sleep disorders 

 Frightened child, overly anxious, frozen 

 Child self-harming 

 Constantly running away from home 

 Child showing signs of depression, anxiety, withdrawal etc 

 

4.5 Other Factors 

There may be other indicators which could make someone concerned about the risk of 

abuse or neglect of a child such as: 

 

 A history of a parents’ abuse in childhood whether physical, emotional sexual 

or neglect 

 A history of family breakdown, separations or disrupted care 

 Parental isolation and lack of support 

 Parental mental ill health, learning difficulties or disability which may impact 

negatively on a parents’ perception of the child or ability to provide care 

 Parental drug, alcohol or substance misuse 

 History of transient or violent partners and exposure to domestic abuse 

 History of criminal behaviour and imprisonment and in particular a conviction 

of a schedule 1 offence 

 Parent lacking awareness of a child’s development and its needs 

 Parents who hold extreme religious, spiritual or cultural beliefs 

 Inconsistent adults within the household or rapidly changing adult relationships 

 Chaotic families 

 History of social services involvement or children being ‘looked after children’ 

 

Remember: It is not your responsibility to decide whether a child is suffering or at 

risk of suffering significant harm. This is the duty of Children’s Social Services, the 

Police. Discuss any concerns with your manager or designated person, and follow the 

safeguarding procedures. 

 

5. WHAT TO DO IF YOU HAVE CONCERNS ABOUT THE WELFARE OF A 
CHILD  
Remember that the welfare of the child is paramount. If a child shows signs that s/he 

is suffering, or is likely to suffer, significant harm, the first consideration must always 

be whether the child is in imminent danger or requires urgent medical attention. If so, 

the safety of the child and/or access to suitable medical treatment, need to be secured 

as a first priority. If the child is in danger, keep the child with you and contact the 

police. If the child requires medical attention call an ambulance and then inform your 

line-manager. A decision will need to be made, by the professionals involved at this 

stage, as to both the timing and who will be responsible for informing the family and 

Children’s Social Services of the situation. (They will need to take into consideration, 
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the current assessment of risk and any risk management or contingency plans which 

may already exist.) If no such action is required, the staff member must discuss their 

concerns with the designated person, usually their manager, immediately, to consider 

whether the child is a child in need and requires a referral to Children’s Social Services. 

If you have any doubts about this decision, remember you can always, without 

necessarily identifying the child, discuss your concerns with senior colleagues in other 

agencies, consult with Children’s Social Services. If you consider the child is or may 

be a child in need, you should refer the child and their family to Children’s Social 

Services. This may include a child whom you believe is, or may be at risk of suffering, 

significant harm. If the child is identified as a child in need (see earlier definition) 

then the staff member and their line-manager will agree how these concerns will be 

shared with the family. If the family agree to a referral, then a referral form will be 

completed and SSV will cooperate and contribute, as required, to any subsequent 

assessment or investigation. Should the family fail to agree to a referral, then the 

manager must consider whether the refusal constitutes a risk of significant harm. If 

not, then the concerns for the child should be recorded, in line with SSV’s recording 

requirements, along with the parent’s dissent and staff should continue to monitor the 

well being of the child. If the refusal constitutes a possible risk of significant harm, or 

if the child has been identified as a child at risk of significant harm, then a referral 

to Children’s Social Services or, the police if necessary, should be made the same day 

and confirmed in writing within 48 hours. Children’s Social Services should 

acknowledge receipt of the referral within one working day. Staff must be assertive in 

ensuring an acknowledgement is obtained. Staff should then cooperate with any 

investigation or assessment, as required. 

 

6. INFORMATION SHARING & CONFIDENTIALITY 
It is important that concerns about children and young people are shared, as it is only 

when all the pieces of information are put together that a full picture of the situation 

can be obtained and proper judgements made. A key factor in serious case reviews 

has been a failure to record information, to share it, to understand the significance of 

the information shared and to take appropriate action in relation to known or suspected 

abuse or neglect. It is critical that all staff working with children and young people are 

in no doubt that where they have a reasonable cause to suspect that a child or young 

person may be suffering or may be at risk of suffering significant harm, they 

should discuss those concerns with their line-manager and make a referral to 

Children’s Social Services. While in general any concerns should normally be discussed 

with the family and where possible seek their agreement to make the referral, this 

should only be done where such discussions and agreement seeking will not 

place a child at increased risk of significant harm or lead to interference with 

any potential investigation. The child’s interests must be the over-riding 

consideration in making any decision. 

 

SSV will ensure that staff explain to children, young people and their families when 

first accessing a service, how and why information will be held and may, on 

occasions, be share and protocols for information sharing provide training on 

information sharing and confidentiality for its staff to provide advice and support 

around information sharing issues. 

 

 

 
7. WHAT TO DO IF A CHILD MAKES A DISCLOSURE 
 

7.1 An Allegation against someone outside SSV 
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If a child confides in a member of staff and discloses abuse or makes an allegation of 

abuse against someone outside of SSV i.e. a family member or another professional. 

Remember: 

 

 The safety of the child is paramount 

 Be calm, reassuring and honest 

 Do not make promises which can’t be kept 

 Do not interrogate the child, but listen carefully and gently clarify the facts, 

remain open in your manner and allow the child to continue at their own pace 

 To tell the child what will happen next and with whom the information will be 

shared 

 Consult with your line-manager or designated person immediately 

 Keep the child informed of what is happening and of any decisions made or 

actions taken 

 Accurately record the incident immediately or as soon as you can but definitely 

within 24 hours 

 If the child is in danger then keep them safe and contact the police and 

cooperate with the investigation. If the allegation involves a parent/carer or 

family member do not inform the family without first discussing the situation 

with Children’s Social Services or the police. If the allegation does not involve 

a family member inform the parents with the agreement of Children’s Social 

Services and the police. All staff are required to cooperate fully with any 

subsequent investigation or assessment. 

 

7.2 An allegation against a SSV member of staff or volunteer 

If the allegation of abuse of a child is made against a member of SSV Remember as 

above. 

 

Firstly, ensure the safety of the child. If the allegation is about another member of 

staff, student or volunteer but not your manager, then inform your manager 

immediately. If the allegation is about your manager then inform the person senior to 

them or in their absence, the HR Manager and a member of the Senior Management 

Team immediately. A referral to Children’s Social Services and, possibly, the police, 

will need to be made and arrangements agreed for informing the parents and carers 

of the child. If the allegation is against a member of SSV who is still working with 

children, SSV will need to remove them from the situation and advise them that a 

complaint has been made against them and an investigation will follow. If the person 

also works with children in another setting, those undertaking the investigation will 

need to consider who else might need to be informed. If the person is no longer 

working with children, in discussion with SSV’s HR Manager, consideration will need to 

be given as to whether the member of staff should be suspended during the course of 

the investigation or pending the outcome of any disciplinary processes. 

 

7.3 An allegation against a member of a SSV workers extended family 

If an allegation is made against a member of SSV’s staff’s extended family, provided 

that member of staff is not your line-manager, it must be reported to your line-

manager immediately. If it is a member of your line manager’s extended family, or 

they are absent, inform the person senior to them, or in their absence, the HR Manager 

and a member of the Senior Management Team immediately. They will decide how 

best to proceed. 

Remember: 

It is important that everyone in the organisation is aware that the person who first 

encounters a case of alleged or suspected abuse is not responsible for deciding whether 
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or not abuse has occurred. That is a task for the professional child protection agencies 

following a referral to them of concerns about a child. 

 

8. RECORDING CONCERNS 
It is imperative that any concerns about a child are accurately recorded as the matter 

could go on to case conference and/or legal proceedings. All recording, whether 

electronic or paper, must be placed on the case file within one working day. The record 

should include the context, a detailed account of the concerns, what was said or seen 

and by whom. It is important to record the actual words used by the child or the 

referrer. The record should indicate who was present, who was consulted, how any 

decisions were made and the reasoning behind them and by whom, and any actions 

taken. If a decision was made, to take no action, then the reasoning for that decision 

must also be recorded. All records must be clearly signed and dated. Tipp-ex must 

never be used on case files, if a mistake is made or an amendment required a line 

should be made through the original so that the wording remains clearly visible. 

 

9. A REFERAL TO CHILDREN’S SOCIAL SERVICES  
 

9.1 What to include 

Some local authorities have their own specific referral form, others do not. Any referral 

to Children’s Social Services or the police must include: 

 

 Full name of the young person (check all names are spelt correctly) 

 Age of child or young person (check date of birth is accurate) 

 Parent’s name/s (check the surname of the parent is spelt correctly and that 

the person you think is the parent, really is. If they are not the parent, find out 

who they are and whether they are related to the child) 

 Home address - including house number or name, and post code and telephone 

number if possible 

 Special circumstances e.g. community language, context of disclosure etc 

 What has prompted concern including dates & times etc 

 Any physical or behavioural signs need to be reported 

 Say whether you are passing on your own concerns or those of a third party, if 

so record the details and clarify between fact and opinion 

 Has the child/young person been spoken to. If so, by whom and what was said 

 Have the parents been contacted? If so, by whom and what was said 

 Has anybody been alleged to be the abuser, if so record details 

 Has anyone else been consulted? If so record the details 

 Remember to add your own name, position, contact details, time and date of 

referral and method by which referral was made. A referral should be 

countersigned by your line manager, whenever possible. Follow up in writing 

within 48 hours. 

 

9.2 Information sharing and confidentiality 

The legal principle that the welfare of the child is paramount means that the 

considerations of confidentiality which might apply in other situations in the 

organisation should not be allowed to override the right of children to be protected 

from harm. Seek advice if you feel unsure about what should be shared. 

 

9.3 When should the family be informed 

SSV, in consultation with Children’s Social Services and the police, will always inform 

the parents of such a referral, unless sexual abuse is suspected or another form of 

abuse which could be covered up, or if it would endanger the child or others, or if it 
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was felt that the family would flee. A judgement will need to be made by those involved 

at the time. 

 

10. WHAT HAPPENS NEXT IN THE CHILD PROTECTION PROCESS 
Once Children’s Social Services receives a referral, they will need to determine within 

one working day, whether they need to undertake an initial assessment or take no 

further action and inform the referrer of that decision. An initial assessment has to be 

completed within 7 working days. If an initial assessment is required which identifies 

there are concerns for the child’s immediate safety, emergency action may be 

necessary to safeguard the child. This will then be Children’s Social Services and the 

Polices to proceed however they feel fit. However, other agencies, including SSV, may 

be required to contribute to strategy discussions, core assessments, child protection 

conferences and core groups. Managers should ensure that their staff have the 

knowledge, skills and confidence to do so effectively and are offered appropriate 

training and support. 

 

A CHILD IN NEED, BUT NO ACTUAL OR LIKELY SIGNIFICANT HARM 

If an initial assessment concludes that the child is not suffering or likely to suffer 

significant harm, but is a child in need, Children’s Social Services will discuss with 

the child, family and other colleagues, as appropriate, what to do next. This may 

sometimes result in services being offered by Children’s Social Services and/or other 

agencies or it may be decided that an in depth assessment may be required and 

Children’s Social Services will then coordinate a core assessment which will help inform 

which services need to be provided. A lead professional, usually a social worker, will 

then co-ordinate those services and review the outcomes for the child, until such time 

as the case can be closed. Such services are delivered under section 17 of the Children 

Act 1989, this places a responsibility on Children’s Social Services to provide services 

to children in need but does not give them statutory powers to intervene in family life, 

against the wishes of the family. 

 

11. THE SUPERVISION OF SAFEGUARDING WORK 
Supervision plays a critically important role both in our safeguarding work and in 

ensuring that SSV remains a safe organisation. Regular supervision of good quality 

should be available to all staff to ensure proper accountability and best practice. The 

SSV supervision policy outlines minimum standards required for staff and volunteers. 

However, the frequency of supervision should reflect the complexity of the work being 

undertaken together with the skills, knowledge and experience of the staff involved. 

Safeguarding must be discussed at each supervision session, is to be properly recorded 

and any decisions transferred to the case file without undue delay. Supervision should 

identify any training needs and ensure that they are addressed. It is the shared 

responsibility of both the line-manager and supervisee to establish a relationship 

within supervision which enables an honest and open discussion of any safeguarding 

concerns or issues which arise either directly from the work or within the work place. 

Supervision should be a creative process which may, on occasions, require the robust 

challenge of the views and/or practice of colleagues and on rare occasions, if 

differences cannot be resolved, the possible involvement of senior managers. All staff 

should read and be familiar with the SSV Supervision Policy. 

 

 

 

11.1 Supervisors 

In addition, line-managers should take account of: 

 

1. The welfare of the child is paramount 
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2. S/he is acting on behalf of SSV and should follow the procedures of both SSV and 

the Local Safeguarding Children’s Board (LSCB) and if there are differences those of 

the LSCB take precedence. 

3. Issues of race, culture, disability and gender must be active components of any 

supervision session. There must be an awareness of the impact of these issues both 

within the supervisory relationship and in the work with service users. 

4. It is important that supervisors remain familiar with the law relating to children and 

with knowledge and guidance in relation to safeguarding 

5. The supervisor must be aware of the danger that anyone working closely with child 

protection may become part of the system and that there are inherent dangers 

attached to this. Known dangers will be addressed in training but there are two in 

particular that supervisors must take account of: 

 

 “The Rule of Optimism”- it is natural for a supervisee (and the supervisor) to 

want things to improve and go well for the family. Considerable effort will be 

made by the supervisee to achieve this; it may be painful for the family to make 

small steps at times.  Therefore any progress, in an encouraging relationship, 

will be highlighted. Things that don't improve could then be diminished in the 

mind of the supervisee (and even the line-manager in an encouraging 

supervisory relationship). This can create a kind of blindness in which blatant 

safety issues can be overlooked or played down. Many child deaths, including 

the recent one in Haringey, occur at the time when the professional network 

are moving towards de-registering and/or reducing services. Therefore the 

supervisor must be prepared to go against the grain. To say 'those are 

the improved things which is great, but is there anything we are finding 

it difficult to think about in this family'. They must be prepared to be 

unpopular (briefly) with their supervisee or even with the whole team 

around the child. 

 "The prevailing dominant idea" - An individual supervisee or even a whole team 

around a child can develop a dominant idea about 'what is going on this family' 

or 'this is what this mother is like'. Unchallenged or if not repeatedly questioned 

(in supervision and other safeguarding processes) this can create danger. It 

can produce "The Rule of Optimism" above, it can prevent other creative ways 

developing about supporting the family, it can stigmatise, it can cause one part 

of the system to be ignored, for example, 'they are a family well known to social 

services for generations' may stop the system from exploring the strengths of 

grandparents as a protective resource for a child. Therefore the supervisor 

must say 'let's step back', must question the beliefs behind ideas there 

are about the family and think through the actions that follow those 

beliefs. 

 

6. Ensure that workers understand that if they are working on a child protection case 

and they are denied access by the family or to the child ( if that is their role) or an 

arranged meeting is cancelled without explanation or missed, that they notify 

Children’s Social Services and record the circumstances accurately. 

7. The importance of maintaining appropriate levels of consultation in the inter-agency 

network, particularly with Children’s Social Services if there is a child protection plan 

and child protection conferences. 

8. The importance of maintaining an awareness of the stages of work in individual child 

protection cases. 

9. The supervisor is responsible and accountable for all major decisions that the worker 

is involved in which relate to the case, and for ensuring that any decisions are recorded 

on the case file.  
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10. The supervisor must make sure that all safeguarding cases are regularly discussed 

to ensure that the work being undertaken is in accordance with the child protection 

plan and child protection conference decisions. 

11. The file and all records must be kept up to date – see SSV’s recording standards. 

12. Students on placement with SSV will not be given sole responsibility for child 

protection cases but will work jointly with another worker 

13. Supervision needs to deal with issues relating to labelling, stereotyping, prejudice, 

direct and indirect discrimination, personal and institutional power and uses and 

abuses of authority. Supervisors must be prepared to challenge staff when dealing 

with such issues and to deal with any resistance/ denial which may be encountered. 

 

11.2 Supervisees 

Those working directly with children must be aware that: 

1. The child’s welfare is paramount 

2. S/he is acting on behalf of SSV and should follow the organisation’s or Local 

Safeguarding Children’s Board’s procedures 

3. Major decisions about the work should be made in consultation with the 

supervisor/line manager and recorded on the file 

4. Maintaining appropriate levels of consultation in the inter-agency network, 

particularly with Children’s Social Services and through core groups, the child 

protection plan and conferences, is very important 

5. Recording must be kept up to date 

6. Supervisees have a responsibility to ensure that they receive the right level of 

supervision for the complexity of the work undertaken and to meet their individual 

needs 

7. Safeguarding issues whether they relate to the direct work, the work environment 

or the impact on the supervisee, must be openly discussed within supervision. 

Supervisees must be prepared to have their views challenged and any block or 

resistance exposed  

8. The supervision process should be used to monitor attendance at safeguarding 

training, and to identify and address any additional training needs 

 

12. TRAINING 
SSV recognises the complexity of the safeguarding work undertaken by staff and the 

emotional impact it can have upon them. All staff as part of induction are introduced 

to ‘Safeguarding’ and their responsibilities in relation to it. In addition, frontline 

operational staff are required to attend a safeguarding foundation course within their 

probationary period and further safeguarding training at least every two years. SSV 

provides a range of safeguarding training and information, at different levels, to 

support staff and to extend and update their knowledge and skills and to ensure best 

practice. Staff can also access a broad range of multi –agency safeguarding training, 

available through their local safeguarding children’s boards. 

 

13. SAFEGUARDING ACCOUNTABILITY  
Within SSV Safeguarding is the responsibility of us all. 

 

 

TRUSTEES are Accountable for SSV and therefore all safeguarding within the 

organisation and will receive regular reports on safeguarding. 
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OPERATIONS MANAGER is Accountable to the Trustees for safeguarding within the 

organisation this includes: 

 

 The line management responsibility for the safe delivery, quality and 

effectiveness of service.  

 Have specific time set aside to address safeguarding issues. 

 Together with HR ensure that safe recruitment practices are fully employed & 

that staff appointed have the necessary skills and experience in safeguarding 

appropriate to their role. 

 

Project Managers are Accountable to the Operations Manager for safeguarding in 

their project or service and will: 

 

 Together with the HR Department, ensure safe recruitment practices are fully 

employed in the recruitment of both staff and volunteers and that they have 

the necessary skills and experience in safeguarding. 

 Responsible to establish and maintain effective relationships with other 

agencies locally in relation to safeguarding and to challenge when appropriate. 

 Ensure that safeguarding is integral to all SSV processes for the assessment, 

analysis, planning and reviewing of outcomes, in our work with service users. 

 Ensure all their staff receives safeguarding training and support commensurate 

with their need. 

 Ensure that all files clearly identify where there are concerns for the welfare of 

a child and that files comply with organisational standards. 

 Ensure that supervision is provided to staff in line with SSV’s supervision policy 

taking into account any safeguarding issues, the complexity of the work and 

experience of the staff member. 

 Ensure that supervision sessions record reflective practice and any decisions 

made are transferred to the case file – all records are signed and dated. 

 Ensure that the risk assessment framework for each case is regularly reviewed 

and an escalation process, implemented as necessary. 

 Ensure that safeguarding practice is regularly discussed in supervision to 

identify any training needs and is included within the staff appraisal process. 

 Ensure that Safeguarding is a standing item on team meeting agendas. 

 Ensure that supervisors regularly read case files and counter sign them. 

 Undertake periodic file audits. 

 Make child protection referrals to Children’s Social Care, as necessary. 

 

SENIOR MANAGEMENT TEAM is Accountable to the Operations Manager for 

safeguarding within their departments and will ensure that the senior management team 

meetings have safeguarding as a standing item on their agenda.  
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Designated Person Profile 

SSV’s designated person will be required to offer consultation and advice on 

safeguarding matters to other staff members. If no such person exists within a service, 

the senior management team will either allocate the role to someone in an adjacent 

service or undertake the role themselves.  

A designated person must have: 

 

 A professional qualification in social work or other relevant discipline 

 A minimum of five years post qualifying experience of working with children, 

young people and vulnerable adults protection issues 

 A thorough and current knowledge of safeguarding guidance and legislation 

 Undertaken safeguarding training which has been appropriately updated 

 A sound understanding of their Local Children’s Safeguarding Board’s 

Procedures 

 A comprehensive knowledge of local networks 

 The confidence and ability to use sound professional judgement  

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

FRONT LINE STAFF, ADMINISTRATORS, STUDENTS and VOULUNTEERS are 

Accountable to their project or service manager for safeguarding within their work and: 

 

 Are responsible for the safe delivery, quality and effectiveness of the services they 

provide. 

 Are alert to safeguarding issues in all aspects of their work. 

 Keep accurate and timely records which are signed and dated and comply with SSV’s 

procedures in relation to file format and management. 

 Remember that the welfare of the child is paramount and draw to the attention of 

line management any concerns they may have for the welfare of a child. 

 Make referrals to Children’s Social Care as necessary in consultation with their line-

manager. 

 Use supervision and appraisal to reflect on practice in relation to safeguarding. 

 Undertake safeguarding training as necessary. 
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SSV Child Protection Report Form 
 

Name of Child/Young Person 
 

 

Name of Worker 
 

 

Position of Worker 
 

 

Date and Time of Report 
 

 

Nature of Concern 
 

 

Who have you spoken to about 
your concern? 

 

Child Yes/No  

Carer Yes/No  

Operations Manager/Senior 
Staff 

Yes/No Name: 

Social Services 
 

Yes/No Name: 

Feed back 

 

 
 

 
 

 
 

 
Signature of Worker 
 

 

Signature of Operations 
Manager/Line-manager 

 

Date and Time 
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Introduction 

Effective protection of vulnerable adults is achieved through a multi-disciplinary 

approach with consultation and a sharing on information. A copy of the local vulnerable 

adult procedures should be available and accessible in all SSV services. SSV believes 

that every individual who accesses our services has a right to a life free from fear, to 

be treated with dignity and respect, to have their choice respected and not to be forced 

to do anything against their will. 

 
Definition of Abuse 

Abuse is described as “a violation of an individual’s human or civil rights by any 

other person or persons” (No Secrets, Department of Health - 2000). We recognise 

that all our service users are potentially open to abuse, but that those service users 

defined as ‘vulnerable adults’ are particularly at risk. 

 

Definition of a Vulnerable Adult 

A vulnerable adult is defined as a person who: “may be in need of services by 

reason of mental or other disability, age or illness: and who may not be able 

to take care of him or herself, or is unable to protect him or herself against 

significant harm or exploitation.” (Who Decides, Lord Chancellor’s Department - 

1997). Service users outside of this definition may also be vulnerable to abuse due to 

low self-esteem, social exclusion, drug or alcohol misuse, offending history, 

homelessness, domestic violence, ethnicity, immigration status, gender or sexuality. 

SSV recognises that abuse may be perpetrated as a result of deliberate intent, 

negligence or ignorance. Incidents of abuse may consist of a single act or repeated 

acts and may be perpetrated upon one person in a continuing relationship and/ or, of 

more than one person at a time. Abuse can occur in a domestic and/or service context. 

Therefore we aim to consistently look beyond any single incident or breach of policy 

and practice within our services in order to identify any underlying patterns of harm. 

 

Context 

Abuse can occur in any relationship, context or environment irrespective of whether 

the vulnerable adult lives in his or her own home, residential care, shared or supported 

housing. Those who perpetrate abuse on others are often well known to their victims. 

Virtually any individual who is in direct contact with a vulnerable person could be a 

risk. The seriousness of abuse varies and can range from behaviour that is violent and 

criminal to passive abuse, which is neglectful, unintentional and less deliberately 

exploitative in character. Forms of abuse may include: 

 

 Physical 

 Sexual 

 Psychological and emotional 

 Financial or material 

 Neglect and acts of omission 

 Discriminatory abuse 

 Social 

 Institutional 

 

 

 

 

 

 

Risk and protection 
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SSV believes that each person has a right to a life that maintains independence and 

enables them to make their own decisions and choices. We also acknowledge that an 

individual’s rights to independent living sometimes involves a degree of risk and we 

therefore aim to ensure that any risk is recognised, understood by all and minimised 

whenever possible. We also understand that there will be cases where an individual 

may be unable to make their own decisions and/or to protect themselves or their 

assets. 

 

Prevention of and dealing with incidents of abuse 

SSV acknowledges that its primary responsibility is the prevention of abuse, and where 

this fails there are robust measures in place to deal with incidents of abuse. Measures 

for preventing incidents of abuse include: 

 

 Ensuring that robust policies and procedures are in place and are being 

followed by staff who are sufficiently skilled and have an awareness of 

abuse. 

 Effective recruitment and selection processes, which involve Criminal 

Records Bureau checks and thorough checking of employment history 

references, are in place. 

 Ensuring that breaches of policy and procedures are dealt with 

appropriately and consistently. 

 Maintaining effective partnership with other agencies, including Social 

Services and the police and working in line with local inter-agency 

guidelines for the protection of vulnerable adults. 

 

Monitoring of multiple related serious incidents 

Senior Managers are to keep a log of informal and formal complaints where members 

of staff or others have allegedly abused service users. Repeat cases where a staff 

member is the alleged abuser will be discussed with the Directors with advice from 

Human Resources department and appropriate action taken in line with the following 

procedure. Such cases will also be reported to the Trustee Board. All complaints must 

be dealt with in accordance with SSV’s complaints procedure. 

 

Recognising abuse 

All staff should be alert to the potential indicators of abuse. However the presence of 

one or more indicators does not necessarily mean that abuse is taking place, but may 

mean that further investigation/observation is required. Victims of abuse do not always 

react in the same way, however some of the more common reactions are: 

 

 Full or partial disclosure 

 Frequent and unexplained minor injuries or bruising 

 Signs of depression or stress which may happen suddenly or gradually emerge 

 Neglected personal care 

 Weight loss 

 Changes in habits/mood ranging from withdrawal from normal activities to a 

total lack of communication 

 Dramatic change of behaviour/personality – this can happen very suddenly and 

unexpectedly and is often associated with fear 

 Confusion 

 Persistent financial hardship 

 Denial that anything is wrong and an emphasis that all is extremely well 

 Seeking help from numerous sources/people – this may be a direct request for 

help or attention seeking behaviour 

 Acceptance or resignation of their situation as part of being old and /or disabled 
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Confidentiality 

The organisation’s Confidentiality Policy and Procedures will be followed in all cases 

where we receive any information concerning alleged abuse of one of our service users. 

Where the alleged perpetrator is a member of the organisation’s staff, confidentiality 

will be respected in line with the Disciplinary Policy and Procedure. The Directors and 

HR Department should be informed of any allegations of abuse prior to contacting 

external agencies.  

 

Disclosures of abuse 

Staff, service users and their family or friends, external agencies or the general public 

may disclose allegations of abuse perpetrated upon vulnerable adults in receipt of the 

organisation’s services. 

 

Disclosures made by a service user, family member or external agency 

Many incidents of abuse only come to light because the abused individual discloses the 

information himself or herself. Often they may not realise they are being abused and 

may not be aware of the significance of what they are disclosing. Some disclosures 

may happen after many years. There may be good reasons for this and any delay in 

reporting or disclosing by an abused person should not cast doubt on their truthfulness. 

Staff members will be expected to take all allegations seriously, however insignificant 

they may initially seem.  

During a disclosure of alleged abuse, staff should always explain that they are required 

to share this information with their line manager. Where the line manager is allegedly 

involved in the incident staff must explain that they are required to inform their line-

manager. If it is possible and appropriate, staff should make notes at the time of the 

disclosure, noting what the person actually says using their own words and phrases. 

A full record of the disclosure must be made as soon as possible, and always within 24 

hours. 

 

Consent of the service user 

All action, including referrals to Social Services and the police, must be subject to the 

consent of the service user. In every situation it will be assumed that a person can 

make their own decisions and action will only be taken in the absence of consent 

from the service user where: 

 

 They or others are in physical danger, i.e. they are not the only person at risk 

and the risk to others needs to be considered; 

 It has been assessed (by a multi-disciplinary team) and agreed that the 

vulnerable adult is unable/incapable of making an informed decision for him or 

herself. 

 Staff should be prepared to accept that no action, other than continued 

monitoring, might in some circumstances be the only option due to current 

legal implications. 

 

Disclosures made by a member of staff 

Where a member of staff wishes to disclose alleged abuse perpetrated by a colleague 

they must immediately contact their manager who will discuss the issue with their line-

manager with advice from the HR department. An investigation will be set up 

immediately and this may involve the colleague being suspended from work. If the 

member of staff wishes the allegation to remain confidential the manager will discuss 

the options for action which are available with their line manager with advice from the 

HR department and then feedback to the individual. The manager should 
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discuss the option of approaching the police with the individual if appropriate. All staff 

will take reasonable steps to respect the confidentiality of the person disclosing the 

alleged abuse. The organisation will aim to ensure that the staff member making the 

disclosure is supported and protected from reprisals or victimisation as a result of an 

expression of concern. If staff observe a possible incident of abuse or have suspicions 

abuse is being perpetrated, or receive a disclosure from a service user or another 

source, where the alleged abuser is a member of staff, they must comply with the 

Public Disclosure Act (1998). This Act requires staff to report any fraud, misconduct or 

malpractice to their line-manager. Failure to do so may result in disciplinary action 

being taken against the staff member. 

