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Section 1    Social media policy

TC "1. About this policy" \l 1About this policy

This policy is in place to minimise the risks to our business through use of social media.

This policy deals with the use of all forms of social media, including Facebook, LinkedIn, Twitter, Google+, Wikipedia, Whisper, Instagram, Tumblr and all other social networking sites, internet postings and blogs. It applies to use of social media for business purposes as well as personal use that may affect our business in any way.

TC "2. Personal use of social media" \l 1Personal use of social media
Occasional personal use of social media during working hours is permitted so long as it does not involve unprofessional or inappropriate content, does not interfere with your employment responsibilities or productivity and complies with this policy.

TC "3. Prohibited use" \l 1Prohibited use

You must avoid making any social media communications that could damage our business interests or reputation, even indirectly.

You must not use social media to defame or disparage us, our staff or any third party; to harass, bully or unlawfully discriminate against staff or third parties; to make false or misleading statements; or to impersonate colleagues or third parties.

You must not express opinions on our behalf via social media, unless expressly authorised to do so by your manager. You may be required to undergo training to obtain such authorisation.

You must not post comments about sensitive business-related topics, such as our performance, or do anything to jeopardise our trade secrets, confidential information, and intellectual property. You must not include our logos or other trademarks in any social media posting or in your profile on any social media.

Any misuse of social media should be reported to Senior Organiser. 

TC "4. Guidelines for responsible use of social media" \l 1Guidelines for responsible use of social media

You should make it clear in social media postings, or in your personal profile, that you are speaking on your own behalf. Write in the first person and use a personal e-mail address.

Be respectful to others when making any statement on social media and be aware that you are personally responsible for all communications which will be published on the internet for anyone to see.

If you disclose your affiliation with us on your profile or in any social media postings, you must state that your views do not represent those of your employer (unless you have been authorised to speak on our behalf as set out in paragraph 0). You should also ensure that your profile and any content you post are consistent with the professional image you present to clients and colleagues.

If you are uncertain or concerned about the appropriateness of any statement or posting, refrain from posting it until you have discussed it with your manager.

If you see social media content that disparages or reflects poorly on us, you should contact your manager.

TC "5. Breach of this policy" \l 1Breach of this policy

Breach of this policy may result in disciplinary action up to and including dismissal. Any member of staff suspected of committing a breach of this policy will be required to co-operate with our investigation.

You may be required to remove any social media content that we consider to constitute a breach of this policy. Failure to comply with such a request may result in disciplinary action.
Section 2    IT and communications systems policy

TC "1. About this policy" \l 1About this policy

Our IT and communications systems are intended to promote effective communication and working practices. This policy outlines the standards you must observe when using these systems, when we will monitor their use, and the action we will take if you breach these standards.

Breach of this policy may be dealt with under our Disciplinary Procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.

TC "2. Equipment security and passwords" \l 1Equipment security and passwords  
You are responsible for the security of the equipment allocated to or used by you, and you must not allow it to be used by anyone other than in accordance with this policy. You should use passwords on all IT equipment, particularly items that you take out of the office. You should keep your passwords confidential and change them regularly.

You must only log on to our systems using your own username and password. You must not use another person's username and password or allow anyone else to log on using your username and password.

If you are away from your desk you should log out or lock your computer. You must log out and shut down your computer at the end of each working day.

TC "3. Systems and data security" \l 1Systems and data security

You should not delete, destroy, or modify existing systems, programs, information, or data (except as authorised in the proper performance of your duties). In every instance seek clarity from Senior organiser so any changes can be processed transparently.
You must not download or install software from external sources without authorisation from the Senior Organiser. Downloading unauthorised software may interfere with our systems and may introduce viruses or other malware.

You must not attach any device or equipment including mobile phones, tablet computers or USB storage devices to our systems without authorisation from the Senior Organiser.
We monitor all e-mails passing through our system for viruses. You should exercise caution when opening unsolicited e-mails from unknown sources. If an e-mail looks suspicious do not reply to it, open any attachments, or click any links in it.

Inform the Senior Organiser immediately if you suspect your computer may have a virus. 

TC "4. E-mail" \l 1E-mail

Adopt a professional tone and observe appropriate etiquette when communicating with third parties by e-mail. Emails represent the organisation so always ‘open’ and ‘end’ politely i.e; Dear …and Kind regards not ‘Hi and then Thanks’ just in-case they are kept and used as evidence somewhere. 
Remember that e-mails can be used in legal proceedings and that even deleted e-mails may remain on the system and be capable of being retrieved.