 

Criminal Offences 

The organisation recognises that some instances of abuse constitute a criminal offence, 

and in such cases the vulnerable adult is entitled to the protection of the law in the 

same way as any other person. Criminal offences include: 

 

 Physical or psychological assault 

 Rape or sexual assault 

 Theft 

 Fraud 

 Discrimination, victimisation or harassment 

 

Where there is obvious evidence of a criminal offence a simultaneous referral to the 

police must be made and, in such cases, criminal investigations by the police take 

priority over all other lines of enquiry. Guidance may be sought from the person taking 

the referral in Social Services. The reporting staff member must inform their line-

manager before a referral has been made to the police. HR should also be informed if 

the alleged perpetrator is a staff member. 

 

Adult Protection Procedure 

Whenever abuse of a service user is suspected, staff should follow this procedure. 

 

Stage 1 

 Staff member should contact the emergency services immediately if a service 

user appears to be in immediate physical danger. Be aware of retaining forensic 

evidence. 

 If no immediate physical danger is apparent, proceed directly to Stage 2. 

 

Stage 2 

Staff member should discuss the situation and courses of action available with the 

service user who has had abuse perpetrated upon them. 

Staff member should contact their Line-Manager (immediately. If the line-manager is 

not available they should contact their Operations Manager or contact a different senior 

manager, and report the full facts and circumstances of the situation and discuss 

options and required action, having considered: 

 

 If immediate referral to the police or Social Services is required; 

 If there is any requirement to inform the local Supporting People team, 

 registering or inspecting body; 

 If there is a need to contact partner care/support agency; 

 Review of relevant records, particularly similar incidents of the same kind; 

 Consider the immediate health/welfare needs of the alleged victim or any other 

vulnerable adult who may be affected and methods for supporting the service 

user, including access to counselling services. 
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 The PM will consider with the RM the appropriateness or not of notifying the 

alleged abuser of the allegation made against them prior to a referral to Social 

Services or the police. Social Services and/or interagency input should be 

sought when making this decision. 

 

Stage 3 

Staff member with input from the service user and support from their line-manager, 

should complete an Adult Abuse Incident Recording Form within 48 hours of the 

report/incident of abuse. 

It is essential that the above form is signed and dated and completed in a manner that 

is: 

 

 Clear and factual. 

 Reflects the words and phrases used by the person disclosing. 

 Describes the circumstances in which the disclosure came about i.e. the 

context, setting and anyone else who was there at the time. 

 Contains factual information only and not your own opinions. Any opinions or 

third party information must be clearly identified as such. 

 A copy of the completed Adult Abuse Incident Recording Form, 

 plus additional records pertaining to the incident should be kept in the service 

user’s file. The issue of confidentiality should be considered, for example if the 

allegation involves a staff member, do all staff in the project have access to the 

file? Private and confidential information on staff should be kept separately and 

placed on the personnel file only, with “need to know” information only in the 

file at the project. 

 

Stage 4 

If no referral is made to Social Services or no further action taken, including contacting 

the police, in line with a service user’s wishes the staff member and line-manager 

must: 

 

 Keep records of all decisions, including why no further action is to be taken 

 Regularly monitor the situation and review the agreed action plan 

 Discuss appropriate help-line or counselling services that are available with the 

service user 

 Carry out a Risk Assessment and note actions on Individual Support Plan 

 

Stage 5 

If a referral is made to Social Services this should be made by phone and followed by 

written notification on the form produced by the local Social Services department. 

 

Investigating Allegations of Abuse 

When investigations into alleged abuse of service users are undertaken it is crucial 

that the individual’s privacy, dignity, independence and choice is taken into 

consideration throughout the entire process. Therefore the organisation aims to ensure 

that the service user is fully supported and has access to all the relevant information 

to enable them to make informed decisions regarding possible follow-up action. 

 

 

 

Internal investigations 

Internal investigations into alleged abuse of service users will be undertaken by one 

of the organisation’s managers who is responsible for another service other than the 

one where the alleged incident has taken place. The manager, or investigating officer, 
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will be selected by the Directors. The investigating officer will liaise with the HR 

department during the investigation process and they will also be responsible for 

contacting and liaising with Social Services where appropriate and the police where a 

criminal offence is suspected. This will be done in line with the local multi-agency 

framework for the protection of vulnerable adults. 

Where the investigating officer considers that there is possible misconduct by staff 

they will also apply the disciplinary procedures with guidance from HR department. If 

there is a criminal investigation the investigating officer and HR manager will agree 

the timing of the disciplinary investigation with the police. 

 

Where the alleged abuser is a member of staff 

Where the alleged or suspected abuser is a member of staff, a full internal investigation 

must take place. This does not exclude investigations also being carried out by Social 

Services, the police and any registering authority. 

 

Where the alleged abuser is another vulnerable adult 

Where the alleged abuser is another vulnerable adult stages 1 to 5 of the above 

procedure will apply. Where the alleged victim has asked that no further action be 

taken, and where it is determined that the alleged victim and other vulnerable adults 

are at continued risk, the staff member with the line-manager should contact Social 

Services, and the police if a possible criminal offence has taken place. Duty of care 

obligations continues for the alleged abuser and they may need the same or greater 

support as was available before the allegation. Therefore the staff member, in 

conjunction with their line-manager, will carry out a thorough risk assessment to 

establish the likelihood that the alleged abuser will perpetrate further abuse of the 

alleged victim or other service users. Clear interventions for reducing risk must be 

agreed and communicated to all staff providing support to the alleged perpetrator, 

victim and other service users who may be affected. Staff member and line-manager 

must also liaise closely with Social Services in order to develop a revised support plan 

which aims to ensure that the alleged perpetrators support needs are met. Where 

there is an ongoing risk to the alleged victim and other service users that cannot be 

managed within the service, Social Services must be contacted to provide crisis 

intervention services/accommodation pending a long-term solution. 

 

The Investigation Process 

The investigation process described in section above will also apply in cases where the 

alleged abuser is a vulnerable adult. Often additional input from Social Services may 

be necessary in some cases. 

 

Where the alleged abuser is a worker employed by another agency 

Where the alleged abuser is a worker employed by another agency (private, statutory 

or voluntary) e.g. CPN, Social Worker, GP, agency Support Worker etc, stages 1 to 5 

of the procedure must be followed. The staff member must immediately notify the 

appropriate manager from the agency and plan and agree investigation protocols. 
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Principles 

This Association wholeheartedly supports the principle of equal opportunities in 

employment.    We aim to encourage, value and manage diversity and we recognise 

that talent and potential are distributed across the population.  Not only are there 

moral and social reasons for promoting equality of opportunity, it is in the best interest 

of this organisation to recruit and develop the best people for our jobs from as wide 

and diverse a pool of talent as possible.  That diversity adds value. 

The Association recognises that many people in our society experience discrimination.  

Discrimination is acting unfairly against a group or individual through for example 

exclusion, verbal comment, denigration, harassment, victimisation, a failure to 

appreciate needs or the assumption of such needs without consultation. 

Discrimination can be direct or indirect (where there is a requirement or condition on 

all, but which has an adverse impact on a particular group and cannot be justified).  

All forms of discrimination are unacceptable, regardless of whether there was any 

intention to discriminate or not.  Employees have a duty to co-operate with the 

Association to ensure that this policy is effective in ensuring equal opportunities and 

in preventing discrimination.  Employees should draw the attention of their line-

manager to suspected discriminatory acts or practices or cases of bullying or 

harassment. 

Statement of Intent 

The Association aims to create a culture that respects and values each others’ 

differences, that promotes dignity, equality and diversity, and that encourages 

individuals to develop and maximise their true potential.   

We aim to remove any barriers, bias or discrimination that prevent individuals or 

groups from realising their potential and contributing fully to our organisation’s 

performance and to develop an organisational culture that positively values diversity. 

We are committed wherever practicable, to achieving and maintaining a workforce that 

broadly reflects the local community in which we operate. 

Every possible step will be taken to ensure that individuals are treated fairly in all 

aspects of their employment at the Association. 

Our aim is that the workforce will be truly representative of all sections of society.  

Selection for employment or promotion or any other benefit will be on the basis of 

merit and ability only.  Selection for training will be on the basis of job requirement 

only.  Intimidation, harassment and bullying will not be tolerated and may lead to 

disciplinary action.   

The Association will challenge discrimination in its own policies.  It aims to provide 

equality and fairness for all job applicants, employees whether part-time, full-time, 

fixed term or temporary, volunteers and Management Committee members 

irrespective of gender, marital status, race, ethnic origin, colour, nationality, national 

origin, religion or belief, disability, sexual orientation, gender reassignment or age. 
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Implementation 

The Operations Manager is responsible for the policy’s day-to-day implementation.  

Consultation will take place with a staff working group and union on the 

implementation and development of this policy.  The Association has drawn up an 

Action Plan detailing how it will deliver this policy and challenge discrimination in other 

policies. 

It is the responsibility of the Management Team to monitor effectiveness, and to review 

and develop the policy where necessary.  Monitoring and review will take place 

annually.   

Each employee, volunteer, consultant, trainer, facilitator or Management Team 

member is responsible for their own compliance with this policy.  Breaches of the Equal 

Opportunities Policy will be regarded as misconduct and could lead to disciplinary 

action against employees, appropriate action against a member of the Management 

Team, termination of contracts for services of consultants or trainers, or withdrawal of 

volunteer agreements. 

Employees who feel they have been discriminated against should raise the matter with 

their line-manager.   Initially the employee and manager should aim to resolve the 

matter informally.  It may be that discriminatory action is unwitting and easily resolved 

once the problem is clear. 

If they are dissatisfied with the outcome, the complaint is very serious, or their line-

manager is the cause of the complaint, the employee should raise the matter, in 

writing, as a formal grievance under the Association’s Grievance Procedure.  

The Association will ensure that all new employees, volunteers, and Management Team 

members will receive induction on the policy and action plan and that consultants, 

trainers and facilitators will be fully informed. 

Appropriate training and guidance will be provided to develop equality and diversity.  

Adequate resources will be made available to fulfill the aims of this policy.  The policy 

will be widely promoted, and copies will be freely available and displayed in the 

Association’s offices.   

SSV  Equal Opportunity Action Plan  

Step 1 - Organisation Audit 

An audit of the organisation was undertaken by [name the individual or team 

responsible for this].   

The aim was to get a picture of the Association’s current position and where priorities 

will need to be made, as well as providing a starting point from which we can measure 

progress. As part of the audit the Management Team, employees and volunteers were 

asked about the organisation’s culture through written surveys [or focus groups etc.].  

Details of these along with the collated results are detailed in the appendix. The audit 

was completed on [state the date]. 
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                 Equal Opportunity Audit 

Policy and planning 

 

Equal Opportunities 

Approach (state whether 

missing, in development, in 

place but needing 

improvement, in place & 

working well) 

Action required? 

 Does the organisation have an equal 

opportunities policy? 

 

  

 Does the policy cover all areas of possible 

unfair discrimination, under legislation and 

good practice? 

 

  

 Is the policy well publicised within the 

organisation? 

 

  

 Is there an action plan with a timetable? 

 

  

 Is progress on the plan regularly reviewed?  
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Policy and planning 

 

Equal Opportunities 

Approach  

 

Action required? 

 Is a staff working group [and/or union 

representatives if one is recognised] 

consulted about the action plan? 

  

 Does the Management Committee   

  and all managers demonstrate their 

commitment to the policy in all areas of their 
responsibility? 

  

 Are all workers aware of who is accountable 
for making sure the policy is implemented? 

  

 Do publicity materials promote positive 
images of the organisation’s workers? 

  

 Does the organisation’s publications (such as 

newsletters, annual reports) mention the 
progress made in equal opportunities? 

  

 Does the organisation have any positive action 

initiatives to develop workers from under-

represented groups? 
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Recruitment and Selection 

 

Equal Opportunities 

Approach  

Action required? 

 Is there an agreed recruitment and selection 

process?  

 

  

 Are job applications encouraged from a 

diverse range of applicants, especially those 

that are currently under-represented? 

  

 Are vacancies publicised widely? 

 

  

 Are advertisements written clearly, without 

jargon and state that applications from all 

sections of the community are welcome? 

  

 Do advertisements avoid language which 

seems to gear the vacancy to a certain age 

group? 

  

 Are clear job descriptions and person 

specifications prepared for all posts? 

  

 Do the specifications contain any non-

essential requirements such as qualifications 

which potentially discriminate against a 
particular group of people? 
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Recruitment and Selection 

 

Equal Opportunities 

Approach  

Action required? 

 Do the specifications focus on skills and 

aptitudes needed for the post rather than 

attributes which might imply someone of a 

certain age, such as a specified length of 

experience? 

  

 Are application forms used and are questions 

about age/date of birth and other 

unnecessary age-related information 
removed from the form? 

  

 Do the shortlisting and interview procedures 

focus on the person specification? 

  

 Are reasonable adjustments made in the 

workplace to overcome physical and non-

physical barriers that may disadvantage 

disabled applicants? 

 

  

 Are all those involved in the recruiting 

process aware of the equal opportunities 

policy in practice? 
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Recruitment and Selection 

 

Equal Opportunities 

Approach  

Action required? 

 Have they all received equality training? 

 

  

 Are salary levels, conditions and grades fairly 

set (e.g. through a job evaluation scheme) 

and checked to ensure equal pay and to 

avoid any disparities? 

  

 Does the organisation make sure that specific 

needs are met, such as for disabled 

employees? 

  

 Is the recruitment process at every stage 

monitored and recorded? 

  

 Does the Management Committee regularly 
receive monitoring reports? 

  

 Are the interviewers involved throughout the 
recruitment process? 

  

 If you use a recruitment agency, does it act 

in accordance with your equal opportunities 

policy. 
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Retaining and Developing Staff 

 

Equal Opportunities 

Approach  

Action required? 

 Are development opportunities planned 

around the individual and their own work 

priorities? 

 

  

 Does all training including induction take 

account of equality and diversity issues, and 

that all Management Committee members 

and staff know their rights and 

responsibilities? 

  

 Are opportunities for promotion made known 

to all staff and available on a fair and equal 

basis? 

 

  

 Are decisions on promotion and career 

management based solely on objective and 

related criteria. 

  

 Are there clear procedures for maternity pay 

and leave, parental and carers’ leave and 
paternity leave? 
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Retaining and Developing Staff 

 

Equal Opportunities 

Approach  

Action required? 

 Are flexible working arrangements available 

at all levels of the organisation e.g. for time 

off for family or religious needs? 

  

 Are reasonable adjustments made in the 

workplace to overcome physical and non-

physical barriers that may disadvantage 

disabled employees? 

  

 Does the organisation have an anti-

harassment/anti-bullying policy? 

  

 Are procedures for dealing with 

discrimination, harassment, bullying and 
victimisation clear and well-publicised? 

  

 Is staff turnover monitored?   

 Does the Management Committee regularly 

receive staff turnover monitoring reports? 

  

 Are there clear procedures for supervision 

and appraisal, and do they show a clear 

commitment to equal opportunities? 

  

 Are these procedures carried out for all staff 

at all levels within the organisation? 

  

 Is there equality in the application of the 

organisation’s employment policies e.g. 

disciplinary and grievance, absence, 
redundancy, leave and holidays. 
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Retirement 

 

Equal Opportunities 

Approach  

Action required? 

 Does the organisation have a normal 

retirement age below the default retirement 

age of 65, and if so can it be objectively 

justified? 

 

  

 Does the retirement policy follow the 

notification procedure as required under the 

age discrimination legislation? 

  

 Are workers over the age of 65 aware of their 
right to request not to retire? 

  

 

Management Committee members, 

volunteers, consultants and trainers 

Equal Opportunities 

Approach  

Action required? 

 Are all members, volunteers, consultants and 

trainers informed about the equal 

opportunities policy? 

  

 Does the Management Committee reflect the 

diversity of the local community?  

  

 Are reasonable adjustments made to 

overcome physical and non-physical barriers 

that may disadvantage disabled Management 

Committee members, volunteers, consultants 

and trainers? 
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Step 2 - Priorities for Action 

It was agreed by the Management Team on [state date] that the following areas are the Association’s current priority for action. 

Action required Person 

Responsible 

Resources required Timescale Target 

Policy & Planning e.g. 

changing images on the 

organisation’s website to 

promote positive images of a 

diverse workforce 

    

Recruitment & Selection 

e.g. changing the methods 

by which jobs are advertised 

    

Retaining & Developing Staff 

e.g. developing a training 

policy 

    

Management Committee 

members, volunteers, 

consultants and trainers e.g. 

ensuring that all MC 

members receive equality 

training  
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Step 3 - Evaluation of the Action Plan 

The action plan objectives were reviewed by the Management Committee on [state date]. 

Action required Person Responsible Outcomes achieved Evidence Areas for further 

improvement 

Policy & Planning   e.g. all management 

committee members and 

staff have undertaken 

equal opportunities 

training  

 

Recruitment & Selection   e.g. increase in applicants 

from BME groups 

 

Retaining & Developing 

Staff 

  e.g. ‘dignity at work’ 

policy produced 

 

Members, volunteers, 

consultants and trainers 

  e.g. organisation has 

mapped the diversity of 

the local community and 

monitoring data shows 

that it is reflected in 

volunteers 

 

Following the review, an updated audit of the organisation was undertaken by [name the individual or team responsible for this].   

The audit was completed on [state the date]. 

It was agreed by the Management Team on [state date] that the following areas are the Association’s current priority for action. 
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SSV Internal Questionnaire  

The Association asks for your views as part of its review of diversity and equal opportunities within the organisation. 

Statement – PLEASE TICK A RESPONSE 

 

Agree Disagree Not Sure 

People from diverse backgrounds and different ages are readily 

accepted at the Association. 

   

People from diverse backgrounds and different ages are treated fairly 

at the Association. 

   

I do not feel harassed or bullied at work.    

I do not feel that I have been discriminated against at work.    

I am aware of the Association’s equal opportunities policy.    

I understand how to put the equal opportunities policy into practice 

within my work. 

   

The Association takes equal opportunities seriously.    

Under-represented groups are able to progress at the Association and 

they receive fair treatment based on their merits. 

   

People of all ages are able to progress at the Association and they 

receive fair treatment based on their merits. 
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Our recruitment processes do not discriminate against people from 

particular groups or ages. 

   

I feel valued by my colleagues in the organisation.    

I feel fully equipped and trained to carry out the requirements of my 

job. 

   

Statement – PLEASE TICK A RESPONSE 

 

Agree Disagree Not Sure 

I have been able to make progress in my job at a pace which 

matches my abilities. 

   

I feel I can discuss my career development with my line manager.    

I feel I am appropriately rewarded for the work I do.    

The Association is making progress on equal opportunities and 

diversity. 

   

There is real commitment at the highest level of the Association to 

improve our performance on equal opportunities. 

   

We learn from other organisations within the voluntary sector about 

better ways of doing things. 
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SSV Data 

Protection Policy 
Issue date: 1st July 2016 
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Background 

The Data Protection Act 1998 regulates the processing of information relating to living and 

identifiable individuals (data subjects).  This includes the obtaining, holding, using or 

disclosing of such information, and covers computerised records as well as manual filing 

systems and card indexes. 

Data users must comply with the data protection principles of good practice which 

underpin the Act.  Personal data must be: 

 obtained and processed fairly and lawfully 

 held only for specified purposes 

 adequate, relevant and not excessive 

 accurate and up to date 

 not kept longer than necessary 

 processed in accordance with the Act 

 kept secure and protected 

 not transferred to countries without adequate data protection. 

 

It is the policy of the Association that all personal data will be held in accordance with the 

principles and requirements of data protection and other relevant legislation, and that 

procedures will be put in place to ensure the fair processing of data subjects.  The 

Association and all staff who process, or use personal data must ensure that they abide by 

these principles at all times.   

The Association is the data controller under the Act and is therefore ultimately responsible 

for implementation.  However day to day matters, notification, contact with the Information 

Commissioner, ensuring that this data protection policy and compliance is reviewed at 

appropriate intervals and the handling of subject access requests will be dealt with by the 

Data Protection Officer. 

Relevant data protection issues will be included in all induction and training. 

Information held by the Association 

Information held by the Association relates to voluntary and community organisations, other 

organisations (including those in the public and private sectors) and individuals (including 

volunteers, employees, Management Committee members, trainers and consultants, 

current, past and potential) which support, assist, provide services to, work within or 

alongside, or fund voluntary and community organisations or which the Association provide 

services to. 

The Association will ensure that individuals know enough about how information held about 

them is used or disclosed.  Information held about individuals will only be collected and 

recorded with good reason.  It will be stored securely and for only as long as required. 

Relevant data protection issues will be included in all induction and training, and an internal 

audit of data protection compliance will be carried out at appropriate intervals. 

The organisation will not give out information about any individual over the telephone or by 

e-mail unless it is satisfied that the individual knows that this type of disclosure may be 

made and/or the information is already in the public domain (or that there is some over-

riding reason for the disclosure). 
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Information about individuals will not be published in any type of directory without the 

written consent of the individual. 

No details of individuals will be passed to other organisations for marketing, fundraising or 

circulating information unless the individual has been informed that this might happen and 

been given the opportunity to opt-in or opt-out as appropriate. 

The web site will not contain any personal data that is not absolutely necessary.  Where 

information is captured on the web site, a clear policy statement will be provided, and no 

personal data will be captured without the knowledge of the data subject. 

Photographs, recordings, videos or DVDs in which individuals are identifiable will only be 

used with their explicit written consent. 

Manual files containing sensitive information about individuals will be labelled confidential 

and kept in locked filing cabinets, accessible only to relevant staff and the Operations 

Manager. 

Computer files containing sensitive information about individuals will be password protected, 

accessible only to relevant staff and the Operations Manager. 

Information no longer required will be disposed of appropriately including ensuring that data 

is non-recoverable from any computer system. 

Personnel records 

The names, organisation and role held of Management Committee members within the 

Association – and people seeking election or nomination as Management Committee 

members – are considered to be in the public domain and may be made freely available in 

any format to anyone.  

The address, telephone number, fax number, and email address of Management Committee 

members shall be made available to staff and Management Committee members only and 

only for the purpose of making contact in furtherance of the Association’s governance. 

The home and mobile telephone numbers of staff are confidential but shall be made available 

to other staff members for the purpose of making contact in an emergency or urgent work 

related matter. 

All material in respect of all applicants, other than the successful applicant, gained during 

the selection of staff or volunteers is confidential and shall be retained for twelve months 

after the effective start date of the staff member or volunteer, at which point it shall be 

destroyed. 

All information required for the purposes of payroll is confidential and made available only 

to the Treasurer of the Management Committee, the Operations Manager and the Finance 

and HR staff.  Information will be passed to statutory bodies if a legal requirement, such as 

in connection with tax and national insurance. 

All other information within personnel records is confidential and can only be made available 

to the HR staff, Chair of the Management Committee and the Operations Manager.  

Personnel records are only used for matters connected with the individual’s employment at 

the Association or to help with references the Association might write in future at the 

individual’s request. 
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Information about age, gender, geographical location, ethnicity, sexual orientation, marital 

status and disability of staff, volunteers and Management Committee members is kept for 

the purposes of monitoring our equal opportunities policy. 

Individuals will be given full open access to their complete personnel records without 

question and without charge but the Association would require a written request from the 

employee.  Further details on access requests are within the ‘Access to Information’ section 

below. 

Databases of organisations and other contacts 

Data about individuals (including those who are contacts for organisations) shall be 

confined to contact details and information directly relevant to the reason for their 

inclusion on the Association’s databases (for example they are participating in a training 

programme).   Other information about organisations may be held provided this is not 

personal data. 

Information about age, gender, geographical location, ethnicity and disability of users 

(individuals and management committee members) will be kept anonymous and collected, 

inputted and filed separately from any other details or information that might identify an 

individual.  The information is collected for the purposes of monitoring our equal 

opportunities policy and for reporting back to funders. 

Data about individuals shall be deleted on the request of the individual when the data is no 

longer used or required by the Association for legal, financial or contractual reasons. 

Data about individuals shall only be used by the Association for: 

 circulating the Association’s publications and other information about the Association 

and its work, via regular mailings to all on that particular database 

 providing contact details for a specified organisation when requested or when it is 

considered that another organisation offers a service of benefit to users, unless that 

individual/organisation has requested that all or some of the contact details not be 

made available outside the Association 

 circulating information or direct marketing on behalf of another body on the grounds 

that it will potentially be of benefit to users and/or the Association’s charitable 

objects, unless the individual/organisation has requested that all or some of the 

contact details not be made available outside the Association 

 any other reason which has been specifically agreed with that individual/organisation 

in advance. 

 

Data about individuals shall not be used for direct marketing if the individual has exercised 

their right to opt out of this.   

The following statements should be used on membership forms, order forms, subscription 

forms, HR personal details forms, as listed below: 

You do not have to provide any of the following information but it will contribute to our 

equal opportunities monitoring.  It is collected in order to monitor the diversity of people 

we work with and to compile statistics to show our funders and others how we are doing. 

Access to information 

Data Subject Access requests should be made in writing and signed by the individual and 

addressed to the Data Protection Officer at the Association. 
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In response to a Data Subject Access request, the Association aims to disclose as much 

information as possible within 40 days, while respecting the right of any third party to 

maintain confidentiality wherever reasonable. 

No charge will be for Data Subject Access request from staff, volunteers or Management 

Committee members. 

A charge of £10 will be made for a Data Subject Access request from service users or any 

other person. 

Definitions: 

Personal data 

Personal data is: 

 an individual’s details 

 identifiable – allows us to work out who the person is 

 about a living person 

 held on a computer or relevant manual files. 

 

Examples of personal data held by the Association include: 

 Name and address or email address 

 Age and date of birth 

 Mobile and home telephone numbers 

 Named individual contacts from organisations held on a database 

 Client records 

 Mailing lists 

 Salary details and bank account information  

 Next of kin details  

 Appraisal, disciplinary and holiday records 

 Previous work history, qualifications and skills 

 

 

Personal data processed for any purpose/purposes shall not be kept any longer 

than necessary for that purpose/those purposes (SSV Retention Policy Below). 

Record Statutory retention 

period 

Statutory authority 

accident books, accident 

records/reports 

3 years after the date of 

the last entry 

The Reporting of 

Injuries, Diseases and 

Dangerous Occurrences 

Regulations 1995 

(RIDDOR) 

(SI 1995/3163) 

Record Statutory retention 

period 

Statutory authority 
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accounting records 3 years  Section 221 of the 

Companies Act 1985 

income tax and NI returns, 

income tax records and 

correspondence with the 

Inland Revenue 

not less than 3 years after 

the end of the financial 

year to which they relate 

The Income Tax 

(Employments) 

Regulations 1993 

(SI 1993/744) 

records relating to events 

notifiable under the 

Retirement Benefits 

Schemes (Information 

Powers) Regulations 1995, 

records concerning 

decisions to allow 

retirement due to 

incapacity, pension 

accounts and associated 

documents 

6 years from the end of 

the scheme year in which 

the event took place, or 

the date upon which the 

accounts/reports were 

signed/completed. 

The Retirement Benefits 

Schemes (Information 

Powers) Regulations 

1995 

(SI 1995/3103) 

Statutory Maternity Pay 

records, calculations, 

certificates (Mat B1s) or 

other medical evidence 

3 years after the end of 

the tax year in which the 

maternity period ends 

The Statutory Maternity 

Pay (General) 

Regulations 1986 

(SI 1986/1960) 

Statutory Sick Pay records, 

calculations, certificates, 

self-certificates 

3 years after the end of 

the tax year to which they 

relate 

The Statutory Sick Pay 

(General) Regulations 

1982 

(SI 1982/894) 

wage/salary records (also 

overtime, bonuses, 

expenses) 

6 years Taxes Management Act 

1970 

 

Sensitive Personal Data 

Sensitive personal data is personal data consisting of information as to: 

 the racial or ethnic origin of the data subject 

 their political opinions 

 their religious beliefs or other beliefs of a similar nature 

 whether they are a member of a trade union 

 their physical or mental health or condition 

 their sexual life 

 their commission or alleged commission by them of any offence 

 any proceedings for any offence committed or alleged to have been committed by 

them, the disposal of such proceedings or the sentence of any Court in such 

proceedings. 

 

Examples of sensitive personal data that the Association may have includes: 
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 sickness and medical records 

 accident records 

 named diversity monitoring information 

 trade Union membership 

 

Although financial information is personal data, it is not included as sensitive data under 

the Act. 

Queries 

In case of any queries or questions in relation to this policy please contact the 

Association’s Data Protection Officer      . 

SSV INTERNAL DATA PROTECTION AUDIT FORM 

What personal data do we collect? 

Please list the type of personal data collected –  

- What information is collected? 

- What is it used for? 

- How is it stored? 

- Who has access to it? 

- How is it updated? 

- How long is it kept for? (or is it held indefinitely) 

- When information collected, what is said (if anything) to the data subject? 

 

Information 

collected 

Used for? How is it 

stored? 

Who has 

access 

to it? 

How is it 

updated? 

How long 

is it kept 

for? 

What is 

said to 

the data 

subject? 

e.g. names, 

organisation 

address 

Newsletter 

mail out 

File on 

computer 

within 

Marketing 

folder 

Access 

open to 

all staff, 

no 

password 

When 

postal 

items 

returned, 

& in 

response 

to 

individual 

requests 

Indefinitely 

(until 

Newsletter 

is no 

longer 

produced) 

Existing 

list – 

don’t 

know if 

anything 

was said 

in the 

past – no 

record 
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Code of Conduct 

Issue date: 1st July 2016 
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General Note: Respect & Dignity 

SSV aims to provide an environment which is free from discrimination. It is the 

organisation’s expectation that all trustees, employees, volunteers etc act in such a way to 

respect each other and the organisation’s users/clients. All individuals should be treated 

with dignity and respect. 

1. Scope: This code of conduct applies to all workers and Trustees. Any breach of this 

code of conduct shall be dealt with under either the disciplinary or grievance 

procedures, as appropriate. Because of their different status within the organisation, 

different procedures apply to trustees and to employees, and this is reflected 

throughout this Code. 

2. Organisational Policies and Procedures: All workers and trustees should act in 

accordance with the agreed policies and procedures of the organisation as appear in 

the organisation’s staff and committee handbook. 

3. Confidentiality: All workers and trustees should observe confidentiality in respect 

of any discussions with other individual workers or trustees about their professional 

and personal problems and difficulties, except where there is an overriding concern 

and responsibility for clients or the organisation. If you become aware of any 

deficiencies in service delivery, breach of this Code or other procedures, you should 

report this to your line-manager. SSV has procedures in place to ensure that you can 

do this without any fear of recrimination or punishment. For example – Whistle 

blowing policy. 

4. Worker dissatisfaction:  If a worker experiences any concern or dissatisfaction 

regarding a co-worker's work or standards of work, the worker should make use of 

the organisation's grievance procedures. In cases of harassment, or where the 

worker has a reason to believe that they may be at personal risk, they may use the 

organisation's harassment and bullying procedure. 

4.1 If a worker experiences any concern or dissatisfaction regarding a trustee, this should 

be raised within the confines of the grievance procedure. 

5.  Trustee concerns: If a trustee experiences any concern or dissatisfaction with a 

worker, then this should be raised through the member of the Board of Trustees with 

responsibility for staff management, who will deal with the matter through normal 

management and supervisory procedures and lines of responsibility. Under no 

circumstances should the trustee raise these concerns elsewhere, with a staff 

member, with another trustee or with any other unauthorised person. 

If a trustee experiences any concern or dissatisfaction with another trustee, this 

should be raised following existing procedures for dealing with grievances/disputes 

between trustees.  

5.1 Should no such procedure exist the issue should in the first instance be raised 

informally with the member concerned. If the issue cannot be resolved informally, 

then the issue should be raised formally with the Chair of the trustees (or if the 

concern is regarding the Chair then with the Vice Chair), after informing the other 

member of the action they are taking.  
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6. Denigration of colleagues: Trustee and workers should not denigrate colleagues 

in the presence of third parties, nor adversely criticise a colleague in the presence of 

others save in the context of the appropriate procedures. 

7. Organisation Reputation: Trustees and workers should not seek to undermine, 

outside constitutional procedures, agreed policy of the organisation, nor work against 

the interests of the organisation, nor seek to bring the organisation, its officers, its 

workers or its members into disrepute.  

8. Discrimination: Trustees and workers should not harass, discriminate against or 

oppress any group or individual by reference their religion, race, gender, sexuality, 

disability, age, health, political beliefs, or any other grounds. 

8.1 Trustees and workers should be committed to providing services to its members that 

do not discriminate on the above grounds, and to providing services that will 

positively contribute to the elimination of discrimination. 

9.   Dress Code/ Appearance: Workers and trustees are requested to pay attention to 

their mode of dress and personal appearance. If a uniform is provided this must be 

worn at all times. Conventional clothing and neatness are important in the role model 

we portray to the young people. It assists in creating a secure atmosphere. Extremes 

of fashion and bizarre apparel are not suitable when on duty.  Inappropriate tattoos 

should be covered at all times. 

10.    Additional Employment:  You must devote the whole of your time and attention 

and abilities during your hours of work to SSV.  You must not, whether directly or 

indirectly, undertake any other duties whatever kind, during your hours of work.   

If you plan to take up additional employment outside of your normal working hours, 

you must discuss the nature of the additional employment with your line-manager in 

order to comply with the Working Time Regulations 1998.  This is to assess the effect 

that the additional employment will have on your ability to perform your work for 

SSV.  You must obtain written authorisation from SSV for any additional employment.  

You are not permitted to engage in any additional duties for any service users or 

potential service users, for your own personal gains, unless you have written 

authorisation from SSV. 

11.   Accidents at work: If you have an accident at work, however minor you may consider 

it, you must record it in the correct accident book or sheet.  If you are working off 

site you should document the accident on the site where you are working and notify 

the office immediately.  You MUST provide details of the nature of the accident or 

injury, any first aid treatment that was administered, the names of any witnesses 

and the date and time the accident occurred. 

12.     Drugs and Alcohol: The use of illegal drugs or alcohol in the workplace may lead 

to disciplinary action that could result in your dismissal without notice for gross 

misconduct. The following rules will apply: 

 If you are found to be consuming alcohol or deemed to be under the influence of 

alcohol in the workplace or in your working hours this may be treated as gross 

misconduct under the SSV disciplinary procedure. 
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 The taking of illegal drugs or being under the influence of illegal drugs by any 

employee in the workplace or during working hours may be treated as gross 

misconduct under the SSV disciplinary procedure. 

 The possession of drugs for any reason other than medical is forbidden.   

 We may ask you to undertake a medical examination if we believe you have a 

problem in relation to drugs and/or alcohol to assess if this is affecting your ability 

to work.  You may be suspended from work until the problem is resolved.  SSV will 

decide whether to treat it as a disciplinary matter. 

 We will inform the police if we believe there has been an abuse of controlled drugs 

by an employee, for which criminal controls are appropriate, either in the workplace 

or when working on behalf of SSV when the employee is off SSV premises. 

 

13.  Declaration of interests: You must ensure that your private or personal interests 

do not influence your decisions, and that you do not use your position to obtain 

personal gain of any sort, either for yourself directly, or for your family, friends or 

associates. 

You must declare any actual or potential conflicts of interest arising from previous 

sections of this Code. 

14. Breaches of Code: In the event of any proven breach of this code of practice by a 

trustee, the Board of Trustees reserves their right under clause xxxxxxx of the 

Constitution/Articles of Association to terminate the membership of the member who 

has breached this policy. Under clause xxxxxxx any such accused member will have 

the right to a hearing from the Board of Trustees before any decision to expel is 

taken. 

14.1 Any breach of this code of practice by a worker will be dealt with under the 

disciplinary procedure. 
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Health and Safety 
Policy 

Issue date: 1st July 2016 
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Health and Safety Policy Statement 

This policy will say how SSV will manage its health and safety responsibilities. 

We will manage health and safety by: 

 

 Controlling the health and safety risks at work 

 Involving employees on health and safety issues that affect them 

 Making sure that where employees work, and any equipment they use, is safe 

 Making sure that dangerous substances are stored and used safely 

 Making sure employees, especially new employees, have relevant information 

and training on health and safety.  

 Making sure employees can do their jobs, and are properly trained 

 Trying to stop accidents and work-related health problems 

 Regularly checking that working conditions are safe and healthy 

 Regularly reviewing this policy and making changes if necessary. 

 

Responsibility for health and safety 

Overall responsibility for health and safety belongs to the Management Team. Daily 

responsibility for managing this policy is given to Jonathon Conte – Managing Director. 

The following people have responsibilities for health and safety: 

 

Name: Responsibility: 

Jonathon Conte e.g.1 Fire Evacuation 

Jonathon Conte e.g.2 H&S induction 

Jonathon Conte e.g.3 H&S risk assessment 

Jonathon Conte e.g. 4 Employee representatives 

Jonathon Conte e.g.5 First Aider 

Jonathon Conte 
e.g.6 Accident recording, investigating and 

reporting 

 

Employees are responsible for: 

 Co-operating with people who are responsible for health and safety 

 Using safety equipment when it is necessary 

 Taking care of their own health and safety and that of the young people/vulnerable 

adults that use our service. 

 Reporting health and safety concerns to the right person as written in this policy 

 

Controlling the health and safety risks at work 

Jonathon Conte will do regular health and safety risk assessments. 

The results of the risk assessment will be given to       [Name of responsible person] and 

will be included with this policy. Name of responsible person] should agree any action 

needed to manage the risks that have been found.       [Name of responsible person] will 

carry out the agreed action points.        [Name of responsible person] will check that the 
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actions taken have reduced the risks. Assessments will be carried out every      , or when 

there is a change to the way we work. 

How to Complete our Risk Assessments 

A risk assessment is, as the Health and Safety Executive (HSE) describe: "a careful 

examination of what, in your work, could cause harm to people.... the aim is to make sure that 

no one gets hurt or becomes ill". 

Step One – Identify the hazards 

 

First walk around the workplace or session location identifying anything that could be 

potentially hazardous - write everything down - make a list. Include everything you can 

think of: not just things that are currently obviously dangerous, but anything with a potential 

risk. Where possible two people will undertake the risk assessment separately and will compare 

lists afterwards, in case either has missed anything out.  

Consider invisible hazards – e.g. stress (often related to working long hours, under pressure, 

to tight deadlines) or physical assault. Invisible hazards often include fumes - for example, 

photocopiers and laser printers emit ozone when in use. 

Finally consider whether things that might not normally be hazardous might be in relation to 

specific people – e.g. pregnant women, disabled workers. 

Step Two – identify who is at risk 

Once you have identified and listed all the hazards, you need to (i) identify what the specific 

risk is, and (ii) who is particularly at risk. 

Some people will be more at risk from particular hazards than others - for example a computer 

user will be more at risk of suffering RSI (Repetitive Strain Injury - also known as WRULDs - 

Work Related Upper Limb Disorders), a cleaner might have specific risks related to the chemical 

cleaning agents being used, etc. And there will be those particularly at risk in some 

circumstances for example because they may be working alone, or they may have a disability. 

List those potentially at risk. 

Step Three – Evaluate the risks and decide on precautions 

Think about what you can do to remove the risk. Compare what you currently do with what is 

accepted as good practice. (It may be necessary to seek advice from your line-manager). The 

main purpose of doing a risk assessment is to be aware of the risks, so that you can take action 

to eliminate or at least reduce the risks. E.g. if an electrical wire is exposed, you could replace 

it, or cover it with insulating tape. E.g. if your cleaner is using potentially dangerous chemical 

agents - change the cleaning product - use something water-based. Write down the actions 

currently taken and those actions you propose to be taken, and write down who will 

take the action, by when. 

Step Four – Record your findings 

If you employ five people or more, the law requires you to record your findings. Ensure the 

written record of your findings is made available to staff, and that they co-operate with the 

carrying out of the recommendations made as a result of the assessment. This might involve 

a change in working practices, a change in machinery or equipment, and appropriate 

training being undertaken. 
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Step Five 

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

when there are major changes in the workplace, such as the introduction of new machinery, 

or new ways of working - but you must carry out regular reviews anyway - possibly annually. 

If your original assessment was properly recorded the review should be a relatively simple job 

but be aware of changing working practices. 

Some areas of risk to consider when completing the risk assessment: 

 Display screen equipment 

 Stress 

 Working alone 

 Electricity and electrical equipment 

 Food hygiene 

 Manual handling 

 Noise 

 Slips, trips and falls 

 Confined spaces  

 Violence to staff 
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SSV Work Activity Risk Assessment 

 
Task being undertaken:  

Team:        

Occupations: 

Any vulnerable persons particularly at risk: 

Date of assessment: 

Review Date: 

 
Activity Potential Hazards Degree of Risk  Additional Action  Degree of Risk 

With Existing Control 

Measures 

Existing Control 

Measures 

Required/Comment With Additional Control 

Measures 

Please delete this 

row on 

completion 

Specific and real 

hazards that are 

reasonably 

foreseeable 

Score likelihood and 

severity – significance of 

specific risks will vary 

between service areas, 

locations etc. Score on 

most probable basis not 

worst case senario 

Example control 

measures that 

may already be in 

place.  

Where risk (total) 

remains intolerably 

high consider what 

further control 

measures are 

required and specify. 

Re score based on 

imposition of further 

control measures. 

Controls may influence 

likelihood (reduce) 

and/or severity 

(mitigate) 

  L’hood Severity Total   L’hood Severity Total 

          

    

    

    

    

    

 
Assessor’s details 

Name 

 

 Job Title  Signature and 

date 

 

Managers acceptance 

Managers Name 

 

 Job Title  Signature and 

date 
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Key to assessment matrix 

 

Likelihood (l’hood) 

1. Very unlikely (5 years or more) 

2. Unlikely (1-5 years) 

3. Likely (6-12 months) 

4. Very likely (1-6 months) 

5. Certain (more than 1 per month) 

 
 
 

 

 

Severity 

1. Very minor injury (minor 

cuts/grazes. Very limited 

property damage/loss. 

2. More serious injury – 3 days off 

work/incapacity (sprains, more 

serious cuts, bruising. Injury 

needing medical attention. Slight 

property damage/loss 

3. RIDDOR reportable (to HSE) 

injury/sickness (except fatality). 

More 3 days off work. Significant 

property damage/loss.  

4. RIDDOR reportable (to HSE)  

injury/sickness affecting more 

than one person (excluding 

fatality). Major property 

damage/loss. 

5. Single or multiple staff fatality. 

Catastrophic property 

damage/loss 

Risk Ranking 

1-5 Low Risk 

6-15 Medium Risk 

16-25 High Risk 

 

 

 
 Severity  

1 2 3 4 5 

1 1 2 3 4 5 

2 2 4 6 8 10 

3 3 6 9 12 15 

4 4 8 12 16 20 

5 5 10 15 20 25 

    Likelihood 
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Involving employees 

The employee health and safety representative is Jonathon Conte [Name of 

responsible person] 

Employees will be involved in health and safety through regular supervision 

meeting, representatives, and staff meeting. Any decisions made at Management 

Meetings/Board Meetings concerning health and safety will always be recorded and 

made available to staff. 

 

Making sure that the workplace and equipment are safe 

Jonathon Conte  [Name of responsible person] will be responsible for making sure 

that there is a maintenance procedure for the workplace and any equipment being 

used. 

 

Jonathon Conte  [Name of responsible person] will be responsible for checking to 

see if any equipment being used for work, or parts of the workplace, need 

maintenance. 

 

Jonathon Conte  [Name of responsible person] will be responsible for making sure 

that all the necessary maintenance is done. 

 

Any problems with work equipment or the workplace should be reported to Jackie 

Ashby.  

Before buying any equipment or changing where people work, Operations Manager 

will check that health and safety standards are met. 

Health and safety information and support 

 The Health and Safety Law poster is displayed in the classroom.  

 The current employers’ liability insurance certificate is displayed in the 

classroom.  

 Health and safety advice is available from Jonathon Conte.. 

 People using any equipment for the first time will be supervised by their line 

manager. 

 The Managing Director is responsible for making sure that employees working 

away from the workplace are given relevant health and safety information. 

 

Training and Induction 

General health and safety induction training will be provided for all employees by 

their line-manager as part of the induction process. 

 

Health and safety training for the particular job will be provided by the employee’s 

line-manager. 

 

Jobs that need special health and safety training are      . 

 

Training and induction records are kept by HR/Office Manager. Any training that is 

needed, will be arranged by HR/Office Manager on receipt of a signed Training form. 
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Accidents and work related health problems 

The first aid box is kept in the SSV classroom, diving trailer and diving boat. The 

appointed person/first aider is Jonathon Conte. All accidents and work-related 

health problems should be recorded in the accident book by the employee’s line-

manager. 

 

Jonathon Conte  [Name of responsible person] is responsible for reporting accidents 

and diseases to the Health and Safety Executive. 

Checking work conditions are safe and healthy 

To make sure that we are working safely and that this health and safety policy is 

being followed we will: carry out regular inspections, investigate accidents, and 

collect reports. 

Operations Manager is responsible for investigating accidents at work. HR/Office 

Manager is responsible for investigating work-related causes of absence [e.g. 

wrist/arm pain, stress]. Operations Manager is responsible for acting on the results 

of the investigation to stop the same problem happening again. 

 

Fire and Evacuation 

Jonathon Conte is responsible for making sure that the fire risk assessment is 

done and any action points are carried out.  

 

Escape routes are checked by Jonathon Conte  every month [e.g. 6months, 12 

months]. 

 

Fire extinguishers are maintained and checked by Jonathon Conte every 6 months 

[e.g. 6 months]. 

 

Alarms are tested by Jonathon Conte every month [e.g. month]. 

 

Emergency evacuation will be tested every 3 months [e.g. 3 months, 6 months]. 

 

The evacuation procedure is: 

If the alarm sounds  

 

 Evacuate the building immediately by the nearest exit 

 Ensure any visitors leave the building 

 Do not put yourself at risk 

 Assemble in front of Pharmacy (downstairs)  [e.g. in front of the 

building] 

 Do not re-enter the building for any reason until the Fire Officer or fire 

brigade confirm that it is safe to do so. 

 

If you discover a fire 

 

 Raise the alarm by operating the break glass switch at the nearest fire 

alarm call point. These are located in – SHOUT FIRE FIRE FIRE! 

 Evacuate the building immediately as above. 
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General Note: 

Everyone will be treated with dignity and respect at this organisation. Bullying and 

harassment of any kind are in no-one's interest and will not be tolerated in the 

workplace; this includes bullying or harassment of staff by visitors to this 

organisation.  

This policy applies to all staff on and off the premises, including those working 

away from their main office, place of work. 

Bullying and harassment will be treated as disciplinary offences. 

What are bullying and harassment? 

Harassment, in general terms is unwanted conduct affecting the dignity of men 

and women in the workplace, where actions or comments are viewed as demeaning 
and unacceptable to the recipient.  

It may be related to age, gender, race, disability, religion, belief, sexuality, 

nationality or any personal characteristic of the individual, and may be persistent 

or an isolated incident.  

Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or 

misuse of power through means intended to undermine, humiliate, denigrate or 
injure the recipient. 

Bullying or harassment may be by an individual against an individual or involve 

groups of people. It may be obvious or it may be insidious. It may be face to face. 

or in written communications, electronic (e)mail, phone. Whatever form it takes, it 

is unwarranted and unwelcome to the individual. It may take place in private or in 

public. 

 

Examples of bullying/harassing behaviour include: 

 spreading malicious rumours, or insulting someone by word or behaviour 

(particularly on the grounds of race, sex, disability, sexual orientation and 

religion or belief) 

 copying memos that are critical about someone to others who do not need 

to know 

 ridiculing or demeaning someone - picking on them or setting them up to fail 

 exclusion or victimisation 

 unfair treatment 

 overbearing supervision or other misuse of power or position 

 unwelcome sexual advances - touching, standing too close, the display of 

offensive materials 

 making threats or comments about job security without foundation 

 deliberately undermining a competent worker by overloading and constant 

criticism 

 preventing individuals progressing by intentionally blocking promotion or 
training opportunities.  

Legitimate, constructive and fair criticism of an employee’s performance or 

behaviour at work is not bullying.  An occasional raised voice or argument is not 

bullying. 
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Procedures 

Complaints of bullying and/or harassment, or information from staff relating to such 

complaints, will be dealt with fairly and confidentially and sensitively using the 

general format set out in the organisation’s grievance procedures. However bullying 

or harassment will not be treated as a standard grievance; it is a serious issue and 
will be treated as such. 

Where complaints of bullying or harassment involve your line-manager approaches 

should be made to another appropriate manager. 

Investigation 

Complaints will be taken seriously and investigated promptly, objectively and 

independently. Decisions can then be made as to what action needs to be taken. 

 

Informal action  

 

If appropriate, the matter will be dealt with informally; sometimes people are not 

aware that their behaviour is unwelcome and an informal discussion can lead to 

greater understanding and an agreement that the behaviour will cease.  

Formal action 

More serious cases of bullying or harassment will be dealt with under the 

organisation’s disciplinary procedures.   

Where bullying or harassment amounts to gross misconduct, dismissal without 

notice may be appropriate. 

 
The person making the complaint will not be moved unless they ask for such a 

move. 

Counselling and Mediation 

 

Counselling or mediation may be considered, particularly where investigation 

shows no cause for disciplinary action, or where it may be useful to help resolve 

the issue or help support the person accused as well as the complainant. 

 
Unfounded allegations 

Employees lodging a complaint will not be disciplined for doing so unless somebody 

makes an unfounded allegation of bullying and/or harassment for malicious 

reasons.  The case will then be investigated and dealt with fairly and objectively 

under the disciplinary procedure. 
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PURPOSE AND SCOPE  

The purpose of the Association’s Disciplinary Procedure is to help and encourage all 

employees and workers to achieve and maintain required standards of conduct, job 

performance and good discipline.  This procedure applies to all staff except for those 

in their probationary period. 

It aims to enable the individual whose performance and/or conduct has failed to 

reach the required standard, to make the necessary improvement through guided 

instruction.  The aim is also to ensure that the Association’s interests are safe-

guarded while staff are treated fairly and equitably, with an emphasis on correction 

rather than punishment.  

The purpose of this procedure is to clarify the rights and responsibilities of 

management and workers in respect of disciplinary action.  Its objective is to 

provide a fair and consistent means by which disciplinary rules are observed and 

standards of work performance and conduct are maintained.  It provides a method 

for dealing with alleged breaches of organisational policies, rules and procedures; 

cases of alleged misconduct; or persistent poor performance.  It ensures that 

disciplinary action, if taken, is appropriate to the circumstances. 

PRINCIPLES 

Line-managers have a responsibility to ensure that staff members for whom they 

are responsible are aware of general and specific rules, standards and procedures 

laid down for the regulation of work and conduct.  Workers are required to 

familiarise themselves with these standards and procedures and to co-operate with 

their managers to ensure that they are adhered to. 

In cases of minor misconduct or unacceptable performance or behaviour, managers 

should exhaust all other means of achieving the required standards before formal 

disciplinary action is taken.  This will include setting clearly defined objectives and 

standards, monitoring them over a reasonable time period and providing additional 

coaching or training.  In some cases this may also include reference to other 

appropriate sources of counselling and assistance such as mediation. 

 No disciplinary action will be taken until a case has been thoroughly investigated.  

When commencing an investigation into an allegation of misconduct there shall be 

no assumption that disciplinary action will automatically follow. 

At every stage of the procedure, workers will be advised of the nature of the 

complaint against them and will be given the opportunity to state their case before 

any decision is made. 

The line manager investigating a case must decide if further action should follow 

and assess the level at which the disciplinary hearing should be held.  S/he must 

ensure that it is conducted by a management representative (whether line manager, 

Operations Manager, chair, Management Committee panel) authorised to take 

appropriate disciplinary action if the allegation is substantiated.  A table showing 

the levels of management authorised to impose sanctions appears in section 15. 
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Disciplinary action will only take place where it is decided, following a disciplinary 

hearing, that misconduct had occurred and disciplinary action is appropriate. 

Workers have the right to be accompanied by a trade union representative or work 

colleague of their choice at all stages of this procedure, including an investigatory, 

disciplinary, review or appeal hearing.   

Workers will not be dismissed for a first breach of discipline, except in the case of 

gross misconduct, when the penalty will be dismissal without notice and with or 

without payment in lieu of notice.  

The procedure may be implemented at any stage if the alleged misconduct warrants 

such action. 

Workers have the right to appeal against any disciplinary penalty imposed to an 

appeals committee (see Section 16 below). 

At all stages of the disciplinary procedure both manager and the individual 

concerned must ensure the confidentiality of events and discussions.  This will not 

preclude sharing such confidence when seeking advice.  Any discussions with 

witnesses should be confined to the specific areas on which the witnesses may have 

information. Any unreasonable breach of confidence may itself be treated as a 

disciplinary case of misconduct. 

All formal letters sent to a worker under the terms of this procedure shall either be 

handed to her/him personally or sent by Recorded Delivery. Copies of all 

correspondence shall be sent to his/her representative unless indicated otherwise 

by the worker. 

Written warnings will cease to be ‘live’ following the specified period of satisfactory 

conduct or performance and will be disregarded for future disciplinary purposes.  

THE PROCEDURE 

Where discussion, coaching, training or other informal action fails to achieve the 

required improvement in performance or behaviour, or where the matter is more 

serious, the following procedure shall be undertaken: 

(i) The relevant supervisor or line manager will identify and clarify the issue by 

establishing the essence of the problem.  The matter must be investigated in a 

systematic and thorough manner by gathering information promptly, 

establishing relevant facts and taking into account statements of witnesses if 

appropriate.  

The worker will be expected to attend any investigatory hearing called.  S/he 

may be accompanied by a trade union representative or work colleague.  The 

meeting will be recorded and a written statement taken.  

 

(ii) In serious cases, (the Operations Manager or Chair) will have the power to 

suspend the worker, with full pay, pending investigation of the allegations.  

Suspension in these circumstances does not constitute disciplinary action.                               

 

(iii) Following the investigation the worker should, without unavoidable delay, be 

given a written statement of the allegation, the possible consequences and be 

advised of the intention to hold a disciplinary hearing.  This will state her/his 

rights under this procedure, including the right to be accompanied by a trade 

union representative or work colleague.  
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(iv) At the same time the worker will be provided with copies of all documentation 

and supporting evidence to be presented at the hearing. 

 

(v) The worker will be given time to prepare her/his case and the disciplinary 

hearing will normally be held not earlier than the fifth and not later than the 

tenth working day following notification.  The disciplinary hearing shall be 

conducted in accordance with the procedure described in section 15 below.  

 

(vi) If following the disciplinary hearing it is decided to institute disciplinary 

action, one of the sanctions below may be applied.  

 

DISCIPLINARY SANCTIONS 

The manager applying a disciplinary sanction should also give the employee specific 

guidance to encourage improvement.  Any recorded disciplinary sanction must 

contain: details of actions to be taken to enable the worker to achieve improvement; 

a set timescale within which improvement is expected to take place; and a plan for 

review to monitor and discuss progress with the worker.  Actions may involve 

training, counselling or some other form of assistance that the line-manager/others 

will provide.  Depending on the circumstances, the following range of disciplinary 

sanctions may be applied: 

Stage 1 - Written Warning  

If conduct does not meet acceptable standards the worker will normally be given a 

written warning by his/her line-manager.  S/he will be advised of the reason for the 

warning, that it is the first stage of the disciplinary procedure and of their right of 

appeal.  A copy of this written warning detailing the complaint; the change in 

behaviour required; and dates for review will be kept in the worker’s personal file 

but will be disregarded for disciplinary purposes after 6 months. 

Or  

Improvement Note for Unsatisfactory Performance 

If performance does not meet acceptable standards the worker will normally be 

given an improvement note by his/her line-manager.  S/he will be advised of the 

reason for the note and of their right of appeal.  A copy of this note detailing the 

performance problem; the improvement required; the set timescale for 

improvement; and dates for review will be kept in the worker’s personal file but will 

be considered spent after 6 months – subject to achieving and sustaining 

satisfactory performance. 

Stage 2 – Final Written Warning   

If performance is still unsatisfactory or if a further misconduct occurs, or if the 

misconduct is sufficiently serious to warrant only one written warning but 

insufficiently serious to justify dismissal (in effect both first and final written 

warnings), the worker will be given a final written warning.  This will give details of 

the complaint; the improvement required; the set timescale for improvement; and 

dates for review.  It will warn that dismissal may result if there is no satisfactory 

improvement and will advise of the right of appeal.  A copy of this final written 
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warning will be kept on file but will be disregarded for disciplinary purposes after 12 

months (in exceptional cases duration may be longer) subject to achieving and 

sustaining satisfactory conduct or performance. 

Stage 3 - Dismissal  

If conduct or performance is still unsatisfactory and the worker fails to reach the 

prescribed standards, or if the offence constitutes gross misconduct, dismissal will 

normally result. The worker will be provided as soon as reasonably practicable with 

written reasons for dismissal, the date on which his/her employment will terminate 

and be advised of the right of appeal.   

Stage 4 - Action Short of Dismissal  

In cases of a serious nature where dismissal is considered but it is decided to impose 

disciplinary action other than dismissal - such as temporary or permanent 

disciplinary transfer to alternative job or location, temporary or permanent 

disciplinary demotion - it may also be decided to retain a final warning permanently 

on the worker’s personal file and the worker will be advised that any recurrence will 

lead to dismissal. 

Where temporary or permanent disciplinary transfer is imposed, the worker will not 

suffer any disadvantage which is in breach of her/his terms and conditions of 

employment as to make the Association liable to a constructive dismissal claim.  

Disciplinary demotion will only be implemented with the worker’s written 

agreement obtained prior to such action taking place. 

 

DISCIPLINARY OFFENCES GUIDELINE 

Misconduct is defined as failure in personal conduct, persistent poor performance 

or deliberate infringement of policies, rules and procedures. In order that a 

consistent approach is made in treatment of disciplinary cases, a suggested list of 

possible disciplinary offences follows. 

The list is provided as a guideline.  The decision to take disciplinary action or the 

sanction imposed may vary according to the exact circumstances of the case.  