You must not send abusive, obscene, discriminatory, racist, harassing, derogatory, defamatory, pornographic, or otherwise inappropriate e-mails. 

You should not:

· send or forward private e-mails at work which you would not want a third party to read.

· send or forward chain mail, junk mail, cartoons, jokes, or gossip.

· contribute to system congestion by sending trivial messages or unnecessarily copying or forwarding e-mails to others who do not have a real need to receive them; or

· send messages from another person's e-mail address (unless authorised) or under an assumed name.

Do not use your own personal e-mail account to send or receive e-mail for the purposes of our business. Only use the e-mail account we have provided for you.

We do not permit access to web-based personal e-mail such as Gmail or Hotmail on our computer systems at any time due to additional security risks.
TC "5. Using the internet" \l 1Using the internet

Internet access is provided primarily for business purposes. Occasional personal use may be permitted as set out in paragraph 6.
You should not access any web page or download any image or other file from the internet which could be regarded as illegal, offensive, in bad taste or immoral. Even web content that is legal in the UK may be in sufficient bad taste to fall within this prohibition. As a general rule, if any person (whether intended to view the page or not) might be offended by the contents of a page, or if the fact that our software has accessed the page or file might be a source of embarrassment if made public, then viewing it will be a breach of this policy.  We may block or restrict access to some websites at our discretion.

TC "6. Personal use of our systems" \l 1Personal use of our systems

We permit the incidental use of our systems to send personal e-mail, browse the internet and make personal telephone calls subject to certain conditions. Personal use is a privilege and not a right. It must not be overused or abused. We may withdraw permission for it at any time or restrict access at our discretion.

Personal use must meet the following conditions:

· it must be minimal and take place substantially outside of normal working hours (that is, during your lunch break, and before or after work  and with consent and only in the office.
· personal e-mails should be labelled "personal" in the subject header.

· it must not affect your work or interfere with the business.

· it must not commit us to any marginal costs; and

· it must comply with Home-Start Corby’s policies.
· MESH or CharityLog must not be accessed at all at home, unless under extreme circumstances and authorised by Senior Organiser, Trustees and Safeguarding Lead.
TC "7. Monitoring" \l 1Monitoring 
Our systems enable us to monitor telephone, e-mail, voicemail, internet, and other communications. For business reasons, and in order to carry out legal obligations in our role as an employer, your use of our systems including the telephone and computer systems (including any personal use) may be continually monitored by automated software or otherwise. 

We reserve the right to retrieve the contents of e-mail messages or check internet usage (including pages visited and searches made) as reasonably necessary in the interests of the business, including for the following purposes (this list is not exhaustive):

· to monitor whether the use of the e-mail system or the internet is legitimate and in accordance with this policy. 

· to find lost messages or to retrieve messages lost due to computer failure. 

· to assist in the investigation of alleged wrongdoing; or

· to comply with any legal obligation.

TC "8. Prohibited use of our systems" \l 1Prohibited use of our systems

Misuse or excessive personal use of our telephone or e-mail system or inappropriate internet use will be dealt with under our Disciplinary Procedure. Misuse of the internet can in some cases be a criminal offence. 

Creating, viewing, accessing, transmitting, or downloading any of the following material will usually amount to gross misconduct (this list is not exhaustive):

· pornographic material (that is, writing, pictures, films, and video clips of a sexually explicit or arousing nature).

· offensive, obscene, or criminal material or material which is liable to cause embarrassment to us. 

· a false and defamatory statement about any person or organisation. 

· material, which is discriminatory, offensive, derogatory or may cause embarrassment to others. 

· confidential information about us or any of our staff or others (except as authorised in the proper performance of your duties).

· unauthorised software.

· any other statement which is likely to create any criminal or civil liability (for you or us); or

· music or video files or other material in breach of copyright.

Section 3   Sickness absence policy

About this policy

This policy sets out Home-Start Corby’s arrangements for sick pay and for reporting sickness absence and sets out the standards and procedures for managing sickness absence.

Abuse of sickness absence, including failing to report absence or falsely claiming sick pay will be treated as misconduct under our Disciplinary Procedure.

This policy seeks to provide a framework to ensure a fair and consistent approach to the management of absence and to ensure that disruption at work because of absence is minimised.