Reasons for disciplinary action may include but are not limited to:  

 dishonesty; 

 breach of confidentiality; 

 negligent use, misuse or unauthorised use of the Authority’s property, including 

equipment, materials and information; 

 health and safety issues, for example: 

 threatened physical assault; 

 abusive behaviour, offensive or obscene language or gestures directed 

at employees; members of the Management Committee; young 

people/services users etc; 

 deliberate or reckless damage to the Association’s property; 

 failure to observe established health, fire and safety rules and to report 

accidents or injuries whilst on duty; 

 smoking in any other than designated areas; 

 creating or contributing to unsanitary conditions; 

 entering or leaving the Association’s property except by designated 

entrances and exits; 
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 performance related issues, for example: 

 serious neglect of duty which undermines the organisation; 

 failure over a period of time to perform work to satisfactory standards; 

 (with reference to the Association’s Alcohol/Drug Abuse policy), failure 

to carry out duties effectively while under the influence of alcohol or 

drugs, other than medically prescribed; 

 refusal to carry out a reasonable order of a manager; 

 misuse of the individual’s employed position towards a fellow employee 

or a member of the public, including oppressive or abusive conduct; 

bullying, harassment or victimisation; 

 infringement of terms and conditions of service, for example; 

 persistent lateness; 

 absence from duty without permission of  line manager; 

 excessive sickness absences with no appropriate certificates or 

authorisation;  

 failure to comply with policies, procedures and regulations as laid down by the 

Association from time to time; 

 engaging in or knowledge of activities on or off the premises which could be 

considered a discredit to the Association or its employees; 

 undertaking additional employment which would counter the interests of the 

Association or would conflict with the employee’s own position; 

 making unauthorised statements to the press or news media relating to the 

Association’s business; 

 making a false statement of any kind within the realms of the Association’s 

employment, knowing it to be false or having reckless regard as to either the 

validity or falseness of the statement. 

 

GROSS MISCONDUCT 

Gross misconduct is defined as misconduct serious enough to destroy the 

employment contract between the Association and the employee/worker which 

makes further working relationship and trust impossible.  Gross misconduct is 

normally restricted to serious offences.  The principal reasons for summary 

dismissal could include but are not limited to: 

 criminal offence which affects the individual’s ability to carry out  

 his/her job; 

 physical assault by an employee on any other person; 

 theft, misappropriation or unlawful destruction of property: the 

Association’s, employees’ or others’; 

 serious infringement of safety rules or negligence which causes unacceptable 

loss, damage or injury; 

 supplying security access codes to any unauthorised person; 

 unauthorised disclosure of information or misuse of trust of a serious nature; 

 making malicious or unfounded allegations of a serious nature; 

 deterring someone from using the Whistle blowing procedure 

 victimising or bullying anyone who uses the Whistle blowing procedure in 

good faith 

 maliciously raising false concerns 

 concealing or destroying information about wrong doings 

 deliberate falsification of any documents or claims, including time sheets, 

overtime or expense forms; 

 misconduct at work or away from work of such a serious nature as to bring 

into disrepute either the employee’s position or the organisation;   

 sexual/racial discrimination;  

 harassment of a serious nature; 
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 deliberately accessing internet sites containing pornographic, offensive or 

obscene material; 

 persistent alcohol or drug abuse; 

 engaging in unauthorised employment during hours when contracted to work 

for the Association or during periods of designated leave, for example annual 

or sick leave, time off for training, etc.; 

 failure to disclose unspent criminal conviction(s) or any convictions, whether 

spent or not, in respect of posts exempt under the terms of the Rehabilitation 

of Offenders Act 1975; 

 providing false information on a job application form. 

 

SUSPENSION 

Suspension is not a disciplinary action and shall be on full pay.  It should only take 

place where the allegation being investigated would, if substantiated, constitute 

gross misconduct or where it was considered in the best interest of all parties if the 

worker was not to remain at work.  Such suspension will only be imposed after 

careful consideration and will be reviewed to ensure it is not unnecessarily 

protracted.  

Normally the worker will be informed of his/her suspension at an interview with the 

Operations Manager (or Chair) and transport to the worker’s home will be arranged.  

S/he is entitled to have a union representative or work colleague present at the 

meeting. In any case, the Operations Manager/Chair will inform the worker in 

writing that s/he is to be suspended immediately: stating the nature of the alleged 

offence, the purpose of suspension, and its anticipated duration.  A copy of this 

letter will be provided to the worker’s representative.  

Suspension in these circumstances should normally be for a period of no more than 

five working days.  However, in exceptional circumstances, the period may be 

extended.  The worker will be informed in writing specifying the duration of the 

extension and the reasons for it.  In cases of alleged gross misconduct suspension 

may continue until the appeal process, if pursued, has been concluded. 

If, on completion of the investigation and the full disciplinary procedure, the 

organisation is satisfied that gross misconduct has occurred, the result will normally 

be summary dismissal without notice or payment in lieu of notice. 

CRIMINAL OFFENCE 

A worker will not be dismissed or otherwise disciplined simply because s/he has 

been charge with or convicted of a criminal offence.  The consideration will be 

whether the conduct warrants action because of its employment implications.  

However, where the conduct requires the Association’s prompt attention, there will 

be no need to await the outcome of the prosecution before taking reasonable action.  

Where the police are called in, they will not be asked to conduct any investigation 

on the Association’s behalf; nor will they be present at any disciplinary hearing or 

interview.  

 

TRADE UNION REPRESENTATIVE 
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No disciplinary action shall be taken against a trade union representative until the 

circumstances have been discussed with a full-time official of the trade union 

concerned. 

PROBATIONARY EMPLOYEES 

The line-manager of a probationary employee will assess the employee’s 

performance through the probationary assessment process.  Lack of capability 

during the probationary period should not be viewed as a disciplinary offence, 

although due warnings must be given prior to any final action being taken.  The 

disciplinary procedure can be used as guidance for dealing with such matters. 

In cases of misconduct, which justify taking disciplinary action, a probationary 

employee shall not be dismissed, except in the case of gross misconduct, without 

having received on a previous occasion one recorded warning giving the 

consequences of further misconduct.  The warning should be for a suitable duration, 

depending on the period of probation to be completed. 

Where the probationary employee is to be dismissed due to unsatisfactory 

performance or conduct, or in cases of gross misconduct, the minimum statutory 

requirements will be followed: the employee will be notified in writing of the 

problem, the time and venue for the disciplinary meeting, their right to be 

accompanied and the potential dismissal outcome; a meeting will be held. 

FAILURE TO ATTEND A DISCIPLINARY HEARING 

If a worker is unable to, or decides not to take part in any of the meetings under 

this procedure, s/he must notify the manager responsible for conducting the 

meeting in writing, specifying the reasons for non-attendance.  This must be done 

48 hours in advance of the meeting. 

If sickness prevents a worker from attending, then normal procedures for informing 

sickness absence apply. 

If a worker does not attend a disciplinary hearing and does not provide prior written 

explanation giving reasonable justification of non-attendance, the disciplinary 

officer will send the worker a recorded delivery letter.  The letter will instruct 

him/her to attend a hearing at a new date which may include an additional charge 

of failure to attend and inform. 

If the worker does not attend the disciplinary hearing at this new date and time and 

does not provide prior written explanation giving reasonable justification for non-

attendance, the disciplinary officer will proceed to hold the hearing at the set date 

inviting the worker’s representative to be present.  Such a hearing will normally 

include the additional charge of failure to attend and inform.  

APPEAL 

A worker may appeal against any formal disciplinary action taken under this 

procedure to the Association’s Appeals Committee.  An appeal may be lodged 

against the decisions of the disciplinary hearing as regard to the finding and/or 

outcome.  It may also be lodged against failure to follow this procedure adequately. 

A worker wishing to appeal against a disciplinary decision, must do so in writing to 
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the Chair within ten working days of receiving written notification of the disciplinary 

action, stating the reasons for the appeal. Any documents submitted in support of 

the appeal must be attached. 

Arrangements for the appeal hearing will be made by the Chair.  The appeal shall 

be conducted in accordance with the procedure detailed below.  

EMPLOYMENT TRIBUNAL 

Nothing in this procedure shall affect a worker’s right to make a complaint to an 

Employment Tribunal in accordance with relevant employment legislation.  It is 

recommended that before taking such action the worker seeks appropriate legal 

advice.  

DISCIPLINARY SANCTIONS TABLE 

Sanction Lowest Level of Management 

Authorised to Impose Sanction 

Informal Action Line-manager 

 

Suspension Operations Manager/Chair 

 

Extension of Suspension period Operations Manager/Chair 

 

Written Warning All line-managers 

 

Final Warning; dismissal of probationary 

employees 

 

Operations Manager/Chair 

Dismissal, Action short of dismissal: 

disciplinary transfer, disciplinary demotion 

 

Disciplinary Panel (2-3 members of the 

MC/Board not previously involved in the case) 

 

 

THE DISCIPLINARY HEARING 

The Disciplinary Officer (as authorised within the structure described in the table 

above) will conduct the disciplinary hearing.  

The worker’s line-manager who has conducted the investigation will be the 

Presenting Officer responsible for presenting the case against the employee.   
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The worker has the right to be accompanied and assisted by a trade union 

representative or work colleague. 

Where possible, a note-taker, who must be uninvolved in the case, will take down 

a record of the proceedings. 

Witnesses should not be present throughout the hearing.  They should be called in, 

one by one, to give their evidence and asked to withdraw once they have done so. 

(i)  The Disciplinary Officer (or Chair of the Disciplinary Panel) will open the 

proceedings with an explanation of the purpose of the hearing and the 

procedure to be followed, introducing those present. S/he will read aloud the 

allegations and ask the worker if he/she wishes to take the opportunity to 

admit or deny them. 

 

(ii)  If the worker admits the allegations, s/he will be asked if they or their 

representative wish to offer any explanation for the misconduct or to have 

any mitigating circumstances taken into account.  

 

(iii)  The hearing will then proceed to stage (xv) below.   

 

(iv)  If the worker denies the allegations, the following steps will take place:  

 

(v)  The Presenting Officer will state the case against the worker in the presence 

of the worker and his/her representative. 

 

(vi)  The worker or his/her representative shall be given an opportunity to reply to 

the allegations and ask questions of the Presenting Officer. 

 

(vii)  The Presenting Officer may call witnesses. 

 

(viii) The worker or his/her representative shall have the opportunity to question 

any witnesses called by the Presenting Officer. 

 

(ix)  The Disciplinary Officer (or Panel) may ask questions for clarification of the 

Presenting Officer and any witnesses.  

 

(x) The worker or his/her representative shall put the worker’s case in the 

presence of the Presenting Officer. 

 

(xi) The Presenting Officer shall have the opportunity to ask questions of the 

worker, his/her representative and of any witnesses called by the worker. 

 

(xii) The Disciplinary Officer (or Panel) may ask questions for clarification of the 

worker, his/her representative and any witnesses called by the worker. 

 

(xiii) The Presenting Officer shall have the opportunity to sum up the case against 

the worker, but may not introduce any new material. 

 

(xiv) The employee or his/her representative shall have the opportunity to sum up 

the worker’s case, but may not introduce any new material. 

 

(xv) The worker, his/her representative, the Presenting Officer, and note-taker 

shall withdraw.  

 

(xvi) If recall is necessary, both parties are to return regardless of the point giving 
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rise to doubt. 

 

(xvii)The Disciplinary Officer (or Disciplinary Panel) shall consider the case in 

private:   

 

S/he (they) must first decide whether on the balance of probabilities, taking 

due regard of all the facts, the case against the worker is proven. 

 

If the case against the worker is proven, and before imposing a disciplinary 

penalty s/he (they) must consider: 

 

 the level of disciplinary penalty indicated by the procedure; 

 

 any special, mitigating circumstances which might make it appropriate to 

lessen the penalty; 

 

 the worker's disciplinary record, general record, position and length of service; 

 

 whether there are any other ‘live’ warnings; 

 

 how the Association has dealt with similar cases in the past; 

 

 whether the proposed penalty is reasonable in view of all the circumstances. 

 

(xviii) The Disciplinary Officer (or Chair of the Disciplinary Panel) shall inform the 

worker of the decision at the conclusion of the deliberations, if practicable. In 

any case, s/he shall provide the worker with written confirmation of the 

decision within five working days of the hearing. This will include notifying 

the worker of his/her right of appeal and the procedure to be followed. 

If at any time during the proceedings it becomes apparent that there is no case for 

the worker to answer, an immediate adjournment may be called by the Presenting 

Officer. 

The hearing may be adjourned by either side or by the Disciplinary Officer (or Chair 

of Panel), if it is considered necessary to gather further information or evidence or 

clarify any issue.  The hearing will be reconvened as soon as possible. 

APPEALS PROCEDURE 

A worker may appeal against any formal disciplinary action taken under this 

procedure to the Association’s Appeals Committee.  An appeal may be lodged 

against the decisions of the disciplinary hearing as regard to the finding and/or 

outcome.  It may also be lodged against failure to follow this procedure adequately. 

Where a probationary employee is dismissed, s/he shall have the right of appeal 

against this decision. 

A worker wishing to appeal against a disciplinary decision, must do so in writing to 

the Chair within ten working days of receiving written notification of the disciplinary 

action, stating the reasons for the appeal. Any documents submitted in support of 

the appeal must be attached. 
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Arrangements for the appeal hearing will be made by the Chair who will ensure that 

a minute-taker is present.  The appeal shall be conducted in accordance with the 

procedure set out below.  

The Appeals Panel is the Management Committee of the Association, excluding 

those who were members of the Disciplinary Panel who made the decision which is 

subject of the appeal, or the Chair where s/he has been involved at an earlier stage 

of the disciplinary procedure. Three members of the MC will constitute an Appeals 

Panel, one of whom will be the panel’s Chair.  

The worker may be accompanied by a union representative or a work colleague of 

his/her choice at any appeal hearing. 

The management representative at the appeal hearing will be the Disciplinary Officer 

responsible for the decision which is subject of the appeal.  Depending on the stage 

of the disciplinary procedure implemented in the relevant case, this may be the line 

manager, Operations Manager, Chair, or the Chair of the Disciplinary Panel.  

The appeal will be heard as soon as possible but not later than 20 working days from 

the date of receiving the employee’s request for appeal. 

The date and time of any appeal hearing shall be agreed between the employee, the 

union representative/work colleague, the management representative and the Panel 

members. 

The appeals process provides the opportunity for the Appeals Panel to consider any 

new evidence not previously presented; whether the decision of the disciplinary 

hearing was reasonable in the circumstances; or whether the disciplinary procedure 

was followed adequately. 

CONDUCT OF APPEAL HEARINGS 

The Chair of the Appeals Panel will conduct the hearing as follows: 

(i) The Chair of the Panel will open the proceedings with an explanation of the 

purpose of the hearing and the procedure to be followed, introducing those 

present.  S/he will read aloud the employee’s reason for lodging an appeal as 

submitted in writing to the Chair. 

(ii) The employee and/or his/her representative will put his/her case in the presence 

of the management representative outlining the grounds for the appeal and the 

reasons why they feel the original decision was incorrect.  The employee or 

his/her representative shall call any witnesses or refer to any documents as 

necessary.  Witnesses shall be called in turn and for each witness the procedure 

shall be: 

 

 (a)  the employee or representative question the witness  

 (b)  the management representative questions the witness 

 (c)  the Appeals Panel question the witness 

(iii) The management representative will ask questions of the employee and/or 

representative.  

 

(iv) The Appeal Panel will ask questions of the employee and/or representative. 
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(v) The management representative will put the case for disciplinary action in the 

presence of the employee and his/her representative calling witnesses and 

referring to documents, as necessary.  Witnesses shall be called in turn and for 

each witness the procedure shall be as in (ii) above. 

 

(vi) The employee and/or representative will ask questions of the management 

representative.  

 

(vii) The Appeal Panel will ask questions of the management representative. 

 

(viii) The management representative and the employee and/or his/her 

representative will sum up their respective cases and then withdraw. 

 

(ix) The Appeals Panel will consider the case in private.  The decision of the Panel 

shall be notified to the employee verbally at the end of the Hearing in the 

presence of the management representative and shall be confirmed  

in writing within five working days of the hearing.  

 

(x) The decision of the Appeals Panel shall be final. 

 

17 RECORDS 

Records will be kept detailing: 

 the nature of any breach of disciplinary rules or unsatisfactory performance; 

 the worker’s defence or mitigation; 

 the action taken and the reasons for it; 

 whether an appeal was lodged and its outcome;  

 any grievances raised during the disciplinary procedure; 

 any subsequent developments; 

 copies of all correspondence relating to this procedure including recorded written 

warnings; and 

 notes of any formal meetings. 

 

These records will be kept confidential and retained in accordance with this 

disciplinary procedure and the Data Protection Act 1998.  Workers will be entitled 

to have access to their own records in accordance with the Act.  Copies of any 

hearing records will be given to the worker concerned.  In certain circumstances 

(for example to protect a witness) the employer might withhold some information. 
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CONDUCT OF THE DISCIPLINARY HEARING 

1. Introduction 

The Disciplinary Officer needs to 

 explain to the employee why they are there 

 introduce all present and explain their roles 

 explain the purpose of the hearing and how it will be conducted. 

 

2. State the Case and Establish the Facts 

 Precisely state the allegation.  

 Ask the employee if they admit or deny the allegation and if there is 

any explanation or mitigation.  

 If they do admit it, the Disciplinary Officer can go straight to the 

decision. 

 If they deny it, go through the evidence gathered. 

 Ensure that the employee and their companion have copies of 

statements made by witnesses. 

 Witnesses should not be present throughout the hearing, but called 

individually. 

 

3. Employee’s Response 

Give the employee and their companion an opportunity to: 

 confer privately 

 state their case 

 answer allegations made 

 ask questions 

 present evidence and call witnesses. 

 

4. Questioning and Discussion 

 Ask questions to clarify – preferably open-ended questions rather 

than those requiring only a ‘yes’ or ‘no’ answer unless specific 

information is required. 

 Don’t argue. 

 Keep the approach formal and polite. 

 

5. Summing up 

 Summarise the main points. 

 Invite the employee to sum up their case. 

 

At various points, it may be appropriate to adjourn the disciplinary procedure 

for a short period, for example 

 to undertake further investigation 

 if the employee becomes very upset  

 if it becomes apparent that there is no case for the employee to 

answer 

 after summing up to consider what disciplinary action, if any is to be 

taken. 

 



 78 

It may be appropriate to suspend the disciplinary procedure for a short period, 

for example 

 to consider a grievance if one is raised during the disciplinary process 

and which relates to the case. 

 

6. The Decision 

In private, the Disciplinary Officer will need to decide on 

 whether disciplinary action is necessary 

 if so, at what level 

 can this level be considered reasonable – consider action taken in 

previous cases, the employee’s past records and any mitigations to 

be considered. 

 

7. Informing the Employee 

The employee should be informed as soon as possible (ideally within 5 working 

days) in writing of  

 the nature of the misconduct 

 the disciplinary action 

 the improvement expected, over what period and how it will be 

assessed  

 the period that any warning or improvement note is to remain  

in force 

 the possible consequences of any further misconduct or continuing 

unsatisfactory performance 

 their right to appeal 

 the timescale for lodging an appeal and how it could be made.Records 

of disciplinary action should be confidential and not be held 

indefinitely except in very serious cases. 

 

THE APPEALS PROCEDURE 

1. PREPARATION 

 Employees may appeal because they feel that the action is unfair, there 

is new evidence to consider, or they feel that the procedure was not 

followed adequately. 

 

 The employee should lodge an appeal within a specified time-limit 

(ideally within 10 working days), stating their reasons. 

 

 If the employee decides to appeal, it should be dealt with as soon as 

possible, not later than 20 working days after receiving the appeal 

request. 

 

 Inform the employee in writing of the time, date and place, and that 

they can be accompanied at the appeal hearing by a work colleague or 

trade union representative. 
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 An Appeals Panel should be appointed to hear the hearing – ideally 3 

members of the Board or Management Committee who were not involved 

in the disciplinary hearing, one of whom will act as the Panel’s Chair. 

 

 Arrange for a note-taker not involved in the case, to be present. 

 

 The Appeals Panel can uphold the original decision on disciplinary action 

or overturn it if it becomes apparent it was not reasonable or if the 

disciplinary procedure was not followed adequately. 

 

2. CONDUCT OF APPEALS HEARING  

The Appeals Panel should 

 introduce all present and explain their role 

 read out the employee’s written reason for lodging an appeal 

 explain the purpose of the hearing and how it will be conducted 

 ask the employee why they are appealing 

 consider any new evidence presented allowing the employee or their 

companion to comment on it 

 allow the employee to call any witnesses and provide opportunities for 

all parties to question them 

 allow the management representative the opportunity to ask questions 

of the employee and put the case for disciplinary action 

 ask questions of the employee and management representative to 

clarify 

 invite the employee and the management representative to each sum 

up and then call an adjournment to consider the decision. 

 inform the employee in writing of the results of the appeal and reasons 

for the decision, and make it clear that the decision of the Appeals Panel 

is final. 
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1. Introduction and statement of intent 

1.1  SSV is committed to ensuring that all staff are treated fairly irrespective of 

their age and has taken measures to ensure that it fully meets the 

requirements of the Employment Equality (Age) Regulations 2006.  

1.2 Age will not be a factor in any decisions made concerning recruitment & 

selection, access to employee benefits, opportunities for promotion or 

training, performance management, application of discipline or capability 

procedures or selection for redundancy. 

2. Age discrimination and other equality policies 

2.1  SSV demonstrates through its Equal Opportunity policy its commitment to 

ensure that all staff are treated fairly. The implementation of this policy will 

support and strengthen this commitment. 

3. Retirement 

3.1  The normal retirement age for all staff at SSV is 65. The actual retirement 

date can be varied by mutual consent. 

3.2    It is recognised that many staff may seek, by mutual consent, to retire at an 

earlier age.  

3.3  Staff who do not wish to be retired at the normal retirement age have the 

right to request to remain in employment beyond this age and SSV will 

consider any request made. At least six months prior to the planned 

retirement date, but not more than one year, SSV will write to staff informing 

them of their projected normal retirement date and the process to be 

followed should they wish to request to continue working. Any request to 

remain in employment beyond the normal retirement date must be 

submitted to the Line-manager or Operations Manager, copied to the HR 

Manager, no later than three months before the normal retirement date. 

3.4    If SSV agrees to the request to continue working, any extension of 

employment will normally be for a fixed period of one year. Staff who wish 

to work on beyond that fixed period will again have the right to request to 

remain in employment and the same process of consideration, as outlined 

above, will be followed with any further extensions normally being for a fixed 
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period of one year. This process will be repeated until actual retirement takes 

place 

3.5   SSV will consider all requests from staff to work on beyond the normal 

retirement age and any decision reached will take into consideration a 

number of factors such as workforce planning requirements, recruitment 

needs and training & development needs. 

3.6  Staff who are retained beyond the normal retirement date will still be subject 

to normal rules regarding Performance & Development Review, Competency, 

Conduct and Occupational Health. 

3.7   Staff who have their request to work on refused will be entitled to appeal if 

they disagree with the decision. Any appeal will normally be heard by the 

next level of management who will be advised by the HR Manager. 

4. Advertising 

4.1   There will be no direct or indirect references to age in any recruitment 

adverts unless the requirement can be objectively justified. The HR Manager 

will monitor and ensure compliance. 

5. Recruitment and Selection 

5.1  The recruitment & selection process will be based on the skills and ability of 

the individual applicant and not their age. All staff involved in recruitment & 

selection will receive training to ensure compliance. The recruitment and 

selection policy will reflect the need to ensure age does not form part of the 

recruitment & selection process. 

6. Benefits 

6.1  SSV recognises that incremental pay progression and other service-based 

rewards are an acknowledgement of the increasing experience and loyalty 

of staff. Any such rewards will be in line with the requirements of the Age 

Discrimination Regulations.  

7.  Absence management 

7.1  The sickness absence management process will be applied to all staff 

regardless of age. Monitoring of absence trends in age groups will take place 
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to ensure that the sickness absence management process is being fairly 

applied across all age groups. 

8. Performance management 

8.1  There is a recognition that age (young or old) can impact on performance. 

Issues such as inexperience or difficulty in quickly grasping new technologies 

can be as a result of age therefore performance management procedures 

will be monitored to ensure that disproportionate action is not being taken 

against any particular age group. 

9. Training and promotion 

9.1  Training and promotion opportunities will be available to all staff and in 

selecting individuals for training or promotion, the criteria used will be robust 

enough to ensure that individuals cannot be excluded as a result of being too 

young or too old. Direct or indirect references to age in Performance & 

Development Reviews will not be used.  

10. Redundancy selection and payments 

10.1 Any redundancy selection policy used will be based on objective criteria.  

11. Monitoring 

11.1 SSV will monitor recruitment & selection, access to promotion & training and 

the use of procedures such as the disciplinary procedure to ensure that no 

particular age group is being unfairly treated on the grounds of their age. 

12. Implementation and responsibilities 

12.1 SSV has identified a senior manager as its Age Discrimination Champion to 

ensure that the Associations strategic agenda reflects issues of age. The 

current champion's details are listed at the end of this policy. 

12.2 All staff including line-managers and the board of directors are responsible for 

familiarising themselves with this policy, ensuring that it is applied and for 

making their staff aware of it. Individual members of staff are also responsible 

for familiarising themselves with this policy. 
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1 PRINCIPLES 

The Grievance Procedure applies to all employees of the Association - it exists to 

ensure that grievance problems at work are solved as quickly and as fairly as possible. 

It is intended that both the Association and its employees should view the use of this 

procedure in a constructive light.  

The aim of the Grievance Procedure is to settle grievances fairly and it is intended to 

operate simply and rapidly. Every effort will be made to resolve the issue at the 

earliest possible stage, and at each stage efforts will be made in order to avoid 

proceeding to the next stage and to settle the issue amicably. 

In the case of a grievance being taken out as a counter-grievance, or in response to 

the instigation of disciplinary action, it may be appropriate to deal with both issues 

concurrently.  If appropriate, the disciplinary procedure may be temporarily 

suspended in order to deal with the grievance. 

If an employee has a problem with any other member of staff, and is unable to sort 

it out informally, the matter should be referred to his/her immediate 

supervisor/line-manager.  You may be able to agree an informal solution between 

you.  In some cases this may also involve assistance such as mediation. 

If the problem is serious or remains unresolved or the employee wishes to raise the 

matter formally, the employee can invoke the formal grievance procedure.  

At each stage of the procedure, there will be at least one meeting to discuss the 

grievance.  

At each stage of the procedure an employee is entitled to be represented or 

accompanied by his or her union representative or by a work colleague of his/her 

choice.  

The date and time of (any) grievance hearing(s) shall be agreed between the 

employee, his/her representative and the representative of management. 

The employee and his/her representative will be allowed an adequate time to prepare 

the employee's case, within the time limits as set out below. 

2 THE PROCEDURE 

A grievance should be raised without unreasonable delay, normally within one month 

of the incident (or final incident) which gives rise to the complaint. 

In all cases and at all stages, the employee must detail in writing the specific 

circumstance or circumstances which constitute the grievance, with dates, times, 

witnesses, etc. as applicable. Employees should stick to the facts and avoid insulting 

or abusive language.   

The procedure has three stages as set out below. At each stage of the procedure 

formal records shall be kept, and the result of each stage shall be confirmed in writing. 

The employee is encouraged to keep his/her own records, and is entitled to record 

his/her disagreement as to the accuracy of the formal records or of the result. 

At each stage of the Grievance Procedure the person or panel hearing the case shall 
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undertake a full investigation and there shall be a hearing, to allow the employee to 

put his/her case and state how they would like to see it resolved.  

The stages of the procedure are as follows: 

Stage I 

Any grievance should first be raised in writing with the immediate supervisor/ line-

manager who should attempt to settle it as soon as possible. S/he will invite the 

employee to attend a meeting, normally within 5 working days, to discuss the 

matter. The line-manager will hold any additional meetings as would, in her/his view, 

to resolve the grievance.  The line-manager may adjourn the meeting if it is necessary 

to investigate any new facts that arise.  

If the grievance is against the immediate supervisor/line-manager, the matter should 

be raised with the Operations Manager (or with the supervisor's line-manager if 

different). In the case of the Operations Manager, the matter should be raised with 

the Chair of the Management Committee. Whoever deals with the grievance at this 

stage, will be excluded from hearing the case at any later stage.  

Stage II 

If not resolved by the line-manager within ten working days, the matter may be 

raised with the Operations Manager (or Chair). The grievance should be set out in 

writing, dated and sent to the Operations Manager.  The Operations Manager (or 

Chair) will call a hearing to take place within ten working days of the matter being 

formally raised. The Operations Manager (or Chair) shall ensure that a minute-taker 

is present. See conduct of the hearing in paragraph 8 below.  

Stage III - Appeal 

If still unresolved, the matter may be referred, in writing, to the Management 

Committee (through the Chair), who shall appoint an Appeal Panel consisting of not 

less than three representatives of the Association. The members of this panel should, 

if at all possible, have had no direct involvement in the case. One member of the 

Panel shall be elected Chair. The Panel shall ensure a minute-taker is present. 

The Appeal Panel will hold a hearing as soon as possible, but not later than fifteen 

working days from the receipt of the formal notification from the employee. 

The decision of the Appeal Panel shall be final.      

3 GROUP GRIEVANCE 

Where a group of employees has a collective grievance the procedure should start 

at Stage II above. 

4 INFORMAL MEETINGS 

The procedural steps detailed above will not preclude any informal meetings which 

may from time to time be considered mutually to be appropriate. 
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5 TIME LIMITS 

The time limits expressed in this procedure will be regarded as the normal maximum 

time limits required. They may, however, be extended by mutual agreement.  

6 REVIEW 

This procedure may be reviewed and altered from time to time as appropriate and 

any changes agreed with employees. 

7 EXAMPLES OF POSSIBLE REASONS FOR A GRIEVANCE 

It is not the aim of this procedure to deal with reasonable and justifiable managerial 

decisions which an employee may disagree with. The list provided below is not 

exhaustive and there may be other examples of possible reasons for a grievance:  

 unreasonable/unjustified refusal to grant annual leave; 

 unreasonable/unjustified refusal to grant an approved absence;  

 provision of conflicting, contradictory instructions/supervision; 

 unjustified refusal to provide support/supervision when requested; 

 persistent lack of support/supervision which affects the employee’s ability to 

carry out his/her job; 

 refusal to deal with, or inadequate resolution of work problems between 

colleagues; 

 unwillingness or failure to deal with health & safety issues. 

 

8 GRIEVANCE HEARING – STAGE II 
 

(i) The Operations Manager (or Chair) must convene a grievance hearing 

within ten working days of receiving the employee’s written grievance.  

 

(ii) The Operations Manager (or Chair) will introduce the meeting, read out the 

grounds of the employee’s grievance, ask the employee/representative if 

they are correct and require the employee/representative to provide 

clarification regarding details of the grievance if unclear. 

(iii) The employee/representative will be given the opportunity to put forward 

her/his case and say how they would like to see it resolved.  The 

employee/representative may call witnesses and refer to any documents 

previously provided to the line manager. 

 

(iv) The Operations Manager (or Chair) and the line manager may question the 

employee and any of the employee’s witnesses. 

 

(v) The Operations Manager (or Chair) and the employee/representative may 

question the line-manager who dealt with Stage I of the procedure. 

 

(vi) The employee/representative will be given the opportunity to sum up but 

may not introduce any new material. 

 

(vii) The Operations Manager (or Chair) will adjourn the hearing and give due 

consideration to the case.  S/he may need to seek technical and 

professional advice and information from internal and external sources as 

appropriate (e.g., advice and information on employment law or The 

Association’s personnel policies and procedures, etc.).  The Operations 

Manager (or Chair) may adjourn the hearing for up to fifteen working 
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days. 

 

(viii) The hearing may be adjourned by the Operations Manager (or Chair) if it is 

considered necessary to undertake further investigation.  The hearing will be 

reconvened as soon as possible. 

 

(ix) Having considered the case, the Operations Manager (or Chair) will give 

her/his decision regarding the case and confirm this in writing to the 

employee within five working days.  S/he will also inform the employee of 

her/his right of appeal, which must be made to the Chair of the Management 

Committee within ten working days of receipt of the written decision. 

9 APPEAL HEARING – STAGE III 

(i) The Management Committee shall create an Appeal Panel as set out under 

section 2, Stage III – Appeal above.  An Appeal Hearing will be held as soon 

as possible, but not later than fifteen working days from the receipt of the 

formal notification from the employee.  

 (ii) The Chair of the Appeal Panel will introduce the meeting, read out the 

grounds of the employee’s appeal, ask the employee if they are correct and 

require the employee to provide clarification if any of the grounds of appeal 

are unclear. 

(iii) The employee will be given the opportunity to put forward her/his case, 

explain why s/he is not satisfied with the outcome at Stage II. The 

employee may call witnesses and refer to the Operations Manager’s (or 

Chair’s) written decision and any other documents circulated to the 

Operations Manager (or Chair) prior to the appeal hearing. 

(iv) Members of the Appeal Panel may question the employee and any of the 

employee’s witnesses. 

(vi) Members of the Appeal Panel and the employee may question the Operations 

Manager (or Chair) who dealt with Stage II of the procedure. 

(vii) The employee will be given the opportunity to sum up but may not introduce 

any new material. 

(viii) The Chair of the Appeal Panel will adjourn the hearing and the Panel will give 

due consideration to the case.  It will be acceptable for the Chair of the 

Appeal Panel, on behalf of the Panel, to seek technical and professional 

advice and information from internal and external sources as appropriate 

(e.g. advice and information on employment law or The Association’s 

personnel policies and procedures, etc.).  The Chair of the Appeal Panel may 

adjourn the hearing for up to fifteen working days. 

(ix) The hearing may be adjourned by the Chair of the Appeal Panel if it is 

considered necessary to undertake further investigation.  The hearing will be 

reconvened as soon as possible. 

(x) Once the Appeal Panel has reached a decision, the Chair of the Appeal Panel 

will recall the employee, give the Appeal Panel’s decision and confirm this in 

writing within ten working days.  



 89 

The decision of the Appeal Panel will be Final. 

10 RECORDS 

Records should be kept detailing the nature of the grievance raised, the employers 

response, any action taken and the reasons for it. These records should be kept 

confidential and retained in accordance with the Data Protection Act 1998 which 

requires the release of certain data to individuals on their request.  

Copies of any meeting records should be given to the individual concerned although 

in certain circumstances some information may be withheld, for example to protect 

a witness. 
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1.1 Introduction 

This document, the Association’s Sickness Absence Policy, provides the framework 

and formal guidelines within which managers and staff at the Association will 

address sickness absence.  The policy applies to all staff and a copy will be supplied 

to existing employees and to new staff on commencement.  The policy does not 

apply to absence resulting from accidents at work and entitlement to sick pay 

remains as set out in the terms and conditions of employment. 

1.2 Aims and Objectives 

The overall objective of this policy is to strike an effective balance between the 

Association’s service needs and the need for the employee to be given time to 

recover from illness. The policy aims: 

 to ensure that short and long term sickness absence at the Association 

are dealt with in accordance with best practice, relevant legislation and 

ACAS’s Code of Practice;  

 to monitor the level of sickness absence at the individual, team and 

organisational levels; 

 to identify any action which the Association can reasonably take to 

improve working conditions and promote the health, safety and welfare 

of staff 

 depending on the circumstances of the case the Association and the 

employee to look at other practical and mutually agreeable alternatives 

to dismissal e.g. changing work load, work organisation or working 

environment, reviewing conditioned hours, and redeployment (if 

possible). 

 

1.3 Management Responsibilities 

1.3.1 Managers are required to treat all cases of staff absence due to illness in a 

fair, consistent and constructive manner.  It will be the responsibility of 

each line-manager to monitor the attendance record of all staff in their 

team and report back to the HR Manager on a monthly basis.  

1.3.2 When an employee returns to work from sickness absence she/he should be 

seen by their line-manager.  The object of this informal meeting will be for 

the line-manager to: 

 welcome the employee back; 

 establish/confirm the reason for the employee’s absence and ensure that 

an return to work form is completed; 

 find out if the employee has a health problem and, if so, whether there is 

some support which it would be reasonable and practicable for the 

Association to provide. If the employee feels unable to discuss their health 

issue with the manager, she/he can talk to the HR Manager who will keep 

the conversation confidential if the staff member desires. 

 

1.3.3 Information relating to sickness and ill health is sensitive and unnecessary 

circulation can cause great distress.  Managers must therefore take care to 

ensure that confidentiality is maintained in dealing with cases under this 

policy and must keep records in a secure, lockable, cabinet.  This should be 

a separate cabinet for confidential personnel information. 



 92 

1.3.4 In certain circumstances absence can result in dismissal.  However, no 

employee will be dismissed on grounds of sickness absence without due 

warning and without the appropriate procedure in this document having 

been followed and implemented by management.   In addition, in both 

frequent absence and long term ill health cases, the Association will, in 

consultation with the employee and their trade union or other 

representative, thoroughly explore all possible and appropriate alternatives 

to dismissal. 

 

1.3.5 Where an employee experiences sickness absence as a result of a disability 

it will be recorded separately and treated in line with the Disability 
Discrimination Act 1995. 
 

1.3.6 A disabled employee’s absence may be related to their disability rather than 

illness; e.g. they require a period of absence in order to manage their 

disability to be fitted for a new wheelchair or for treatment.  In such cases 

where the absence is not related to ill health the employee will be given 

disability leave to manage their disability.  Where this is not provided, the 

Association would have to  

justify why they were not allowing this. 
 
1.3.7 If an employee becomes disabled or their disability worsens, The Association 

is under a duty to consider making reasonable adjustments if they become 

unable to carry out their job.  This will include considering whether or not it 

is reasonable to make adjustments to working conditions or the workplace. 

It will also include considering whether it is reasonable to transfer the 

disabled person to another vacant post. 

 

1.3.8 The Association will allow a person who has become disabled more time off 

during work than would be allowed to non-disabled employees to enable 

them to have rehabilitation training. A similar adjustment would be 

appropriate if a disability worsens or if a disabled person needs occasional 

treatment.  

 

1.4 Grievance and Discipline 

Any employee who feels aggrieved at the way their sickness absence has been dealt 

with may invoke the Association’s Grievance Procedure.  Where an employee abuses 

the sickness regulations (e.g. not providing certificates, being absent without 

permission, refusing to comply with this policy, etc) it will be dealt with under the 

Disciplinary Procedure. 

1.5 Notification Procedure 

When employees are absent due to sickness they must do the following: 

(i) If you are prevented from reporting for duty due to illness or injury, you 

shall notify your line manager, or an appropriate officer of the Association 

as soon as possible on the first day of illness, giving the reason for your 

absence, and the likely date of your return to work 

 

(ii) Keep their line-manager informed on a regular basis. 

 

(iii) In the event of the illness lasting seven calendar days or less, on the first day 
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of returning to work you must complete and submit to your line manager a 

self-certification form.  

(iv) On the eighth day of sickness absence: contact their line-manager. Obtain 

a medical certificate from their GP or a hospital doctor and send it to the 

Operations Manager within two working days. 

 

(v) Continue to send in consecutively dated medical certificates as necessary 

and keep their line-manager (or HR Manager) informed on a regular basis. 

 

1.6 Contacting Employees who are At Home on Sick Leave 

Employees on short-term sickness who have followed the reporting procedure 

should not be contacted at home unless the line-manager (or HR Manager) can 

demonstrate urgent or extraordinary circumstances justifying the contact. 

1.7 Medical Reports 

 

1.7.1 As appropriate with the agreement of the employee the Association may 

seek a medical report from the employee’s GP, Consultant and refer the 

employee for an independent medical assessment or to an occupational 

health unit (OHU). 

 

1.7.2 If it is agreed that a medical report will be sought from the employee’s 

GP, Consultant or OHU, written permission will be gained from the 

employee first.  Employees have a right under the ‘Access to Medical 

Reports Act 1988’ to see their own medical reports before it is given to 

the employer and to query items in it. 

 

1.7.3 Further to the receipt of the medical report, a meeting will be arranged 

between the line-manager, employee and his or her representative.  The 

purpose of this meeting is to discuss the response from the employee’s 

GP, Consultant or OHU and for all parties to consider options available to 

the worker. 

 

FREQUENT ABSENCE 

2. Introduction 

Frequent absence refers to cases where an employee is frequently absent from work 

for relatively short periods due to sickness.  Most employees will have some short-

term sickness absence.  However, it is essential that frequent absence is dealt with 

promptly and consistently and managers are responsible for deciding when to 

initiate action. The intervention triggers are as follows: 

 3 spells of absence in 3 consecutive months 

 Where any unacceptable trend is identified (e.g. repeated absences linked 

to weekends or other breaks) 

 

2.1 Seeking Solutions at the Informal Stage 

2.1.1  SSV believes that it is in everyone’s interest for cases of frequent absence 

to be dealt with quickly and informally.  Where a manager becomes 
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concerned about an employee’s level of sickness absence, every effort must 

be made to resolve the matter informally. The line-manager should raise any 

concerns during supervision meetings and have a two-way discussion with 

the employee.  Both parties should discuss the matter positively, with a view 

to identifying the reasons for the absences, ways in which the situation might 

be improved and what, if anything, the Association can do to support the 

employee. 

2.1.2 The employee should make their line- manager aware of any relevant 

factors, such as whether the absence is related to an accident, disability, 

pregnancy or some medical condition and whether it is likely to be 

temporary, on-going or long term.  The manager should look positively to 

see if there is anything that the Association can reasonably do to assist the 

employee.  The line-manager should also make the employee aware that if 

the situation does not improve it might need to be dealt with under the 

formal process.  If the employee has a health problem, which s/he feels 

unable to discuss with their line-manager, they should be referred to the HR 

Manager who will keep the conversation confidential if the staff member 

desires. 

2.1.3 Where the situation does not improve and the manager assesses that formal 

action is required the matter will be raised at Stage 1 of the formal process. 

Where the sickness absence is clearly of a long-term nature, it should be 

dealt with under Section 3 below. 

2.2 STAGE 1: First Formal Meeting 

2.2.1 In arranging this meeting the line-manager should:- 

 Inform the HR Manager 

 put the reason for the meeting in writing to the employee;  

 arrange the meeting at a time that is convenient for both parties, 

including the employee’s representative;  

 give the employee at least five working days advance notice of the date, 

time and place of the meeting; 

 inform the employee that the meeting will be attended by the HR 

Manager; 

 inform the employee that s/he may be accompanied at the meeting by a 

trade union or other representative. 

 

2.2.2 At the meeting, the employee will be given an opportunity to explain any 

circumstances, which might be contributing to their level of absence, or any 

other matter which they feel ought to be taken into account.  The manager 

will consider the employee’s submission and do the following: 

(a)   decide that no further action is necessary; or 

(b1) specify what, if any, assistance the Association can give the employee;   

and 

(b2) give the employee a specified review period (one to three months) 

during which the level of attendance should improve. 

2.2.3 Within five working days of the meeting, the HR manager will make a written 
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Record of the meeting and give a copy to the employee. If the employee 

disagrees with the written record s/he should, within a further five working 

days, write this down and give a copy to the line-manager. Both documents 

will be placed on the employee’s personnel file. 

2.2.4 At the end of the specified review period the employee’s level of attendance 

will be assessed by the line-manager as follows:   

(a)   If there has been an improvement, no further action will be taken.  After a 

further six months the Record will be removed from the individual's file and 

destroyed.  Should the employee’s absence level deteriorate during this six 

months period the process will be dealt with as under 2.2.4 (b) below. 

(b)   Where there has been no improvement the HR Manager and line-manager 

will consider whether there are factors relating to the employee’s absence 

which suggest that the present high level will be temporary.  If such evidence 

exists the line-manager will decide whether to institute a further period of 

review.  Where such evidence does not exist the line-manager will issue a 

Verbal Notice, progress the matter to Stage 2 and arrange a further formal 

meeting with the employee. 

2.3 STAGE 2: Second Formal Meeting 

2.3.1 In arranging this meeting the line-manager should follow the procedure as 

set out in paragraphs 2.2.1- 2.2.3 above. 

2.3.2 At the end of the specified review period the employee's level of attendance 

will be assessed by the line-manager as follows:   

(a) If there has been an improvement, no further action will be taken.  After a 

further six months the Record (see 2.2.3 above) and the Verbal Notice will 

be removed from the individual's file and destroyed.  Should the employee’s 

absence level deteriorate during this six months period the process will be 

dealt with as under 2.3.2 (b) below. 

(b) Where there has been no improvement the HR Manager will consider whether 

there are factors relating to the employee’s absence which suggest that the 

present high level will be temporary.  If such evidence exists the HR Manager 

and line-manager will decide whether to institute a further period of review.  

Where such evidence does not exist the line-manager will issue a First 

Written Warning, progress the matter to Stage 3 and arrange a further 

formal meeting with the employee. 

2.4 STAGE 3: Third Formal Meeting 

2.4.1  In arranging this meeting the line-manager should follow the procedure as 

set out in paragraphs 2.2.1-2.2.3 above. 

2.4.2 At the end of the specified review period the employee’s level of attendance 

will be assessed by the HR Manager and line-manager as follows:   

(a) If there has been an improvement, no further action will be taken.  After a 

further six months the Record, Verbal Notice (see 2.3.2(a) above) and the 

First Written Warning will be removed from the individual's file and 
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destroyed.  Should the employee’s absence level deteriorate during this six 

months period the process will be dealt with as under 2.4.2(b) below. 

(b) Where there has been no improvement the HR Manager and line-manager 

will consider whether there are factors relating to the employee’s absence 

which suggest that the present high level will be temporary.  If such evidence 

exists the line-manager will decide whether to institute a further period of 

review.  Where such evidence does not exist the line-manager will issue a 

Final Written Notice, progress the matter to Stage 4 and arrange a further 

formal meeting with the employee where the termination of the employee’s 

contract of employment will be considered. 

2.5 STAGE 4: Fourth Formal Meeting 

2.5.1 The employee must be informed in writing of the purpose of the meeting and 

given at least five working days notice of its date, time and place.  The 

meeting will be chaired by the Operations Manager and attended by the 

relevant line-manager and by the HR Manager.  Where the Operations 

Manager is the line-manager, the meeting will be attended by two members 

of the Management Committee, one of whom shall chair the meeting.  The 

employee must be informed that s/he may be accompanied at the meeting 

by a trade union or other representative. 

2.5.2 Prior to the meeting, management shall attempt to meet with the employee 

and her/his representative to explore practical and mutually agreeable 

alternatives to dismissal. The outcome will be reported to the Stage 4 

meeting.  At this meeting the line-manager will present a historical record of 

the employee's attendance.  The employee will have the right to submit any 

medical evidence and the Association will have the right to obtain a medical 

report from the employee’s GP, Consultant or an occupational health unit 

(paid for by the Association).  The employee will be given the opportunity to 

explain the reasons for her/his absence and any mitigating circumstances.  

The Operations Manager (or Chair/MC members) will consider the case 

carefully and will decide whether or not the employee’s employment contract 

should be terminated on the grounds of incapability due to ill health or poor 

attendance.  The Operations Manager (or Chair) will inform the parties of the 

decision and confirm it in writing to all relevant parties within five working 

days. 

2.5.3 If it is decided to terminate the employee’s contract, the HR Manager (or 

Operations Manager) must inform the employee at the meeting of her/his 

right of appeal against dismissal in accordance with paragraph 4.3 below.  

The employee will have ten working days from the date of being informed in 

which to make an appeal. 

LONG TERM SICKNESS ABSENCE 

3. Introduction 

Sickness absence of one month or more is generally considered to be long-term 

absence.  Individuals may be absent on long term sick leave for a variety of reasons 

(e.g., injury, operation, convalescence from illness, diagnosis of a long term 

disability, terminal illness, etc.) and any action taken will vary according to the 
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circumstances of the particular case.. 

When a disabled employee is on long-term sick leave related to their disability or 

they are at risk of a cut in pay, the onus will be on The Association to provide 

convincing justification for not maintaining full pay for the period of absence in 

accordance with the DDA.   

 3.1 Informal Meeting 

Where an employee has been absent for more than two months and there is no 

identified return date in the near future, the HR Manager will contact the member 

of staff to arrange an informal welfare meeting to discuss their current situation and 

when a return to work can reasonably be expected.  The employee will have the 

right to be accompanied by a trade union representative or friend. The response 

will determine the next stage in the process, as the options will depend on the 

individual circumstances.  In the event that the employee is too ill to attend the 

meeting, the manager will seek to obtain the necessary information from them in 

an appropriate manner, e.g. by home visit or via their trade union or other 

representative. 

3.2 Referral to the Agreed Occupational Health Unit 

If a date for return to work cannot be established, the employee will be asked to 

attend, at the Association’s expense, a medical examination at an Occupational 

Health Unit to obtain an expert assessment of her/his fitness for work.  The 

employee will be provided with a copy of the letter to the Occupational Health Unit 

and a copy of the medical report.  On the basis of the medical report, the options 

are likely to be one of those outlined below. 

3.3 Fit to Continue in Present Job 

If the line-manager is advised that the employee is fit to continue in her/his current 

job in the near future, the recommendation should be discussed with the employee 

as soon as possible. This should be done at a formal meeting attended by the HR 

Manager and line-manager, the employee and, if s/he wishes, their representative.  

The outcome of the meeting must be confirmed in writing by the line-manager and 

placed on the employee’s personnel file by the HR Manager.  

3.4 Unfit to Continue in Present Job - Consider Adjustments or 

Alternative Employment 

Whilst the Association is under no obligation to create a specific job for an employee 

who becomes permanently unfit to undertake her/his contractual duties, every 

effort will be made to make reasonable adjustments or to find alternative 

employment which is compatible with the medical limitations of the employee.  The 

employee should be asked to attend a formal meeting with the Operations Manger 

and HR Manager and the employee’s representative so that possible reasonable 

adjustments or alternative employment can be explored. The meeting will attempt 

to identify which type of adjustments or jobs at the Association would be suitable 

for the employee and the feasibility of redeployment. Thereafter, either adjustments 

will be carried out or an alternative job will be offered. If neither is possible, it may 

be necessary to proceed to dismissal on grounds of capability.  
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3.5 Incapable of Any Work for the Foreseeable Future 

Where the Medical Officer advises that the employee is incapable of carrying out 

her/his current job description for the foreseeable future and reasonable 

adjustments are not feasible, and where suitable alternative employment cannot be 

offered, the employee should be asked to attend a formal meeting with the 

Operations Manager and HR Manager and the employee’s representative to discuss 

the situation and the content of the medical report. The outcome of this meeting 

will be dismissal on grounds of ill-health and the employee will be entitled to fully 

paid contractual (or statutory if longer) notice. 

3.6 Terminal Illness 

The Association will approach cases of terminal illness with as much sensitivity and 

flexibility as possible.  Where a line-manager becomes aware that s/he is dealing 

with an employee whose absence is due to a terminal illness, they should seek 

confidential advice from the Operations Manager, HR Manager and, where 

appropriate, from the employee’s GP, Consultant or an Occupational Health Unit.  

Each case needs to be dealt with separately depending, in particular, on the medical 

prognosis and the possible effect on the employee of terminating her/his 

employment.  If the affected employee wishes, the Association will make every 

effort to facilitate her/him in continuing to work for as long as possible, either on a 

full or part time basis, or with periods of absence to take rests from work.  In such 

cases, the Management Committee may use its discretion to extend sick pay, as 

appropriate. 

APPEALS 

4.1 Appeal Against Management Action (except dismissal) 

If a member of staff is dissatisfied with any management action taken against them, 

they may take out a formal grievance in accordance with the Association’s Grievance 

Procedure.  The grievance must be taken out within five working days of the action 

or decision being complained about. 

4.2 Appeal Against Occupational Health Unit Findings 

If a member of staff disagrees with the opinion expressed by the Occupational 

Health Unit they will be given the option, at their own expense, to obtain an 

additional expert opinion.  Upon receipt of a second opinion, the case will be referred 

again to the Occupational Health Unit who will be asked to review the original advice 

in light of any new information that has been produced.  Where there remains a 

difference of opinion, the Association will observe the advice given by the 

Occupational Health Unit and appropriate management action will be taken as 

detailed above.  

4.3 Appeal Against Decision to Terminate Employment 

All employees may appeal to the Management Board against the decision to 

terminate their employment.  Appeals must be made within ten working days of the 

date on which the employee was informed of the dismissal, by writing to the Chair. 
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4.4 Grounds for Appeal 

The grounds for appeal may be as follows: 

(a) severity of the decision; 

(b) failure to adhere to the agreed procedure; 

(c) mitigating circumstances. 

4.5  Format of the Appeal Hearing 

4.5.1 Appeal hearings will have the following format: 

(a) the employee or her/his representative will present their case for the appeal; 

(b) the manager will then present the case against the appeal; 

(c) members of the panel can question both parties in turn; 

(d) both parties will be invited to sum up, with the manager summing up first. 

4.5.2 The Management Board who form the Appeals Panel will hear and consider 

the case. The employee will be informed of the decision in writing within five 

working days of the appeal being heard. The decision of the Panel is final. 
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1 Definition 

A "disabled person" is legally defined as someone with "a physical or mental 

impairment that has a substantial and long-term adverse effect on his/her ability to 
carry out normal day-to-day activities".  

The effect must be: 

 substantial (more than minor or trivial), and 

 adverse, and 

 long term (it has lasted or is likely to last for at least a year or for the rest 

of the life of the person affected). 

Normal day-to-day activities are activities that are carried out by most people on a 
fairly regular and frequent basis and include: 

 mobility, e.g. being able to walk to the local shop; 

 manual dexterity, e.g. typing; 

 physical co-ordination; 

 continence; 

 ability to lift, carry or otherwise move everyday objects; 

 speaking, hearing or seeing; 

 memory or ability to concentrate, learn or understand; 
 perception of the risk of physical danger. 

Normal day-to-day activities do not necessarily include work activities. It is not 

intended to include activities which are normal only for a particular person or group 

of people, such as playing a musical instrument, or a sport, to a professional 

standard or performing a skilled or specialised task at work. 

2 Disability Discrimination Act 

It is against the Disability Discrimination Act 1995 to discriminate against a disabled 

person:  

 in the recruitment process  

 in their terms and conditions of employment  

 in opportunities for promotion, transfer, training or other benefits  

 by treating them less fairly than other workers  
 by subjecting them to harassment. 

3 What does discrimination mean? 

The following kinds of discrimination are against the law for all organisations, 

regardless of the number of employees: 

a) Direct discrimination 

The law says that an organisation’s treatment of a disabled person amounts to direct 

discrimination if: 

 the treatment is on the grounds of his/her disability; and  

 the treatment is less favourable than the way in which a person not 
having that particular disability is (or would be) treated. 
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b) Failure to comply with a duty to make reasonable adjustments 

An organisation has a duty to make reasonable adjustments for disabled staff when 

a policy or practice or a physical feature of their premises, places the disabled 
person at a substantial disadvantage.  

c) Treating a disabled person less favourably 

The law says that an organisation’s treatment of a disabled person amounts to less 
favourable treatment if: 

 the treatment is for a reason related to their disability; and  
 the treatment is less favourable than the way others would be treated. 

d) Harassment  

Harassment occurs when another person engages in unwanted conduct which may 

violate the disabled person’s dignity or creates an intimidating, hostile, degrading, 

humiliating or offensive environment for that disabled person. 

e) Victimisation 

It is against the law to victimise someone because they have started or taken part 

in legal proceedings under the Disability Discrimination Act or have alleged in good 
faith that someone else could be in breach of the Act.  

4 Adjustments 

Adjustments are steps that prevent the disabled employee from being substantially 
disadvantaged when compared to employees that are not disabled. 

SSV has a duty to make reasonable adjustments if it knows, or could reasonably be 

expected to know, that an employee has a disability; and is likely to be placed at a 

substantial disadvantage by a provision, criterion or practice in the workplace. 

This includes contractual terms and working conditions, or a physical feature of the 

premises.  

4.1 Identifying adjustments 

In some cases an assessment of what reasonable adjustments may be required will 

be necessary and the employee should be consulted about what these may be. 

Organisations that can help with both assessments and with identifying possible 
adjustments include: Jobcentre Plus; or occupational health advisors.  

Once adjustments have been identified, an organisation must decide if the 

adjustments are reasonable for them to make. It is advisable to agree any proposed 
adjustments with the disabled person in question before they are made. 

4.2 Examples of adjustments 

Examples of adjustments could include any of the following or a combination of 

these:  

 allocating some of the disabled person's duties to another person; 

 changing some of the disabled person's duties; 
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 transferring the person to fill an existing vacancy (even if the post is on a 

higher grade);  

 permitting flexible working; 

 altering the person's hours of work; 

 allowing a person to work from home for a period of time; 

 giving or arranging for training or mentoring (whether for the disabled 

person or for other staff); 

 the sickness absence policy is also changed so that disability-related 

sickness is recorded separately; 

 allowing a disabled employee to take a period of disability leave; 

 providing supervision or other support; 

 acquiring or modifying equipment; 

 making adjustments to premises; 

 modifying instructions or reference manuals; 

 providing a reader or interpreter; and or employing a support worker to 
assist a disabled employee (Access To Work may provide this). 
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Examples of Entitlements 

Example 1 

There may be occasions when employees require time off to attend to unexpected 

domestic emergencies such as bereavement, burglary, fire, an accident or injury to 

an immediate relative. For this purpose managers may grant up to 3 days 

compassionate leave. Any extension will be at the discretion of the Association. 

 

Example 2 

The Association will give sympathetic consideration to any hardship or difficulty 

which might arise and necessitate a request for absence from work on 

compassionate grounds.  Such difficulties might include bereavement, illness of a 

close or dependant relative, etc.  Each request for compassionate leave will be 

considered on its merits without recourse to any precedent, and leave may be 

granted with or without pay, or on reduced pay.  Requests for compassionate leave 

should be made through the line manager to the Director or the Management 

Committee. 
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Introduction 

The Association is committed to being open, honest and accountable.  It encourages 

a free and open culture in its dealings between the Management Team and workers.  

 

This policy aims to help Management Team members and staff to raise any serious 

concerns they may have about colleagues or their employer with confidence and 

without having to worry about being victimised, discriminated against or 

disadvantaged in any way as a result.   

 

It is written in the context of the Public Interest Disclosure Act 1998 which protects 

employees who ‘blow the whistle’ on malpractices within their organisation. 

 

What types of concerns? 
The policy is intended to deal with serious or sensitive concerns about wrong doings 

such as the following: 

 

 a criminal offence 

 a failure to comply with any legal obligation 

 a miscarriage of justice 

 a health and safety risk to an individual 

 damage to the environment 

 fraud or corruption 

 the mistreatment of service users 

 unauthorised use of the Associations money 

 breaches and abuses of the Associations own policies 

 or concealment of the above. 
  

It is not necessary for individuals who raise the concern to prove the wrongdoing 

that is alleged to have occurred or is likely to occur. 

 

However if an individual knowingly or maliciously makes an untrue allegation (e.g. 

in order to cause disruption with the Association), the Association will take 

appropriate disciplinary action against them. It may constitute gross misconduct. 

 

Individuals should note that they will not be protected from the consequences of 

making a disclosure if, by doing so, they commit a criminal offence. 

 

This policy does not deal with any complaints staff may have about their 

employment.  This should be dealt with through the Association’s Grievance 

Procedure. 

 

The Association’s Bullying and Harassment policy offers protection to workers 

against harassment, bullying and discrimination. 

 

Volunteers should make complaints or raise concerns through the Volunteer 

Complaints Procedure. 

 

Service users should make complaints or raise concerns through the Service Users 

Complaints Procedure. 

 

How to raise a concern in the workplace 
The officers designated to handle whistleblowing concerns is the Operations 

Manager and HR Manager these shall be known as the Whistleblowing Officers. 
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Individuals should in most cases, first report their concern to their line- manager, 

who is expected to respond to that matter.  If the relevant manager cannot deal 

with the matter, he or she will refer the concern to the Whistleblowing Officer. 

 

Dependent on the seriousness and sensitivity of the matter, and who is suspected 

of the wrongdoing, the individual can, if necessary report directly to the 

Whistleblowing Officer.  If the matter concerns one of the Whistleblowing Officers, 

it should be raised with the Chair of Directors. 

 

Individuals are encouraged to raise their concerns in writing where possible, setting 

out the background and history of their concerns (giving names, dates and places 

where possible) and indicating the reasons for their concerns.   

 

Employees may wish to seek the assistance of their trade union representative 

before raising the concern.  The trade union representative may, where the 

employee so desires, raise the concern on behalf of the employee.  Employees may 

also invite a trade union representative or colleague to be present during any 

meetings or interviews about the concerns they have raised. 

 

If any individual is unsure whether to use this procedure or they want independent 

advice at any stage, they should contact their trade union representative. 

 

Disclosures made to a legal advisor in the course of obtaining legal advice will be 

protected under the Public Interest Disclosure Act. 

 

If the individual reasonably believes that the matter relates wholly or mainly to the 

conduct of a person or body other than the Association or any other matter for 

which a person or body other than the Association has legal responsibility, the 

disclosure should be made to that other person or body. 

 

Protecting the individual raising the concern 
If an individual raises a concern which they believe to be true, the Association will 

take appropriate action to protect the individual from any harassment, victimisation 

or bullying.  Employees who raise a genuine concern under this policy will not be at 

risk of losing their job, nor will it influence any unrelated disciplinary action or 

redundancy procedures. 

 

The matter will be treated confidentially if the individual requests it and their name 

or position will be not be revealed without their permission unless the Association 

has to do so by law.  If in other circumstances the concern cannot be resolved 

without revealing the individual’s identity, the Whistleblowing Officer will discuss 

with the individual whether and how to proceed.   

 

Concerns raised anonymously tend to be far less effective but the Whistleblowing 

Officer will decide whether or not to consider the matter taking into account: 

 the seriousness of the matter 

 whether the concern is believable 

 whether an investigation can be carried out based on the information provided. 

 

How the Association will deal with the concern 
How the concern will be dealt with, will depend on what it involves.  It is likely that 

further enquiries and/or investigation will be necessary.  The concern may be 

investigated by the Association’s Whistleblowing Officers, the Chair of Directors, 

through the disciplinary process or it may be referred to the police, other agencies 

an external auditor or an independent investigator. 

 

It may be necessary for the individual to give evidence in criminal or disciplinary 

proceedings. 
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The Association will give the individual feedback on the progress and outcome of 

any investigation wherever possible. 

 

If the suspicions are not confirmed by an investigation, the matter will be closed.  

Staff will not be treated or regarded any differently for raising the concern, and their 

confidentiality will continue to be protected. 
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1. Introduction and Policy Statement 

Where the conditions of service delivery or its associated tasks require staff to work 

alone, both the individual staff member and the line-manager have a duty to assess 

and reduce the risks which lone working presents. 

2. Purpose 

This policy is designed to alert staff to the risks presented by lone working to identify 

the responsibilities each person has in this situation, and to describe procedures 

which will minimise such risks. It is not intended to raise anxiety unnecessarily, but 

to give staff a framework for managing potentially risky situations.  

3. Scope 

This policy applies to all staff who may be working alone, at anytime, in any of the 

situations described in the definition below. 

4. Context 

Services are increasing being offered on a seven day basis and some service users 

may be angry, frightened, or under the influence of drugs and alcohol. 

Communication maybe difficult, due to impairment or emotional state. Outreach 

workers may work with service users in their own home, this may well be outside 

normal office hours and may involve accompanying service users in public places. 

On occasion staff may also work from their own home. Staff working out in the 

community faces the same risks as anyone else, as well as those directly related to 

their work, and the Associations premises may be the target of criminal activity. 

Within the Associations overall policy, support for lone workers is an essential part 

which includes: 

 A commitment to support staff and managers both in establishing and 

maintaining safer working practices 

 Recognising and reducing risk 

 A commitment to the provision of appropriate support for staff 

 A clear understanding of responsibilities 

 The priority placed on the safety of the individual over property 

 A commitment to providing appropriate training staff 

Equipment such as mobile phones, personal alarms and torches will be made 

available as appropriate.  
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5. Definition  

Within this document, ‘lone working’ refers to situations where the staff in the 

course of their duties works alone in the community, in the homes of service users 

or in their own home, or maybe the only staff member presents in the office. They 

will be physically isolated from colleagues, and without access to immediate 

assistance.  

6. Mandatory Procedures 

Please note under no circumstances do outreach/sessional staff work alone out in 

the community. Outreach/sessional workers will work in teams and will then be 

broke down into groups of two or three. Outreach/sessional staff are required to 

read and practice the buddy system policy which has been put into place for their 

own safety. 

6.1 Security of buildings 

6.1.1 Managers are responsible for ensuring that all appropriate steps are taken 

to control access to the building, and that emergency exits are accessible. 

6.1.2 Alarm systems must be tested regularly. 

61.3 Key codes for access should be changed from time to time, and as a matter 

of course if a breach of security is expected. 

6.1.4 Staff working alone must ensure they are familiar with exits and alarms. 

6.1.5 There must be access to a telephone and first aid equipment for staff working 

alone. 

6.1.6 If there is any indication that a building has been broken into, a staff member 

must not enter alone, but must wait for back up. 

6.1.7 In buildings where staff may be working with service users in relative 

isolation, there should be in relative isolation, there should be an agreed 

system in place to alert colleagues in an emergency. 

 

6.2 Personal Safety 
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6.2.1 Staff must not assume that having a mobile phone and a backup plan is a 

sufficient safeguard in itself. The first priority is a plan for a reduction of risk. 

6.2.2 Staff should take all reasonable precautions to ensure their own safety, as 

they would in any other circumstances. 

6.2.3 Before working alone, an assessment of the risks involved should be made 

in conjunction with the line-manager. 

6.2.4 Staff must inform their line-manager when they will be working alone giving 

accurate details of their location and following an agreed plan to inform the 

task is completed. This includes occasions when a staff member expects to 

go home following a visit rather returning to their place of work. 

6.2.5 Managers must ensure that there is a robust system in place for signing in 

and out, and that staff use it. 

6.2.6 Staff such as outreach workers who work to a pre planned programme, must 

inform their line-manager if they deviate from the programme.  

6.2.7 If a member of staff does not report in as expected, an agreed plan should 

be put in operation, initially to check on the situation and then respond as 

appropriate. 

6.2.8 Arrangements for contacts and response should be tailored to the needs and 

nature of the team. Issues to take into account should include:  

 Staffing levels and availability – developing links with a residential 

establishment may be the best out of hours solution. 

 The identified risks. 

 Measures in place to reduce those risks. 

6.2.9 Where staff work alone for extended periods and/or on a regular basis, 

managers must make provision for regular contact, both to monitor the 

situation and to counter the effects of working in isolation.  

6.2.10 Staff working in the community should be issued with a mobile phone; they 

are responsible for checking that is changed, in working order, and with 

sufficient credit remaining with the relevant provider. Personal alarms may 

also be provided. 
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6.2.11 Staff should take particular care if transporting service users in their own 

cars. 

6.3 Assessment of risk 

6.3.1 In drawing up and recording an assessment of risk the following issues should 

be considered, as appropriate to the circumstances: 

 The environment – location, security, access. 

 The context – nature of the task, any special circumstances. 

 The individuals concerned – indicators of potential or actual risks. 

 History – any previous incidents in similar situations. 

 Any other special circumstances. 

6.3.2 All available information should be taken into account and checked or 

updated as necessary. 

6.3.3 Where there is any reasonable doubt about safety of a lone worker in a given 

situation, consideration should be given to sending a second worker or 

making other arrangements to complete the task. 

6.4 Planning 

6.4.1 Staff should be fully briefed in relation to risk as well as the task itself. 

6.4.2 Plans for responding to individual service users who present a known risk 

should be regularly reviewed and discussed with the staff team. 

6.4.3 Communication, checking in and fallback arrangements must be in place.  

6.4.4 The line-manager is responsible for agreeing and facilitating these 

arrangements, which should be tailored to the operating conditions affecting 

the team.  

6.5 Reporting 

6.5.1 The identified person de-brief in the first instance; if this is not the staff 

member’s line-manager, that manager should be informed as soon as 

practicable, and continue the process. 

6.6 Staff working at home 
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6.6.1 Staff working from their own home should take every reasonable precaution 

to ensure that their address and telephone number remain confidential. 

6.6.2 There should be regular contact with their line-manager if working at home 

for extended periods, and an appropriate reporting-in system should be used 

if making visits from home. 

7. Practice Guidance 

7.1 Personal Safety 

7.1.1 Reasonable precautions might include: 

 Checking directions for the destination. 

 Checking whether a service user s known to present a risk and the 

agreed plan for working with them. 

 Ensuring your car, if used, is road worthy and has breakdown cover. 

 Avoiding where possible poorly lit or deserted areas. 

 Taking care when entering or leaving buildings. 

 Ensuring that items such as laptops or mobile phones are carried 

discreetly. 

7.1.2 The agreed plan for contact or emergency response maybe a standard one 

for the team or specific to the individual situation. It should be recorded and 

readily accessible by the identified person, and up-dated as necessary. It 

may be appropriate to agree a code word or phrase to indicate that 

assistance is required. 

7.1.3 Managers should be particularly aware of the importance of such 

arrangements for staff that live alone. 

7.1.4 When visiting a home where a risk staff should check that their clothing (tie, 

scarf earrings etc) will not offer an assailant an advantage.  

7.2 Assessment of risk 

7.2.1 Special circumstances may include the most recent events and service user's 

response, the indication of alcohol or substance use, the presence of a dog, 

r any other factors specific to the situation which might affect the 

assessment. 
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8. Monitoring and Review 

8.1 The ongoing implementation of the Lone Working Policy will be monitored 

through the supervision process. 

8.2 Lone working and risk assessment will be regular agenda items for team 

meetings. 

8.3 Any member of staff with a concern regarding these issues should ensure that 

it is discussed with their line-manager or with the whole team, as appropriate. 

8.4 The policy will be reviewed as part of the regular cycle of reviews, unless 

changing circumstance requires an earlier review. 

Personal Safety 

It is not wise to rely on alarm systems or breakaway techniques to get you out of 

trouble – there are a number of things you can do to avoid trouble in the first place. 

The Association has a responsibility as an employer to ensure the health, safety and 

welfare of staff, but employees also have a duty to take reasonable care themselves. 

This is not about raising anxiety levels, but about recognising potential dangers and 

taking positive steps to reduce risk, for yourself and for the service users in your 

care.  

Be aware of the environment 

 Know what measures are in place where you work; check out alarm 

systems and procedures, exits and entrances, and the location of the first 

aid supplies. 

 Make sure that your car and mobile phone are in god working order, and 

that electrical and other mechanical equipment are safe to use.  

 If your work takes you into areas which are isolated, poorly lit at night or 

known for high crime rates, arrange to check in when the visit is over, or 

work with a partner. 

 Of a potentially violent situation occurs, be aware of what might be used as 

a weapon against you, and of possible escape routes. 

 

Be aware of yourself 
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 Think about your body language. What message are you giving? 

 Think about your tone of voice and choice words. Avoid anything which 

could be seen as sarcastic or patronising. 

 Think about what you are wearing. Is it suitable for the task? Does it 

hamper your movement? What signals does it send out? In a potentially 

risky situation, does a scarf or tie offer an opportunity to an assailant? 

 Be aware of your own triggers – the things that make you angry or upset.  

Be aware of other people 

 Take note of their non verbal signals 

 Be aware of their triggers 

 Do not crowd people give them their own space 

 Make realistic estimate of the time you will need to do something, and don’t 

make promises which can’t be kept, either on your own or on someone else’s 

behalf. 

 Be aware of the context of your meeting – are they already angry or upset 

before you meet, and for what reason? 

 Listen to them, and show them you are listening. 

Assessment of risk 

Staff making an initial visit should have access to all the relevant information in 

order to make reasoned judgment on any potential risk. Agencies must be 

encouraged to share all relevant information when making a referral for a service, 

and protocols agreed where appropriate. The following issues should be considered, 

as appropriate to the circumstances:  

 The environment – location, security, access 

 The context – nature of the task, special circumstances, likely 

outcomes 

 The individual concerned – indicators of potential  actual risk 

 History – any previous incidents in similar situations 

 

 

 

 

 

 

1. Assessment 
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The environment 

 It is the responsibility of the line-manager to assess the risks presented 

by the building itself – access, layout, furnishings, lighting, and 

temperature control – and to take appropriate action. 

 Alarm system must be accessible, and tested regularly. 

 All staff must be familiar with the alarms, and be given clear 

instructions on how to respond to them.  

 If service users are being accompanied on transport or in a public 

place, or visited at home, there must be an appropriate assessment of 

the risks this might present. 

Personal  

 In order to make a complete assessment, any history of challenging 

behaviour should be investigates.  

 Any information regarding known triggers must be recorded. 

 Staff must be aware of the effect they may have on the situation 

through their verbal and non verbal communication, and take steps to 

avoid provocation. 

Sharing Information 

 Information should be shared with due regard to issues of confidentiality 

and data protection. 

 Where service users may be known to other agencies, staff should inform 

that agency of incidents and of the specific care plan currently being 

implemented. 
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Introduction 

We regard our computer systems as a vital and integral part of our business and so 

expect you to use computers responsibly and only for the purposes of our business.  

We will treat seriously any actual, attempted or suspected infringement of this 

computer policy and may take disciplinary action, which could result in dismissal on 

the grounds of gross misconduct in serious cases, against anyone acting or 

attempting to act in breach of this policy. 

Hardware 

Rules regarding the use of hardware: 

a) No equipment must be moved without the consent of Office Manager 

b) No equipment must be attached to the network without the consent of the 

Office Manger. 

c) No equipment may be modified without the consent of the Office Manager. 

d) All equipment must be treated with due care and attention and maintained 

in a condition and environment conducive to good working order and long 

life.  Any fault, loss or damage must be reported to the Office Manager 

without delay.   

e) All equipment must be logged off correctly and powered down when not in 

use for long periods of time. 

f) Laptops must be kept secure when taken off site.  Do not leave them 

unattended.  You are required to take reasonable measures to minimise the 

risk of loss of SSV data and software through theft.  Particular care needs to 

be taken to ensure that laptops and any storage media containing software 

and SSV data are not left unattended in vehicles or any other non-secure 

place.   

Software 

The PC will be set up by the Office Manager and must not be altered by the user. 

You are only authorised to use systems and have access to information that is 

relevant to your job.  You should neither seek information nor use systems outside 

these criteria.  Unauthorised access to any of the SSV's computers or network 

devices is a breach of this policy and will lead to disciplinary action.  

Standard operating procedures must be followed at all times when using software.  

Where no procedures exist staff should consult their line-manager and follow any 

instructions given. 

Under no circumstances may you purchase or load any software without approval 

from the Office Manager.  This includes games, screen savers, wallpaper, downloads 

from the Internet and email attachments.  If a specific application programme is 

necessary for your work, then the SSV will consider its purchase for your use.  

It is illegal to make unauthorised copies of software.  Software issued by the SSV 

for your use is licensed to the SSV and is protected by copyright law.  You must not 

make copies of, or distribute software that has been copied. 

All original software disks CDs, and any storage media should kept with the Office 

Manager.   
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If you receive media from any source, you must have it virus checked by the Office 

Manager.  If you need to bring in media from your home computer, you must get 

permission from the Office Manager before doing so.  Virus protection software must 

be maintained and periodically checked.  It is mandatory that you re-boot your 

computer daily with the anti virus software to ensure that no viruses are present. 

Storage media, such as floppy disks, CDs or memory sticks, which contain work 

related material form part of the intellectual property of the SSV and, because of 

the ease of portability of such sensitive commercial material, particular caution 

should be exercised when using, storing or transporting storage media whether 

within or outside the SSV's premises. 

Passwords 

To access various software programs you may have been given a user name and 

password.  These passwords are personal to you.  Do not write them down where 

they may be seen by anyone else.   

You are responsible for all actions undertaken whilst logged on to any system using 

your user name and password.  You should not therefore allow anyone else to use 

your access rights and password. 

From time to time you may be asked to give your password to another person.  You 

should not divulge passwords to anyone without the permission from the Operations 

Manager.  You should immediately ask for your password to be changed. 

You should not disclose any information concerning the SSV's systems that make 

them vulnerable to a third party. 

If you require further systems access beyond that currently authorised you must 

contact the Office Manager. 

If you believe another employee may have learnt one of your passwords you should 

change it immediately.  Change your password no less frequently than once every 

ninety days.  When changing your password, do not use words that contain personal 

data.  If you have any suspicion that any other user knows your password, then it 

is your responsibility to report it to the Office Manager immediately. 

Email 

Your email address can receive emails from anyone connected to the Internet.  You 

should limit the frequency of personal emails, which should be dealt with outside of 

normal office hours.  You should ensure that your correspondents know that they 

should not send you “humorous” or illegal attachments such as pictures or 

executable programs.  All external non-work related email messages should be 

deleted on receipt.  Anyone found with offensive or pornographic material on his or 

her computer will be subject to investigation, which could result in disciplinary 

action and dismissal with out notice for instances of gross misconduct.   

SSV reserves the right to access and monitor any or all areas of any computer and 

computer software systems which it owns (including email boxes and messages and 

telephone calls) from time to time for business reasons and training purposes.  You 

should not therefore assume that any information held on the computer is private 

and confidential to you.   
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If you receive an email from an unknown source, or “junk” email you should delete 

this from your system immediately without opening it as it may contain a virus. 

Emails may contain file attachments.  These should not be opened unless they are 

received from a trusted source, i.e. from another known SSV, employee or 

representative.  If in doubt, forward the email to the Office Manager for verification. 

Confidential information about or relating to the business of SSV, its service users, 

suppliers or contacts should not be transmitted outside the SSV via email unless 

done so in the course of business.  You should ensure there is no infringement of 

copyright when adding attachments to emails.  Confidential information should not 

be left on display on an unattended workstation. 

Regular housekeeping is required to delete unwanted emails to prevent the file 

server filling up. 

You must not distribute sensitive commercial data concerning the SSV to 

competitive sources.  Doing so may result in disciplinary action leading to your 

dismissal without notice for gross misconduct. 

Guidance for appropriate use 

Email is a non-secure medium and care should be taken when composing, sending 

and storing messages.  It is possible messages are not received at their destination 

or that they can be intercepted.  If email services are used for business critical 

communications, you must confirm receipt by another means. 

Outgoing emails should have a footer attached to stress the confidentiality of the 

contents and, where appropriate, should contain a disclaimer. 

Email should be regarded in the same way as any other business communication 

and should be treated as a SSV record.  You should adopt a style and content for 

email, in particular those sent to external recipients that present a professional 

image.  It is recommended that you adopt the same standards for email as for 

letters and memos, although the style may be more informal. 

Confidential information about or relating to the business of the SSV, its prospects, 

suppliers or contacts should not be transmitted outside the SSV via email unless 

done so in the course of business and sufficient steps are taken to safeguard 

security. 

Employees must take reasonable steps to guard against unauthorised access to, 

alteration, accidental loss, disclosure or destruction of data. 

Inappropriate use 

You must not send internally or externally or obtain material (whether in the form 

of text or images) which is libellous or defamatory, illegal, obscene, sexually 

explicit, bullying, discriminatory or disparaging of others particularly in respect of 

their race, national origins, sex, sexual orientation, age, disability, religious or 

political beliefs. 

You are reminded that material that you find acceptable might be offensive to 

others.  It is recommended that you take care and give sufficient thought to what 
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you send.  Messages can be misconstrued and should not become a substitute for 

"one to one" conversations.  You should not send humorous material to business 

contacts.  It can frequently be misunderstood or cause offence.  In particular, the 

SSV recommends that criticisms or complaints are not dealt with by email. 

Examples of inappropriate use include, but are not limited to: 

a) Sending, receiving, downloading or displaying or disseminating material that 

insults, causes offence or harasses others 

b) Accessing pornographic, racist or other inappropriate or unlawful material 

c) Engaging in on-line chat rooms, on-line gambling sites, social networking 

sites or blogging 

d) Forwarding electronic chain letters or similar material 

e) Downloading or disseminating copyright materials 

f) Transmitting confidential information about the SSV or its service users 

externally and not in the course of the SSV’s business 

g) Downloading or playing computer games 

h) Copying or downloading software 

  

Serious instances of inappropriate use may be considered gross misconduct and 

lead to your dismissal without notice.  

Internet access 

Some computers have Internet access.  Internet access will be granted for business 

reasons only during working hours.  Usage is limited to work related activities. Some 

examples of inappropriate internet use are listed above. 

Under no circumstances must users download files without the consent of your line-

manager. 

Anyone believed to have been visiting pornographic sites, downloading or circulating 

pornographic material or other non-business material will be subject to disciplinary 

action.  Offences of this nature may be considered gross misconduct and lead to 

your dismissal without notice, and if necessary, the police will be informed. 

Please note that the main servers maintain a record of Internet access by user and 

these will be monitored as necessary and results forwarded to line managers and 

the police, if appropriate. 

Data backup 

You are responsible for the back up of your own data held on your personal 

computer’s hard drive.  Details of this procedure are available from the Office 

Manager. 
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Who can apply? 

 

In order to make a request under the new right an individual will: 

 be an employee  

 have a child aged 16 or under or under 18 in the case of a disabled child (i.e. 

entitled to Disability Living Allowance) or be a carer of an adult who is in 

need of care 

 be – the mother, father, adopter, guardian, special guardian, foster parent 

or private foster carer of the child or a person who has been granted a 

residence order in respect of a child; or 

be – married to or the partner or civil partner of the child’s mother, father, 

adopter, guardian, special guardian, foster parent or private foster carer or 

of a person who has been granted a residence order in respect of a child 

 have worked with their employer continuously for at least 26 weeks at the 

date the application is made   

 in the case of parents have or expect to have responsibility for the child’s 

upbringing and be making the application to enable them to care for the child  

 in the case of carers of adults there is no definition of care under the 

legislation but the request must be for the purpose of caring for the adult 

 not be an agency worker or bank/casual staff   

 not have made another application to work flexibly under the right during 

the past twelve months. 

 

What kind of changes can be applied for? 

 

Eligible employees will be able to request: 

 change to the hours they work  

 a change to the times when they are required to work   

 to work from home  

This covers working patterns such as annualised hours, compressed hours, 

flexitime, home working, job-sharing, self-rostering, shift working, staggered hours 

and term-time working  

 

The procedure  

It is up to the employee to make a considered application in writing, giving reasons 

as to why the change is requested and how it will operate. They are only able to 

make one application a year under the right, and accepted applications will mean a 

permanent change to the employee’s own terms and conditions of employment 

unless otherwise agreed between both parties. It is important therefore that, before 

making an application, the employee gives careful consideration to which working 

pattern will help them best care for the child or adult; any financial implications it 

might have on them in cases where the desired working pattern will involve a drop 

in salary; and any effects it will have on their employer’s business and how these 

might be accommodated.  

Within 28 days of receiving the request, SSV will agree to the request in writing or 

arrange to meet with the employee. This provides the employer and the employee 
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with the opportunity to explore the proposed work pattern in depth, and to discuss 

how best it might be accommodated. It also provides an opportunity to consider 

other alternative working patterns should there be problems in accommodating the 

work pattern outlined in the employee’s application. The employee can, if they want, 

bring with them a worker employed by the same employer as a companion.  

Within 14 days after the date of the meeting the SSV will write to the employee to 

either agree to a new work pattern and a start date; or to provide clear business 

grounds as to why the application cannot be accepted and the reason why the 

grounds apply in the circumstances and set out the appeal procedure. In the 

majority of cases this will be the end of the matter.  

There are 8 specific grounds under the law for refusing a request: 

 Burden of additional costs. 

 Detrimental effect on ability to meet customer demand. 

 Inability to reorganise work among existing staff. 

 Inability to recruit additional staff. 

 Detrimental impact on quality. 

 Detrimental impact on performance. 

 Insufficiency of work during the periods the employee proposes to work. 
 Planned structural changes. 

All time periods can be extended where both the employer and the employee 

agree. Any extensions will be recorded in writing by the SSV and copied to the 

employee. 

 

Appealing the decision 

 

The employee has the right to appeal in writing against SSV’s decision within 14 

days of being notified of it. The appeal process is designed to be in keeping with the 

overall aim of the right of encouraging both employer and employee to reach a 

satisfactory outcome at the workplace.  

If an appeal is made, SSV will arrange an appeal meeting to take place within 14 

days after receiving notice of the appeal.  The employee can be accompanied at the 
appeal hearing. 

SSV will inform the employee of the outcome of the appeal in writing within 14 days 
after the date of the meeting. 

If a dispute cannot be resolved between the parties in specific circumstances 
where: 

 the employer has failed to follow the procedure properly; or 

 the decision by the employer to reject an application was based on 
incorrect facts 

the case can be heard by an external body who can provide a remedy to the 
disagreement. 
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Guidance for managers on flexible working 

These are some practical steps for line-managers in considering a request for 

flexible working: 

Job analysis  

Start by doing a brief job analysis of the job in question  

Check if the employee's proposed hours fit with the tasks outlined in the job 
analysis. Are all the tasks necessary? 

If there is a mismatch, consider how the tasks might be divided up differently. 
Could some parts of the job be reallocated or rescheduled?  

Will the impact on clients be beneficial? i.e. the retention of a valued member of 
staff even if it means shorter hours. 

Managing the new arrangements  

How will the new arrangements be supervised and performance measured? 

What will be the impact on the other people you manage?  

Will the long-term benefits of flexible working (such as staff retention and saving 
on recruitment) outweigh the short-term costs of implementing change? 

How often will the arrangement be reviewed? 

Will there be insurance or health and safety considerations  

Impact on the team  

Make sure you advise the other team members of the change in working hours 

and have a plan of action for dealing with any problems that may arise from the 
change. 

Hold regular reviews to ensure the scheme is working well for everyone. 

Use team meetings or find another way to ensure flexible workers remain 
informed and involved members of staff. 

Let them know as new training and job opportunities arise 

Refusing a request  

Sometimes it may be necessary to turn down or postpone a request e.g. for valid 

service reasons. Whatever the reason for refusing a request keep a record of the 

date, reason and circumstances of the refusal on file so that it can be reviewed 
at a later date. 

Let the employee know the reasons for the refusal and give them a timescale 

after which you will consider a new request. 
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Scope of the Procedure 

This procedure is written in accordance with the Statutory Retirement Procedure as 

laid down in the Employment Equality (Age) Regulations 2006 and will be followed 

for all retirements including situations where an employee has continued to work 

beyond the default retirement age of 65 years.  Compulsory retirement below 65 is 

unlawful unless objectively justified. 

The notification procedure applies even if the contract of employment or any other 

documentation provided to the employee states the retirement date.  There is no 

qualification period for an employee to have the right to request to continue to work. 

Definitions 

The normal retirement age for employees is 65 years.  This is also referred to as 

the intended date of retirement.  The national default retirement age as 

contained in the Employment Equality (Age) Regulations 2006 is 65 years (to be 

reviewed by the Government in 2011).  

Pension age is the date from which employees can receive their pension.  In many, 

but not all cases, this is also the time when an employee can retire. 

Stages of the Retirement Procedure 

Stage 1: Notifying the Employee 

If SSV intends to retire an employee it will write to the employee to notify them of 

the following: 

 The intended date of retirement. 

 The employee’s right to make a request to continue to work after their 

normal retirement age.  This can include proposals to change their working 

hours and/or pattern of work.  This will be duly considered by SSV but SSV 

has the right to refuse the request. 

 

The letter will be sent at least six months but not more than twelve months 

before the employee’s intended date of retirement (eg the date of the employee’s 

65th birthday).  If a later retirement date has already been agreed, the notification 

will be sent between six and twelve months before the revised retirement date.   

Stage 2: Employee’s Right to Request to Continue to Work 

If the employee wishes to request to work beyond their retirement date, they must 

write to SSV at least three months before the intended retirement date. 

The letter should also advise whether the employee wishes to continue to work:- 

 Indefinitely or 

 For a stated period or 

 Until a certain date. 
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The employee can also propose a different working pattern or working hours as part 

of their request. 

If SSV has failed to notify the employee of their intended retirement date six months 

before their retirement date, the employee can still make a request not to retire. 

Stage 3: Duty to Consider the Request 

On receipt of the employee’s request, SSV will arrange to meet with the employee 

within 15 working days.  

The meeting will be attended by the employee’s line manager and the Operations 

Manager. 

At the meeting the employee will explain the reasons for their request to continue 

to work beyond the normal retirement date and, if applicable, outline any proposed 

adjustments to their working pattern. 

Right to be Accompanied  

The employee has the right to be accompanied at the meeting by a work colleague 

or trade union representative.   

The employee must take all reasonable steps to attend the meeting.  If the person 

accompanying the employee is not available at the time of the retirement meeting, 

the employee can select an alternative date within ten working days of the date 

originally agreed.  The revised date must be convenient for all parties.   

NB: If SSV is able to agree to the employee’s request without the need for a 

discussion, there is no need to hold a meeting. In such circumstances SSV will 

confirm the new arrangements in writing and amend the employee’s contract as 

applicable. 

Stage 4: Outcome of the Meeting 

SSV can decide one of the following:- 

 To accept the employee’s request, and to confirm the new employment pattern 

(if relevant) and the new intended retirement date.  

 To propose an alternative retirement date and/or working pattern. 

 To reject the request and therefore confirm their wish to retire the employee 

and the date on which the retirement will take effect. 

 

SSV’s decision will be made within 5 working days. The decision will be confirmed 

in writing and dated.   

Right of Appeal 

The employee has the right of appeal against SSV’s decision.  An appeal must be 

made in writing within 10 working days period after the date of the letter notifying 

the employee of SSV’s decision regarding their request.   

 

Stage 5: Appeal Meeting 
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An appeal meeting will be arranged within 10 working days after the appeal is 

received from the employee.  This is the final opportunity for the employee to put 

their case before the employer. 

The employee has the right to be accompanied at the appeal meeting as outlined 

above. 

Outcome of the Appeal Meeting 

SSV can decide one of the following: 

 To accept the employee’s appeal, and to confirm the new employment pattern 

(if relevant) and the new intended retirement date.  

 To propose an alternative working pattern and/or retirement date. 

 To refuse the appeal and confirm the date of retirement. 

 

The decision of the appeal meeting is final and must be confirmed in writing and 

dated. 

Future Retirements 

If SSV agrees to the employee’s request to work longer under the right to request 

procedure, and gives a new date which is six months or less beyond the original 

intended date of retirement, the Association does not have to go through the 

retirement procedure again, and the employee cannot make a further request to 

continue working beyond that date. 

If the new agreed retirement date is more than six months after the previous 

intended date of retirement, the procedure will apply again and the stages 

outlined above will be followed. 
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All members of staff must agree in advance with their line-manager work which 

they intend to undertake outside of their normal working hours and the purpose of 

such work. This can be done by the employee and line-manager agreeing general 

criteria. 

 

In considering whether or not to agree to work being undertaken outside normal 

hours, the line-manager must consider the reasons why it is/will not be possible for 

this work to 

be undertaken within the worker’s normal hours of work. 

 

Work undertaken outside normal working hours will be limited to 5 hours or less in 

any one week. In very exceptional circumstances, the limit for a specific period of 

no more than one month, can be extended by prior agreement to 10 hours per 

week. 

 

TOIL should normally be taken within the organisation’s flexitime scheme (i.e. by 

working core hours only until all toil is taken). Where the employee wishes to take 

½ a day or more as TOIL, this must be agreed in advance with the line manager. 

 

If an employee wishes to take TOIL in conjunction with annual leave, the effect this 

will have on staffing will need to be considered before agreement is given. 

 

When taking TOIL the (time sheet or leave form) should be completed showing 

the  

number of additional hours worked and the relevant date(s). 

 

TOIL must be taken within 4 weeks of it having occurred. In exceptional 

circumstances, the line-manager can extend this time period to 8 weeks. An 

extension beyond this must be agreed by Operations Manager. 
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Under the Association’s probationary period policy two reviews are to be conducted.  

The reviews will cover your work performance and expectations and will provide the 

basis for deciding whether to confirm your employment at the end of the six-month 

period.  Management expectations and performance targets should therefore be 

explicit. The criteria by which your probationary period will be assessed at both the 

six-month and twelve month review, below is the probationary period proforma. 

The two reviews are separate and distinct from the regular supervision received 

during this period.  It is recommended that supervision meetings during the 

probationary period are held frequently and regularly (e.g. every four weeks). 
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SSV Probation Review Form 

 

Employee Name:  

 

Job Title:  

 

Line Manager: 

 

Probationary Period (please circle) 

 

Six Month 

 

Twelve Month 

 

Instructions for Assessing Employee (This should be carried out by Direct Line 

Manager) 

1. Evaluate all factors 

2. Place a (x) in the box, which most indicates your judgment 

3. Consider factors only as they are defined 

4. Comments should be made to support rating for each factor evaluated. 

5. Evaluate the employee based on what he/she has performed during this evaluation 

period.  

1. Quality & Quantity of work: Consider accuracy, neatness, thoroughness. Does 

employee produce an acceptable amount of work, which meets acceptable 

standards?  

      Very Good                                 Unsatisfactory 

       Good                                         Poor  

       Satisfactory  

      Comments:       

2.  Person Specification: Does the employee meet all aspects of the person spec?  

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

     Comments:       

 

 



 137 

3. Induction: Does the employee have a great understanding of SSV’s policies and 

procedures? Does the employee understand SSV’s Vision, Mission & Aims? 

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

      Comments:       

4. Dependability: How reliable is the employee in performing work and following 

instructions?  

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

     Comments:       

5. Relations: How well does employee co-operate and work with other team 

members? Does the employee ask for and offer support to other team members? 

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

      Comments:       

6. Instructions: Does the employee follow management instructions and follow 

procedures?  

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

    Comments:       

7. Initiative: Does the employee start working on things without being told? Does 

the employee wait to be told what to do or does s/he see things that need to be 

done and do them?  

      Very Good                                 Unsatisfactory 

      Good                                         Poor  

      Satisfactory  

      Comments:       
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8. Judgment: Consider the experience, logic and thought that the employee uses in 

arriving at decisions, suggestions and conclusion in performing the duties of this 

job.  

       Very Good                                 Unsatisfactory 

       Good                                         Poor  

       Satisfactory  

    Comments:       

9. Punctuality and attendance: Consider the employee’s promptness in reporting 

to work, respect of break and lunch times and frequency of absences and 

lateness?  

      Very Good                                 Unsatisfactory 

       Good                                         Poor  

       Satisfactory  

      Comments:       

10. Ability to Learn: Does the employee pick up instructions quickly and retain what 

is taught to him/her? Has he/she progressed at an acceptable pace? 

      Very Good                                 Unsatisfactory 

       Good                                         Poor  

       Satisfactory  

      Comments:       

11. Working as a Team: Is the employee able to communicate effectively with 

colleagues and service users? 

      Very Good                                 Unsatisfactory 

       Good                                         Poor  

       Satisfactory  

      Comments:       

 

Signed by Line-manager: 

Date: 

Comments:  
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Signed by Employee: 

Date: 

Comments: 

 

 

 

 

To be completed by the Line-manager  

 

Please complete/delete as appropriate: I have seen and       discussed 

his/her progress and performance. Date induction attended:        

 

I confirm that his/her progress continues to be satisfactory and I recommend 

that his/her appointment should be confirmed. 

 

I confirm that his/her performance now reaches acceptable standards, and I 

recommend that his/her appointment should be confirmed.  

 

I do not consider that his/her performance has improved and have discussed 

this with him/her. I recommend that:  

Probation be extended 

 

The appointment be terminated, and I attach a report  
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What is performance management? 

Performance management is about getting the best from SSV employees in order 

to achieve the best for SSV as an organisation. 

It involves 

 setting clear goals and expectations 

 good communication 

 improving effectiveness 

 developing potential 

 managing behaviour. 

With the following good performance management strategies in place, SSV 

employees will: 

 know what they are expected to do 

 have the right skills, knowledge and ability to be able to do the work 

 feel supported by the organisation in their work 

 be given constructive feedback on their work 

 be able to share and discuss ideas about how the organisation will be successful. 

In practical terms, performance management will involve: 

 setting targets and work plans 

 day to day contact on work issues 

 supervision meetings 

 appraisal meetings 

 learning and development plans 

 ensuring safeguarding issues are raised 

Why this is important? 

When SSV employees are clear about what they need to do in their day to day role, 

what standards they are expected to achieve and feel supported in their job, they 

will be more able to contribute to the goals of the organisation.  Employees are also 

likely to be happier and more enthusiastic in their work and remain in their job.  

Line-managers will also have a better understanding of the strengths and 

weaknesses of their staff.  Good performance management will ensure better use 

of the skills and talents that are available, and improve less effective performance. 

Line-managers will be better able to cope with issues of poor performance and 

repeated misconduct promptly, fairly and openly. 

Benefits of good performance management are many: 

 better motivated staff 

 better relationships between staff and management 

 increased staff retention 

 getting the most out of staff  

 tackle problems early and fairly 

 keeping skills and knowledge within the organisation for longer. 

 

 

Who is going to do it? 
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All staff will be line-managed by a more senior person within the organisation.  This 

person will have a good understanding of the role of line-manager and will be 

properly trained.  They will have a clear understanding of the organisation as a 

whole, its aims and objectives.  They will also have a clear understanding about 

what the staff member is required to do to help achieve these aims and objectives.   

The most senior member of staff the Operations Director will also be managed by a 

representative of the Board of Directors, such as the Chair. 

Preparing targets and work plans 

It is important to set and agree clear goals, with tasks to be completed by specified 

dates and standards to be achieved (e.g. speed of response, accuracy etc).   

The goals can be work-related and also linked to the learning and development of 

the individual.  They should also relate to the overall objectives for the organisation, 

which will be listed in your business plan. 

These goals, tasks and standards can be listed in a work plan which the employee 

can add to and update as they achieve their work through the year. 

What is a supervision meeting? 

In addition to day to day communication between line-managers and staff, it is 

useful to hold supervision meetings. 

Supervision meetings are regular, private, uninterrupted meetings held between an 

employee and their line manager.  They should be at set periods e.g. every 4 to 6 

weeks, and should get the priority they deserve and not be postponed or cancelled 

if possible. 

They would normally last about an hour.  Although this will vary they should not be 

too brief to be meaningless, nor unnecessarily too long.  The employee will be 

encouraged to add their own items to the agenda for the meeting.  Alternatively 

there could be a set agenda with standing items, but both parties can add items at 

the start of the meeting (agenda and proforma below).  How much time is spent on 

items will vary depending on the needs of the employee and the organisation.  Some 

items will just be a matter of a quick check between the line-manager and employee 

that there are no outstanding issues.  Other items may require a more in-depth 

discussion. 

The line-manager and employee should look at any work targets and personal 

development objectives, review work plans and cover any other issues or problems 

as well as the next steps to be taken.  They also provide an opportunity to consider 

ongoing support and learning requirements as well as discussing practical issues 

such as leave, TOIL, sickness absence etc. This is also a valuable opportunity for 

the staff member to air any potential safeguarding issues so they can be dealt with 

in the appropriate manner. The line-manager should also fix the date of the next 

meeting at the end of the session.  

It will be the line-managers responsibility to type up the notes of the meeting in the 

format below, the line-manager will then give two copies to the employee one for 

the employee’s records and one for them to sign as a true record of the meeting. 

Once the line-manager receives the signed copy back this must be passed to either 

the Operations Manager or HR Manager to file in the employees personnel file.   
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SSV Supervision Form 

 

Date:  Name of Supervisee: 

Name of Line-manager: 

1) Manager and employee agree the agenda: 
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2) Matters arising from previous meeting: 

 

 

 

 

 

 

 

Action taken/to be taken and by whom: 

3) Review of work done 

 

 What went well and why? 
 What could have been better 

and why? 
 What could be done to make it 

better in the future? 

 

Comments 

 

 

 

 

 

 

 

 

Action taken/to be taken and by 

whom: 
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4) Positive & Constructive 

feedback  

 Achievements 
 Any areas of concern about 

performance or conduct, and 

in relation to the rest of the 
team 

 

Comments 

 

 

 

 

 

 

 

 

Action taken/to be taken and by 

whom: 

5) Checking with the staff 

member 

 Any concerns, difficulties, 
workload issues? 

 Any support needed? 
 What type of support 

(training, coaching etc.)? 

 Training Identified? 
 Safeguarding Issues? 

 

Comments 

 

 

 

 

 

 

Action taken/to be taken and by 

whom: 
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6) Future plans Short term 

plans until next meeting 

 How do they relate to long-
term objectives? 

 How will they be achieved? 

 Review learning and 
development plan 

 

Comments Action taken/to be taken and by 

whom: 

7) Other issues: 

 

 Sickness absence 

 Annual leave 
 TOIL 

 

Comments 

 

 

 

 

 

 

Action taken/to be taken and by 

whom: 

8)    Any other Agenda Items: Comments Action taken/to be taken and by 

whom: 
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Declaration: This is a true record of the supervision meeting held between       and      . 

 

 

Signed by Line-manager: ............................................................... Date: ..................................... 

 

Signed by Supervisee: .................................................................... Date: .................................... 

 

 

Date and location of next meeting: ............................................................................................... 

 

 



Alongside the job description and work plan, this will provide a formal record to help 

managers assess performance, highlight, encourage and praise improvements and 

successes but also recognise where things are going wrong.  Together, the staff member 

and line-manager can analyse and identify any problem and reasons for it, and decide and 

agree on the action to be taken. 

Only if all else fails, or if it is a case of gross misconduct, should disciplinary action be 

considered. 

 

What is an appraisal meeting? 

Appraisal meetings are the yearly review of the employee’s work progress and 

performance.  They are also sometimes called ‘performance and development review’ 

meetings.   Their aim is to consider what has been achieved over the year, reflect on the 

past performance and also to set agreed objectives and training needs for the next 12 

months. 

The nature of the meeting should be that the employee being appraised does most of the 

talking.  Nothing which is said in the appraisal should come as a surprise to the employee. 

Staff members will be asked to complete a self-appraisal form to consider alongside their 

job description and agreed goals from the previous appraisal.  Line-managers will also 

complete a pre-appraisal form and prepare by looking over supervision records, notes 

from the last appraisal and the job description, as well as considering what you would like 

the employee to achieve in the next year. 
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Introduction 

This guidance deals with financial responsibilities of managers in respect of finance and 

accounting matters. It aims to ensure that the requirements of the finance department 

are well defined, and clearly understood by managers. The guidance seeks to ensure the 

effective and efficient administration of the financial management of SSV.  

It is the responsibility of the line-manager to ensure that staff understand and follow the 

requirements and to ensure continuity in their absence. 

Purchase Order Systems 

A purchase order requisition needs to be raised for any orders that amount to £100 or 

more, it needs purchase order then needs to be authorised by the Operations Manager or 

HR/Office Manager. 

Each purchase order is required to have a purchase order number, a project code and 

financial code; this is to ensure that the finance department is able to ensure that all 

invoices go to the correct line-manager for authorisation for payment. (Copy of purchase 

order below) 

Any purchase orders that amount to £200 or more are required to have 3 or more quotes 

attached to it to ensure Value for Money is obtained the Operations Manager or HR/Office 

Manager will not sign purchase orders off unless this procedure is adhered to. 

Purchase orders should be used to ensure the delivery items are correct and then it will 

be the responsibility of the administrator to attach the delivery note and pass to Finance.  

Members of staff that do not follow this system will be personally liable for the cost of that 

particular item or service.   
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SSV Purchase Order Form 

Please complete a purchase order form when requesting to place an order over £100.00. 

All purchase orders need to be authorised through the Operations Manager or HR/Office 

Manager.  

Name of employee requesting goods:  

Purchase order number:  

Project code:  

Financial code:  

 

Company Name and Contact Details: 

 

 

 

 

Order and Quantity: 

 

 

 

 

 

 

 

 

 

Cost: 

Total Cost:  

 

Employee Signature: 

 

 

 

Authorised by:  

 

Signature:  

 

 

Date:  

 

Administrator 

Delivery Date: 

 

 Received by:  

Order correct:  Date sent to 

Finance: 

 

 

 

 

 

 



152 

 

Raising Invoices  

Customer invoices are raised from invoice requisitions sent to Finance by line-managers. 

Invoice requisitions should be raised and sent to Finance as soon as possible to ensure 

that work that SSV deliver is recorded and invoiced appropriately.  

Finance will then raise the invoice accordingly. It is then the Finance teams responsibility 

to copy the invoice sent to the recipient and attach it to this form. Once payment is made 

Finance will then enter the date of payment and which bank statement it appears on for 

audit purposes.     

SSV Customer Invoice 

Name  

Date  

Recipients Contact Name, Address 

&  

Telephone Number 

 

 

 

 

Email Address  

Details of Service Delivered  

Beginning and end of service  

Total Amount of hours  

Total Cost of Service  

Authorised Signature  

Date Sent to Finance  

 

Finance 

Date invoice 

raised: 

 

 Invoice 

Number: 

 

Date payment 

entered 

account: 

 Statement No:  
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Petty Cash 

Petty Cash will be available from the HR/Office Manager; in the event of the HR/Office 

Manager being unavailable the Operations Manager will be able to deal with the request.  

Petty Cash floats are the responsibility of the petty cash holder and as such if any shortfalls 

arise this should be made up by the petty cash holder.  

All authorised expenditure must be reimbursed immediately with the production of a petty 

cash voucher. (Voucher below) 

If cash is handed out prior to expenditure, a signed voucher should be filled in by the float 

manager and signed by both parties and to be kept in place of the money taken out of the 

tin. This voucher can then be attached to the receipt when produced. Please note a petty 

cash voucher does not take the place of an actual receipt, if a receipt is not produced by 

the staff member it is their responsibility to reimburse the petty cash float.  

All petty cash vouchers must be numbered and have a receipt attached then entered onto 

the petty cash reconciliation sheet. The numbers entered on vouchers must correspond to 

the reconciliation sheet. It is the manager’s duty to ensure that petty cash receipts are 

correct and troubleshoot any queries.  

At any given time all petty cash floats, receipts and vouchers must total the value the 

float.  

It is the manager’s duty to ensure that the petty cash float is correct and sign it before 

forwarding it to Finance.  

SSV Petty Cash Receipt 

Date_____________________ No. ________ 

Amount £________________ 

Items  

Charged to  

Received by  

Approved by  

 

Delivery Notes 

All deliveries must be checked before signing, any damages must be notified to the line-

manager. Delivery note must be passed to the administrator to be attached to the 

Purchase Order. 

Payroll 
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Timesheets must be completed monthly by the staff member and approved by their line-

manager. Where time has been spent working in more than one project each department 

manager must approve the hours worked this must be clearly defined on the timesheet 

for auditing purposes. All timesheets must be collated and handed to Finance for payment. 

Payroll reports will be checked against timesheets for accuracy. The BAC’s payment will 

be approved by the Operations Manager. 

Personal Expenses 

This is expenditure incurred by managers on themselves such as travel, parking, working 

lunch and on occasions accommodation. All personal expense forms will be signed off by 

the Operations Manager. Forms will then be collated and passed to Finance on a monthly 

basis. Personal expenses will be reimbursed by BAC’s.  

Signing of Invoices 

All invoices will be grid stamped by the following: 

Received by & Date:  Purchase Order No:  

Finance Code:  Project Code:  

Authorised by:  Date:  

Authorised by:  Date:  

Board Authorisation:  Date:  

BAC’s Schedule No.   Payment Date:  

 

Managers must check: 

 the invoice to the purchase order 

 confirm that the goods/service received are correct and sign 

 ensure that the project code is on the invoice 

 ensure that the finance code is on the invoice 

 

This then needs to be passed the Operations Manager to authorise invoice.  The Operations 

Manager will then pass to Finance who will check the invoice, enter the invoice onto the 

relevant spreadsheet, create a BAC’s schedule and invite a Board member in to authorise 

the payment.   

 

 

Monthly Controls 

 

All postings will be reconciled to the bank statements on all accounts at least once a month 

and any discrepancies identified and corrected.   
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CONFLICT OF INTEREST DISCLOSURE FORM  

 
All employees and Board of Directors must complete the following questionnaire to disclose 

any direct conflict and/or potential conflict between employees and Board Members of SSV 

employees.  

 

 

1. Is your spouse/partner, or any immediate family member, employed by SSV?    

  

 Yes     No  

 

If “Yes”, please list: 

............................................................................................................................

.......................................................................... 

 

2. Do you, your spouse/partner, or any immediate family member, have any business 

and/or professional relationship with SSV employees or any Board Member?    

 Yes     No  

 

If “Yes”, please list: 

............................................................................................................................

.......................................................................... 

 

3. Are there any affiliations (other than those identified above) for which you 

believe you might have a conflict of interest or the public may construed to be a 

conflict of interest with SSV?  

 Yes     No  

 

If “Yes”, please list: 

............................................................................................................................

............................................................................................................................

............................................................................................................................

........................ 

 

4. Please give specific details of the potential nature of concern 

............................................................................................................................

............................................................................................................................

............................................................................................................................

...................................................................................................................... 

 

5. Is there any other information or issues you would like to disclose at this stage? 

............................................................................................................................
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............................................................................................................................

............................................................................................................................

........................................................................................................................... 

 

6. Other comments? 

............................................................................................................................

............................................................................................................................

............................................................................................................................

........................................................................................................................... 

 

 

I hereby certify that, to the best of my knowledge, the information disclosed is accurate.  

 

 

Name: ................................................................. 

 

 

Signature: ................................................... Date: ...................... 
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Recruitment 

Recruiting new staff members is not as straightforward as it sometimes seems. There are 

many things SSV will consider to ensure the organisation employs the best person to do 

the job, and to be sure they do this legally. 

The first thing SSV will consider when appointing someone is how long it actually takes. 

The process involves several stages, all of which can be time consuming. 

From the moment the organisation realises they need to recruit a new member of staff 

there are a series of steps they will take: 

1. Forms: Job Description, Person Specification, Application Form, Monitoring Form 

Even if this recruitment is replacing an existing person, SSV will review the job 

description and person specification to ensure it is appropriate and up to date. 

2. Pay: Job Evaluation, Market, Equal Pay 

How much are you prepared to pay the new post holder?  

3. Advertising: Press, Internet, word of mouth 

SSV will use various different methods to advertise their vacant posts these may 

include the Leicester Mercury, industry magazines, internet etc. SSV will also 

advertise internally. 

4. Panel: Appropriate, Expert 

SSV will be sure that the panel they put together to recruit has appropriate 

interviewing skills and/or experience, and includes at least one person who has a 

good understanding of the job. 

5. Short listing: Scoring systems 

Before interviewing the interview panel will get together to look at the 

applications received to make a shortlist, using a consistent scoring system.  

6. Interviewing: fairness, Scoring, Presentations 

The interview panel will score candidates in a fair way, this will be measured by the 

answers candidates give against some model answers/words. All questions will be 

the same for each candidate and no leading questions will be asked. This is to make 

the process fair. In some roles candidates will be asked to deliver a presentation, 

again this will be scored in a fair way. If a presentation is required, candidates will 

be given the topic information in their interview letter so they have enough time to 

prepare. All score sheets will be signed off by the interview panel as a true record.   

7. Appointment 

Once the interview panel have decided on who they want to appoint, they will 

initially offer the candidate the job in writing on the condition of satisfactory 

references and CRB checks. 

8. References 

SSV will not let the candidate start work for the organisation until they have 

collected references that they are satisfied with, checked eligibility to work in the 

UK and completed legally required checks such as Criminal Records Bureau 

disclosure checks. 



160 

 

Let’s look at a timeline below: 

 

 

Even with all these assumptions the whole thing, start to finish, can take up to ten to 

twelve weeks. So from the moment you decided to appoint someone and the moment you 

appoint, you can assume a period of at least three months. And don’t forget, things can 

take longer: a person may have to give two months’ notice, panels may not have dates 

that fit together, holidays may interfere, you may have to wait for references and the 

enhanced disclosure check through the Criminal Records Bureau may take some time. SSV 

may also have to check someone’s eligibility to work in the UK by checking their passport 

or the appropriate immigration certificates and work permits etc.  

Job Descriptions 

The Job Description will list all the things a person is expected to do in a job, who they are 

responsible to, and who they are responsible for. It will also list who the post holder is 

expected to communicate with, and their place within the organisation’s structure.  

Person Specification 

Once you are sure you have listed all the things a person is supposed to do in a job, you 

can then list the type of knowledge, experiences, skills and qualifications they need to 

carry out the job. For example, a job description might include: 

 Working with young people/vulnerable adults   

 Producing outreach reports 

 

The person specification should then include the appropriate knowledge, experience, skills 

and qualifications necessary to be able to do these things, such as: 

 Knowledge of young people’s issues 

 Experience of working with young people/vulnerable adults 

 Experience of producing written documents/reports 

Action 

Week 

1 

Week 

2 

Week 

3 

Week 

4 

Week 

5 

Week 

6 

Week 

7 

Week 

8 

Week 

9 

Week 

10 

Forms & Pay             

Advertising              

Panel             

Short listing            

Interviewing            

Appointment             

References & 

CRB Checks            



161 

 

And might also include some general skills that you know will be absolutely relevant and 

appropriate: 

 Good Communication Skills 

 Good Writing Skills 

 Experience of working with a diverse community 

 

Cover everything, but be sure you do not discriminate, unless there is a Genuine 

Occupational Requirement (GOR).  

Application Forms 

SSV has an application form rather than allowing people to send in CVs and/or letters of 

application this is to ensure that we receive the information we want to receive, and 

makes it easier to compare one application to another. 

Monitoring  

Along with Application Form, SSV will also send out a monitoring form.  On this form it 

has space for applicants to record their age, their sex, disabilities, race, sexuality, 

religion/belief etc. The purpose of getting this information is to see how successful we are 

as an organisation at recruiting from all sections of the community. The only purpose for 

this is to check the organisations progress as an equal opportunities employer. 

Therefore once the application forms come back with the monitoring forms, SSV will 

keep monitoring forms separate from application forms and they should not be passed 

on to recruitment panels, and form no part in influencing who is appointed.  

Pay 

How do you know how much to pay someone? How do you decide at what rate you are 

going to advertise a job? In making the decision there are a couple of things you need to 

consider.  For most jobs there is a market rate: the amount of money you have to pay to 

get a worker with the right amount of skills, ability and experience to do the job you want 

done. For example, you would expect to pay more money for a lawyer than for a cleaner.  

It is also important to consider whether you are paying the ‘going rate’ – so check with 

other organisations, or simply check job advertisements in publications such as the 

Guardian or Third Sector. 

SSV has its own pay scale which sets out different rates of pay, these have been adopted 

by SSV from the Local Government Pay Scale known as NJC. 

Job Sharing 

Job sharing is a way of working where two people share the responsibilities of one full time 

job. This may involve each performing the full range of duties, picking up where the other 

left off. Alternatively specific duties can be divided between them, building on their 

individual skills. A job sharer has the same rights e.g. pay, holidays, benefits, as a full 

time worker but on a proportional basis, according to the hours worked.  
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Job sharing can be a very positive experience for SSV. Job sharing provides two sets of 

skills and experience within one post. These might be contrasting skills, which together 

can provide a more effective service.  

Only one partner at a time will be at work, but it would be possible for both to be there at 

peak periods. Sharers can often provide cover for each other, during sickness or leave, 

allowing work to continue and for expertise still to be available. Many sharers are willing 

to increase their hours temporarily or take on other duties, when their job share partners 

are absent for longer e.g. maternity leave, long term illness, although care must be taken 

to avoid undue pressure or unrealistic work loads on the remaining job share partner.  

Additional costs in employing job sharers are not excessive. Job sharers are treated as 

individuals in terms of National Insurance contributions, and contributions are likely to 

be lower than for one full time worker.  
 
If someone who applies for a job wishes to job share SSV will give this full consideration.   
 
To give some guidance on how to consider this, it is worth knowing that an employee 

generally has a statutory right to request flexible working arrangements, and SSV will 

only reject it on the following grounds: 

 the burden of additional costs 

 the detrimental effect on ability to meet service users demand 

 the inability to re-organise work among existing staff 

 the inability to recruit additional staff 

 the detrimental impact on quality 

 the detrimental impact on performance 

 insufficient work during the hours the employee proposes to work 
 planned structural changes. 

Applicants for a post wishing to job share will be interviewed individually through the 

normal selection procedure.  Their suitability for the complete post should be assessed on 

the basis of their individual merits, according to the selection criteria applied to all other 

candidates for the post. 

If a single job sharer is appointed, whether through a separate or joint application, the 

remaining hours of the post should be advertised in the normal way. 

Advertising 

Where? 

There are many places you can advertise a job. There are specialist job advertising slots 

for the voluntary sector in the Guardian and in Third Sector Magazine, and there might be 

specific trade magazines or newspapers that it might be appropriate for the organisation 

to advertise in: such as Young People Now for a Youth Worker.  

If a post is open to job share then the advertisement should include the statement: 

"Applications for job share will be welcomed". Where a post has not been examined to 

determine its suitability for job share the advertisement could state: “Applications for a 

job share will be considered”. 
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What? 

There are some details that always need to go in an advertisement: the title of the job, 

the name of the organisation, the details of where to apply to and the deadline for when 

anyone can apply. It is also advisable to put in the details of terms and conditions that 

might make the job attractive: i.e. the salary, paid holiday entitlements, etc. Other details 

you put in should be taken from the job description and person spec: to briefly state what 

the job is, and who should apply. Again, you should be careful not to include anything in 

the advertisement that might indirectly discriminate. Asking for someone who is ‘energetic’ 

for example might insinuate that you are only looking for someone young, whereas, asking 

for someone ‘mature’ might do the opposite. 

Genuine Occupational Requirements 

See the Department for Business Innovation and Skills website for more on this: 

www.dius.gov.uk/higher_education/widening_participation/professional_recruitment_guide

/legal_issues/genuine_occupational_requirements  

There are certain times when you are allowed to discriminate in recruitment – where the sex, 

race or disability is a genuine occupational requirement (GOR). For example the Race 

Relations Act 1976 (Amendment) Regulations 2003, section 7 allows an employer to impose 

a requirement that an employee must be of a particular racial group, as long as it is a genuine 

and determining occupational requirement, and proportionate to apply it in the particular 

case. Similarly the Employment Equality (Religion or Belief Regulations 2003, Section 7 

subsections (2) covers religion/belief requirements, the Employment Equality (Sexual 

Orientation) Regulations 2003, section 7 covers sexual orientation requirements, the 

Employment Equality (Age) Regulations Section 8 (2) covers age requirements, and Section 

7 of the Sex Discrimination Act 1975 allows direct discrimination on the basis of sex where 

this is a GOR.  There is no similar provision of GOR in the Disability Discrimination Act. 

Therefore you might see the relevant sections quoted in an advert for a black female worker 

providing care services for black women. All such advertising must quote the relevant 

sections, and you would be advised to check whether it is appropriate and legal to advertise 

for a specific sex or race before doing so, to ensure there is a legally acceptable genuine 

occupational requirement. 

Panels 

Right near the start of the process you will need to put together a recruitment panel. 

Ideally this should include a cross section of representativeness of SSV, and of the people 

likely to apply. It should also include people who know about the organisation (and are 

thus able to answer applicants’ questions), and understand the requirements of the 

advertised job. This may make it sound like that you need a panel of 42 members, but 

this is not the case. The basic principle is that one person should not be doing all the 

recruitment on their own. Don't make shortlisting and interviewing panels too big, or too 

small (3 to 5 is perfect): Too big and the process becomes unwieldy, and intimidating for 

those you are interviewing. Too small and the principles of equal opportunities could become 

undermined, with individual personal preferences outweighing objective analysis. Ensure that 

http://www.dius.gov.uk/higher_education/widening_participation/professional_recruitment_guide/legal_issues/genuine_occupational_requirements
http://www.dius.gov.uk/higher_education/widening_participation/professional_recruitment_guide/legal_issues/genuine_occupational_requirements
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the interview panel contains a fair mix of gender and ethnicity: Try as people might, 

sometimes people can't help being influenced by their race or gender. 

Whoever you eventually get together, ensure that the panel understands the recruitment 

process, and ensure that you can arrange appropriate dates for short listing and interviewing. 

Shortlisting 

The importance of having an accurate useful person specification cannot be 

underestimated. Using the application form you hope that each applicant has addressed 

all the points on the person specification to help you see how closely they match with your 

ideal person (i.e. someone who matches all the points on the person specification). To 

shortlist applications you should read their application forms and decide whether they 

meet the requirements in the person specification. It is SSV’s practice to use a scoring 

system to help you do this: to give someone a mark of 5, say, if they fully meet a 

specification and 0 if they do not. The numbers in between allow you to judge if they have 

partially met the requirements. Do this for each element and you should have a score for 

each candidate. You can use this to decide which are the best candidates on paper, and 

who you wish to interview. 

You should be aware though if someone scores high but scores a 0 in one or more areas. 

If they cannot meet a vital requirement of the job (for example an understanding of 

equal opportunities issues) it may be inappropriate to put their application forward to the 

next stage.  

Interviewing 

The same panel that shortlisted should also interview, to ensure fairness and consistency. 

Work out your questions in advance, using the person specification to guide you. The 

questions you ask should help you decide whether the candidate meets the requirements set 

out in the person specification, but there is no point in wasting time asking questions that 

will have already been answered in an application form. It is often useful to ask applicants 

questions around how they would deal with specific situations relevant to the job, where they 

can use there past experience to demonstrate their suitability. To help elevate the candidates 

nerves SSV will offer candidates a copy of the interview questions 5 minutes before they are 

due to have their interview, and will request the copy back when they arrive in the interview 

room. This will give the candidate time to digest the questions that will be asked and hopefully 

make them more at ease.     

Make sure you ask each candidate the same questions - otherwise you don't get an accurate 

or fair picture of each candidate's suitability. The only variation to this is when you might ask 

a supplementary question to clarify a candidate’s answer. 

It is a good idea to spread the questions around the panel to make sure each panel member 

takes part in the process, and that the person being interviewed doesn't concentrate all their 

attention on one member of the panel. Try and start with an easy question that will give the 

candidates a chance to relax. 

Ensure the questions you ask are relevant to the job: don't ask personal questions that are 

totally irrelevant and could discriminate against individuals. 
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Allow time in an interview for a candidate to ask you questions. There may be things they 

wish to know about the job, the organisation, or the terms and conditions that will help make 

their mind up about whether they want the job. The questions they ask should not form part 

of the selection process. 

Tests and presentations 

It is quite common and sometimes useful to ask candidates to do more than just answer a 

series of questions at an interview. It may be that you wish to test a particular aptitude for 

the job, such as the ability to make a presentation, or wish to test candidates’ knowledge of 

specific issues. It is a good idea to run these tests before the actual interview, otherwise you 

could find the person being interviewed is overly worried about the forthcoming test which 

prevents them from performing in an interview. 

Nerves 

One of the key problems with interviews is that candidates are often very nervous, and this 

can affect how they present themselves. This should not have too much effect in how you 

select a candidate, because nervousness in an interview may not translate into any other 

area of their life or work. To help alleviate this issue you should try and set candidates at 

ease, and always be sure to make the environment as comfortable as possible (within the 

formal requirements of the process). Make sure you have water available for candidates, as 

well as the panel. 

Appointment 

So having completed the interview process you should be able to decide who you wish to 

offer the post to. Sometimes it happens that none of the candidates meet your 

requirements, in which case there is little alternative to advertising again, and lengthening 

the whole process. Sometimes there is more than one candidate suitable to offer the job 

to, and it is important if this occurs that you review the scores given by the panel, and 

make an objective decision, not based on any discriminatory factor.  

Assuming you have chosen someone the first thing you should do is offer them the post, 

subject to receipt of references and a satisfactory CRB. Ideally you should do this verbally, 

and confirm in writing. Let other applicants you interviewed who will definitely not be 

offered the job know, hold back on any candidate you may have as a second or third 

choice. Once you have heard from the successful applicant if they accept the post, let your 

reserve candidates know they are unsuccessful. 

Get a likely start date from the successful applicant, and then immediately start the 

process of gathering references. 

References 

Don't finally confirm an appointment until you have received written references, the 

candidate you want to appoint might have seemed marvellous in the interview, and in all 

probability will be fine - but it's worth hanging on to check everything is as it seems to be. 

References should be got from an old employer and/or other appropriate person: usually 

applicants will give you details of who to contact for these references on their application 
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form. When collecting references you should write to applicant’s referees giving them details 

of the job they are applying for, and request details that will help reassure you that you have 

appointed the correct person. You may wish to write to referees and ask specific questions 

regarding an applicant – for example it is normal practice to query an applicant’s sickness 

and reliability record.  

Work Permits 

All the staff that SSV employ have to have a legal right to work in the UK. The law says it is 

our responsibility to check that people we recruit have the appropriate rights. You do this by 

checking they have the correct documentation. You can find out what documentation is 

acceptable by checking the following Government website: 

www.bia.homeoffice.gov.uk/employingmigrants  

or by telephoning the Employers' Helpline on 0300 123 4699 

CRB Checks 

All SSV employees will be required to go through the CRB Process as all employees will be 

working with children or other vulnerable people at some point. It is SSV’s responsibility to 

ensure that the person the organisation recruits is suitable. The Criminal Records Bureau 

(CRB) exists to help you check this. The role of the CRB is to reduce the risk of abuse by 

ensuring that those who are unsuitable are not able to work with children and vulnerable 

adults. For details of  this and how to proceed go to the CRB website at www.crb.gov.uk/ 

or call 0870 90 90 811 

Independent Safeguarding Authority  

The new vetting and barring scheme is due to be phased in from July 2010, in addition 

to the current Criminal Records Bureau disclosure checks.  The vetting service for 

potential employees and volunteers will check applicants against the new children’s barred 

list and the adult’s barred list.  Checks will take place before the potential employee or 

volunteer starts work.  SSV will not be able to allow the person to start work, even if 

supervised, before they know the outcome of the check.  Unlike disclosures which only 

provide details about an individual at a specific time without any follow-up, checking will 

be continuous.  

 

 

When things go wrong 

1. Bad references 

If you receive a reference that indicates there is a problem with the person you want to 

appoint you would be advised to check with the person who wrote the reference to ensure 

this was their intention. Depending what the issue is, you also might want to talk to the 

http://www.bia.homeoffice.gov.uk/employingmigrants
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applicant about the issue. For example, if the problem was about a long term sickness, is it 

now resolved?  

If the reference is poor, and you are not satisfied that there are mitigating reasons for this, 

then you should not appoint the person. They are likely to want to know why you are not 

confirming them in appointment, and you should inform them that a problem was indicated 

in the reference. 

Under the provisions of the Data Protection Act you are obliged to show the reference to the 

potential employee should they request it, unless the reference contains details that could 

breach someone else’s confidentiality rights under the Data Protection Act. In practice this 

means you should take care to blank out the names of anyone mentioned in a reference 

other than the applicant’s. 

2. Discrimination claims 

Candidates who are not appointed may want to know the reason why. It is advisable to 

explain precisely why, and, ensure you have kept short listing and interview records properly. 

If someone believes that they have not been appointed because they have been discriminated 

against it is their right to take their case to an employment tribunal. Should this happen you 

should seek legal advice. 

3. No one appointed 
Sometimes you can go through a lengthy recruitment process, but at the end of the day, 

not appoint anyone. The most likely reason for this is that you did not receive applications 

from anyone suitable for the job. If this happens it is advisable to review how you carried 

out the process. Did you advertise in the right places? Was your timing OK? Are you 

offering the correct salary? Have you put things in the job description that put people off? 

Check where the process failed – did enough people ask for application packs but forms 

not get sent back? Did people who looked good on paper turn out to be awful in interview? 

Check everything that happened before you start again – you may want to change 

something you did in your process. On the other hand, you may have done nothing at all 

wrong, and may just be unlucky. 

Appendix 1: After you have appointed 

Induction 

When someone starts their new job, you will need to help them to learn about the job and 

different aspects of the organisation they have joined. Prepare induction material before the 

new worker starts - this should include lists of contacts, information about the organisation 

they have not already received etc. 

It should also include copies of all the organisation’s policies and procedures: for example 

the Health & Safety Policy, Equal Opportunities policy etc. If you have not given them it 

already, it should include the Statement of Terms and Conditions of Employment (Contract 

of Employment). 

Spend some time helping a new worker to settle. Introduce them to as many relevant people 

as possible, and if necessary, set up appropriate meetings before they start to take place in 
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their first couple of weeks of work. Make sure someone is available to help the new worker 

settle in - to answer questions about how the organisation functions, and to show him or her 

around, pointing out useful and practical information. 

Sometimes it is a good idea for another member of staff to ‘shadow’ the new employee, to 

keep an eye on them and to support them in their new role. 

Probation 

The first six months of a workers' employment will be a probationary period, which should 

include regular supervision and support for the new worker. All supervision sessions should 

be recorded, and the notes kept on file. The probationary period should be characterised as 

a period when particular support is given to a worker, but also as a period when both the 

worker and the employer have a chance to change their minds if everything is not working 

out. This does not mean that proper procedures for discipline or capability should not be 

followed - although they might be briefer than procedures for employees who have completed 

the probation period. Whatever process you use, make sure you follow what is laid out in the 

contract. 

Once the probation period has been completed to everyone's satisfaction, an employee 

should be informed that the probation period has been successfully completed.  

If things don’t work out you will have to give the worker notice. This should never come 

as a surprise, as you should have been properly supervising the worker throughout and 

have received regular feedback on whether their performance and conduct has been up 

to the standard expected of them; they should be entitled to an appeal, and to 

representation. 
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 The terms of an employment contract are those agreed at the outset.  The terms can 

be changed by agreement but there needs to be clear evidence of this.  Agreement 

could be inferred by an employee conforming to the new terms without dispute.  An 

imposed change without acceptance is a breach of contract.  An employee could seek 

damages for breach if there has been loss or possibly resign and claim unfair 

constructive dismissal.  On the other hand an unreasonable refusal to accept a 

necessary change may provide grounds for dismissal. 

 

 If you intend to issue new employees with a new contract, while maintaining your 

current contract for existing employees, think carefully about the implications of 

having two or more sets of contracts with different terms and conditions as this may 

expose the organisation to claims of unlawful discrimination.  

 

 Updating only those terms relating to statutory entitlements (for example, annual 

leave, maternity, parental or dependants leave) does not require employees’ 

agreement, nor is it necessary to provide detail. It is sufficient to state that the 

employee is entitled to the statutory provision.  

 

 Having no written contract does not mean that there isn’t an employment contract in 

place. Before issuing a new written contract, it is necessary to put on paper the 

current terms of the existing contract, even if such terms have been agreed only 

verbally or have come about through custom and practice. 

 

 If a variation of contract arises SSV will write to the employee and state in great 

detail the changes of the employee’s contract and ask them to confirm they agree to 

the changes by signing the letter. SSV will then issue the employee with a copy of 

the letter.  
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Principles 
 
It is the aim of The Association to maintain and enhance the efficiency and financial 

sustainability of the organisation which will, as far as possible, safeguard 
the current and future employment of The Association’s employees. 

 

However, The Association is grant aided and funding may not be guaranteed. It is also 

recognised that there may be changes in service or organisational requirements which 

may affect staffing needs. In such circumstances The Association will seek to minimise the 

effect of redundancies through the 

provisions made in this policy. 

 

The Association is committed to ensuring that this policy does not discriminate directly or 

indirectly on grounds of race, colour, ethnic or national origin, religion or belief, sex, sexual 

orientation, marital status, disability, age, trade union  

membership and activity. 

 

Part-time staff and those working under fixed-term contracts, shall under no 

circumstances be singled out for selection on different criteria to those applied to 

(comparable) full-time staff. 

 

This policy will be reviewed from time to time to ensure that it reflects changing 

organisational needs.    

 

Application 

 
This section details the process to be undertaken where changes in funding, service or 

organisational requirements may affect staffing needs. 

 
Preventative Measures 

 

Where the need for redundancies has been identified, and in order to avoid these, one or 

more of the following measures may be taken: 

 

(i) consideration will be given to a salary freeze for a specified period 

(ii) consideration will be given to suspending advertising and recruitment  

(iii) consideration will be given to discontinuing temporary labour 

(iv) consideration will be given to the likely effects of natural wastage 

(v) consideration will be given to existing workloads and overtime levels 

(vi) consideration will be given to job-sharing, part-time employment and/or 

other flexible arrangements 

(vii) consideration will be given to discontinuing the engagement of consultants.  

 

Any such measure will need to ensure that it does not adversely affect service 

delivery & development; or causes The Association to default on contracts; or fail 

its obligations to funders; or prevents The Association from recruiting personnel 

to help avert or prevent the conditions which give rise to the problem. 

 

The Association will seek voluntary redundancies wherever possible. The category of 

employees will be made known and volunteers will be sought at least 15 days before any  

compulsory notices are issued. 
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Compulsory Redundancy 

 

Selection criteria 

 

When selecting staff for redundancy, the following objective criteria will be taken into 

account. This list is not exhaustive and is not necessarily in order of priority: 

 

 loss of contract based work or funding for the post 

 attendance and disciplinary records 

 appraisal/review records 

 relevant experience, qualifications, capability and adaptability 

 further social criteria relevant to affected employees such as poor 

employment prospects due to disability, age, etc… 

 

No employee will be selected for redundancy for any of the following reasons: 

 

 union-related reasons 

 health and safety-related reasons 

 for asserting a statutory right 

 maternity-related reasons 

 for carrying out the function of or standing as an employee representative 

 on grounds of sex, race, religion or belief, sexual orientation, marital status, 

age or (without sufficient justification on operational grounds) disability 

 

Where The Association plans to make 20 or more employees redundant, it will follow a 

formal consultation process in line with the relevant legislation in force at that time. 

 

Suitable Alternative Employment 

 

Employees under notice of redundancy shall be informed of all actual and expected 

vacancies at The Association during the period of their notice.  

 

For each vacancy available at that time, The Association will determine whether any of 

the employees declared redundant should be assimilated into the vacant post, or offered 

a redeployment (ring-fenced) interview for it.  Records of this marking process will be 

kept for 6 months. 

 

Assimilation will occur when a vacancy is very similar to a job to be made redundant. 

The Association will determine this by comparing the two job descriptions and person 

specifications and assessing similarity on the basis of 90% or more match that will be 

decided at the start of the redundancy process. 

 

Where only one employee has met the criteria for assimilation for a vacant post that 

employee will be slotted into that post. 

 

Where more than one employee is eligible for assimilation to a particular post, then the 

employees will each be invited to an interview. In such cases this is no longer an 

assimilation but a redeployment and interviews take place as stated in 2.2.2.7. 

Employees may have a union representative, or a work colleague of their choice, present 

at the interview in an advisory capacity. 

 

Redeployment    

Where the vacancy is not so similar as to justify assimilation, but there is a 70%-89% 

match, the employee will be invited to a redeployment interview. The employee may 

have a union representative, or a work colleague of their choice, present at the interview 

in an advisory capacity. 
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The purpose of the interview is to: 

 

(i) establish whether, with a reasonable amount of training if necessary, the 

employee is able to undertake satisfactorily the tasks detailed in the job 

description for the alternative post. This will be done by: 

 

 considering the employee’s complete work experience to date (whether paid 

or voluntary); 

 the skills s/he has acquired over time, and 

 whether these constitute at least 90% of the essential requirements for the 

vacant post. 

 

(ii) to establish whether the employee considers the post to be a suitable alternative 

and is willing to accept it.  

 

Where two members of staff are equally successful in applying for the same post, the post 

can be offered to both as a job-share, if an additional alternative post cannot be found.  

 

Where an employee under notice of redundancy is to be redeployed, The Association will 

use its best endeavours to provide retraining which is compatible with the work and 

business of The Association so far as is reasonably practicable, having regard to both the 

cost of retraining and the requirement for the employee to carry out the duties of the 

redundant post during the notice period.  

 

General Recruitment 

 

Where a vacancy is not so similar as to justify assimilation or redeployment, The 

Association at their discretion, shall be entitled to invite staff to apply for any suitable 

alternative post. The employee will be shortlisted and interviewed prior to other applicants 

for the post. 

 

A member of staff who is successful in being assimilated to, redeployed or in applying for 

an alternative post, shall have her/his redundancy notice withdrawn, subject to 2.2.3 

below.  

 

Trial period  

 

Redundancy rights will not be lost if the staff member or The Association decides after a 

trial period of up to 4 calendar weeks, from the date at which the new job was taken up, 

that the new job or the staff member’s performance in that post is not suitable. 

 

In such case either party may terminate or give notice and on termination the staff 

member shall be treated as though s/he has been made redundant on the date the old job 

ended. 

 

The trial period shall be extended for up to 3 months for the purpose of training for the 

new post, provided that the trial period and terms and conditions of appointment applying 

after training are agreed in writing prior to the commencement of the new job. 

 

 

Appeals 

 

Staff to be made redundant are entitled to appeal against this decision if they feel that 

the selection criteria has been unfairly applied in their case.  

Staff who have not been offered suitable alternative employment following the interview  
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process outlined above, are also entitled to appeal against this decision. 

 

Staff wishing to appeal are entitled to be accompanied at the appeal hearing by a trade 

union representative or a work colleague of their choice. 

 

Appeals must be submitted within ten working days of the decision in either of the above 

being communicated to the employee.  

 

In order to hear any complaints, The Association will set up an Appeal Panel made up of 

the Board’s Chair and two other Board members, none of whom should have been 

previously involved with the specific case to be heard. The Panel’s decision will be based  

either on unanimous agreement or majority vote. 

 

The Panel shall be called within ten working days of the appeal being submitted. The 

decision of the Panel is final and shall be communicated to the employee within five  

working days of the Appeal Hearing.  

 

Employee’s Entitlements 

 

Staff may opt for redundancy if they are in a post whose termination would enable The 

Association to avoid a compulsory redundancy and if their voluntary redundancy is  

accepted by The Association. 

 

Volunteers for redundancy will be entitled to, in addition to the provisions outlined below, 

two month’s gross salary. 

 

Staff members to be made redundant shall be informed as soon as possible, in a private 

meeting with the Directors, of their potential redundancy and will be entitled to at least 

30 day’s notice before it takes affect. This notice period will increase by one additional 

week’s notice for 5 or more years of continuous service, up to a maximum of 12 weeks  

(84 calendar days) notice. 

 

Staff affected are encouraged to contribute to the consultation process with their own 

ideas for preventative measures or possible alternative employment with The Association.  

 

Staff to be made redundant are entitled to an appeal as set out above.  

 

Without prejudice to any entitlement to salary in lieu of notice payable details below, staff 

with two or more years continuous  employment with The Association, at the date their 

notice of redundancy becomes effective, shall receive statutory redundancy payments, 

calculated as follows: 

 

(i) one weeks pay for each complete year of service up to the age of 21  
(ii) two weeks pay for each complete year of service between the age of 22 and 40; 
(iii) three weeks pay for each complete year of service at age 41 and over; 
(iv) pro-rata of (i) and (ii) for any incomplete years of service 

 

For calculating (i)-(iii) above, a week’s pay is based on the maximum statutory weekly 

rate of pay in force at the time or the employee’s normal rate of pay, whichever is lower. 

Staff with less than two year’s continuous employment with The Association, at the date 

their notice of redundancy becomes effective, are not eligible for redundancy payment as 

detailed in 2.4.6 above. 
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Payment in respect of outstanding accrued holiday entitlement shall be made if it is not 

reasonably practicable for such holiday entitlement to be taken during the notice period. 

Holiday time taken up to the annual allowance but not earned shall not be deducted. 

 

During their notice period staff are entitled to a maximum of 5 working days without loss 

of pay to attend interviews/training. 

 

During the period of notice, and by mutual agreement, the employee may be allowed to 

leave The Association without loss of entitlement.  Agreement by The Association will be 

considered in each case and will depend on whether the request is made on reasonable 

grounds.  An offer to commence alternative employment by an alternative employer during 

the notice period, where failure to commence will result in the offer being withdrawn, shall 

constitute reasonable grounds. 

 

The Management Committee (or Board) will aim to develop a contingency plan to deal 

with either the closure of The Association or some other event that would lead to multiple 

redundancies.  This plan might include, but will not be limited to placing a percentage of 

the total payroll in reserve each year until said time when there are sufficient funds to 

handle such an emergency. 
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ENVIRONMENTAL POLICY 
  
 
1. POLICY STATEMENT 
 

Sub Sea Ventures aims to promote the protection and enhancement of the Environment to 
educate staff and students in environmental issues. 

 

2. STATEMENT OF PRINCIPLES 
 

2.1 Environmental Best Practice 
 

We will maintain a waste management system to: 
 

 Segregate different types of waste 

 Reduce the amount of waste being disposed of in landfill sites 

 Re-cycle materials wherever possible 

 Ensure that all waste is disposed of legally 

 Reduce waste, hazardous substances and harmful emissions 

 Promote the use of sustainable materials wherever practicable 

 Meet the requirements of the Environment Agency 

 Actively avoid risk of pollution 
 

We will maintain energy and resource conservation measures to promote: 
 

 A reduction in the amount of energy used (Electricity, Gas and Oil) 

 A healthy and comfortable temperature for all working areas of the Centre 

 A reduction in the amount of water used 

 A reduction in the amount of paper and card used 

 Where practicable, the re-cycling of waste 
 

We will achieve this by: 
 

 Wherever practicable, ensuring that all building and construction work 
adheres to current environmental standards and energy conservation 
requirements 

 The use of sustainable resources wherever practicable 

 The development of an environmentally friendly-central purchasing strategy 

 Encouraging all businesses on the approved list of Centre contractors to 
undertake environmental training and develop an Environmental Policy 

 Encouraging the development of links with local and national environment 
groups 

 
2.2 Sustainable Education 

 
We will: 

 

 Promote learning that includes sustainable development and citizenship 

 Endeavour to embed sustainability into existing curriculum areas 

 Encourage learners to actively participate in environmental projects 
 

 
 



179 

 

2.3 The Centre Environment 
 

We will promote: 
 

 A responsibility culture to improve the internal environment of all Centre 
rooms. 

 A responsibility culture to improve the external environment of the Centre 

 The maximum efficient use of all Centre. 

 The Centre also recognises the importance of promoting the use of 
environmentally friendly modes of transport  

 
3. CENTRE PROCEDURES 
 

 The Environmental Policy is linked to all other policies and falls within the over-
arching Learning Policy 

 Aims to educate all staff and students on environmental issues 

 The environmental policy is included in all staff and student induction procedures 

 The development of a Centre Environmental Management System may be linked to 
the Centre Health and Safety procedures 

 
4. MONITORING ARRANGEMENTS 
 

 Targets will be set to meet aspects of the policy and these will be monitored by an 
appropriate body. 

 Yearly reports on Environmental matters will be included within the Environmental 
and Sustainability Group’s report. 

 
5. ORGANISATION AND RESPONSIBILITIES 
 

In order to ensure compliance with environmental legislation the following responsibilities have 
been allocated.  

 
5.1 The Governing Body 
 

The Governing body has the corporate role of providing leadership for the Centre’s 
Environmental responsibilities  

  
 General duties: 

 Ensuring Board Decisions reflect its Environmental intentions as articulated in 
the Environmental Policy Statement 

 Ensuring the environmental policy statement reflects current priorities 

 Ensuring management systems provide for effective monitoring and reporting 
of Environmental performance 

 Reviewing environmental performance regularly 

 Ensuring environmental management systems are in place and remain 
effective 

  
5.2  Centre Head 

 
The Centre Head is the nominated director responsible for Environmental compliance. 
However, the authority to ensure compliance with legislative requirements and this 
policy is devolved to managers  
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5.3 Centre Head/Deputy Centre Head 
  

The Deputy Centre Head has responsibility for ensuring the  Environmental policy is 
implemented within their own areas of responsibility and with all employees they 
manage/supervise. They must ensure suitable arrangements are in place to avoid an 
environmental incident occurring and continuously seek improvements to  
environmental procedures  

  
 General Duties 

 Ensuring systems are in place for employees, contractors and visitors to be 
made aware of environmental aspects 

 Ensuring systems are in place to negate litigation  

 Ensuring adequate training, information, instruction and supervision is 
provided on Environmental issues. 

 
 5.4 Specific Duties 
 

5.4.1 Deputy Head Finance and Business Operations 

 To ensure adequate resources are made available for the 
implementation of the Centre’s Environmental Policy 

 To ensure that procedures are in place that comply to current 
legislation on the disposal of IT equipment.  

 The designated person to perform the day to day management of the 
policy  

 
 

5.5 Designated Environmental Responsibilities  
  

5.5.1 Head of Accommodation and Campus Services  

 Designated waste manager for the Centre 

 To implement a waste management strategy across the Centre  

 Monitoring of Waste management systems seeking  continuous 
improvement – reducing, recycling 

 Ensuring Emergency Procedures are in place and maintained to 
respond to an environmental incident – spillage, breakdown, fire 

 To develop and implement a Centre green travel plan  
 
 

5.6 Line Manager / supervisor 

 to actively seek opportunities to reduce and/or recycle waste within their own 
area of responsibility  

 to ensure all employees under their supervision are provided with adequate 
information, instruction and training on environmental issues 

 
5.7 Employee 

 to comply and co-operate with the Centre’s Environmental Policy and 
arrangements 

 to ensure that through their actions an environmental incident is avoided  

 to make management aware of environmental issues that may arise while 
carrying out their duties  

 
 5.8 Student 

 to comply and co-operate with the Centre’s Environmental Policy and 
arrangements 
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 to ensure that through their actions an environmental incident is avoided  

 to make management aware of environmental issues that may arise while 
carrying out their duties  

 
5.9 Health and Safety Committee 

 Members informed of environmental performance ,issues and incidents 
 

5.10 Safety Representatives of Employees Safety 

 to monitor their areas of responsibilities and report any environmental issues 
that may arise 

 to be aware of environmental procedures and promote good practice  
 

6. AUDIT AND REVIEW 
 
The environmental policy statement and organisational responsibilities will be reviewed 
periodically and amended in line with organisational changes and legislation.   

 
7. EXPLANATION OF KEY TERMS 
 

Environmental Best Practice 
 

Methods and procedures to prevent least damage to the environment and encourage 
environmental improvements. 

 
Environmental Management System 

 
A continual process to review and audit environmental impacts, to implement change and set 
targets, to evaluate and monitor the results, to set further goals, to improve environmental 
performance 

 
Waste Minimisation 

 
Methods to reduce the amount of waste produced 

 
Environment Agency 

 
The Government Agency charged with ensuring adherence to environmental laws. 

 
Sustainable Resources 

 
Renewable materials, bio-degradable resources and resources produced by processes that 
do not harm the environment 

 
Sustainable Education: 

 
Education to raise awareness of environmental issues, to encourage citizenship, to increase 
knowledge of methods of production and materials that cause less harm to the environment 

 

 