Disabilities

The Company is aware that sickness absence may result from a disability. At each stage of the sickness absence meetings procedure (set out below), particular consideration will be given to whether there are reasonable adjustments that could be made to the requirements of a job or other aspects of working arrangements that will provide support at work and/or assist a return to work.

If an employee considers that they are affected by a disability or any medical condition which affects their ability to undertake their work, they should inform the Senior Organiser. 

Sickness absence reporting procedure

If an employee cannot attend work because they are sick or injured they should telephone their manager as early as possible and in any event prior to the commencement of their shift or the time when they are normally expected to start work. The following details should be provided:

· The nature of the illness or injury.

· The expected length of absence from work.

· Contact details.

· Any outstanding or urgent work that requires attention.

Employees should continue to notify their line manager on a daily basis (or as agreed with the manager) of the fact that they will be absent, the reason for the absence and the likely duration of the absence, until they return to work. 

Reporting sickness absence via text message or email is not an acceptable form of notification of non-attendance at work.

Managers should ensure that:

· Any sickness absence that is notified to them is recorded.

· Arrangements are made, where necessary, to cover work and to inform colleagues and clients (while maintaining confidentiality).

Employees should expect to be contacted during their absence by their line manager or Trustee who will want to enquire after the employee’s health and be advised, if possible, as to their expected return date.

Evidence of incapacity

For a sickness absence of up to 7 days, employees must complete a self-certification form which is available from their line manager or  Admin Staff.
For absences of more than 7 days, employees must obtain a certificate from their doctor (a "Statement of Fitness for Work") stating that they are not fit for work and the reason(s) why. This should be forwarded to their line manager as soon as possible. If the absence continues, further medical certificates must be provided to cover the whole period of absence.

If an employee’s doctor provides a certificate stating that they "may be fit for work" the employee should inform their line manager immediately. Home-Start Corby will discuss with the employee any additional and reasonable measures that may be needed to facilitate their return to work, taking account of their doctor's advice. This may take place at a return-to-work interview (see below). If appropriate measures cannot be taken, the employee will remain on sick leave and Home-Start Corby will set a date to review the situation.

Where we are concerned about the reason for absence, or frequent short-term absence, we may require a medical certificate for each absence regardless of duration. In such circumstances, we will cover any costs incurred in obtaining such medical certificates, for absences of a week or less, on production of a doctor’s invoice. 

Unauthorised absence

Cases of unauthorised absence will be dealt with under our Disciplinary Procedure.

Absence that has not been notified according to the sickness absence reporting procedure will be treated as unauthorised absence. If, at any time, an employee’s line manager considers that they have taken or are taking sickness absence when they are not unwell, they may refer matters to be dealt with under our Disciplinary Procedure.

If an employee does not report for work and has not telephoned their line manager to explain the reason for their absence, their line manager will try to contact the employee by telephone and in writing if necessary. This should not be treated as a substitute for reporting sickness absence.

Sick pay

All employees should refer to their individual contracts of employment for details of their sick pay entitlement.

Employees may be entitled to Statutory Sick Pay (SSP) if they satisfy the relevant statutory requirements. The rate of SSP is set by the government in April each year. No SSP is payable for the first three consecutive days of absence. It starts on the fourth day of absence and may be payable for up to 28 weeks. If an employee is not eligible for SSP or if their SSP entitlement is coming to an end Home-Start Corby will give the employee a form SSP1 telling them the reasons.

Medical examinations

Home-Start Corby may, at any time in operating this policy, require employees to consent to a medical examination by an Occupational Health Service or other medical adviser nominated by Home-Start Corby at our expense.

Employees will be asked to agree that any report produced in connection with any such examination may be disclosed to Home-Start Corby and that we may discuss the contents of the report with the relevant medical adviser.

Return to work interviews
If an employee has been absent on sick leave Home-Start Corby may arrange for them to have a return-to-work interview with their line manager.

A return-to-work interview enables us to confirm the details of the employee’s absence. It also gives employees the opportunity to raise any concerns or questions they may have, and to bring any relevant matters to our attention.

Where an employee’s doctor has provided a certificate stating that they "may be fit for work" Home-Start Corby will usually hold a return-to-work interview to discuss any additional measures that may be needed to facilitate the employee’s return to work, taking account of their doctor's advice.

Sickness absence meeting procedure 

Home-Start Corby may apply this procedure whenever they consider it necessary, including, for example, if employees:

· have been absent due to illness on several occasions.

· have discussed matters at a return-to-work interview that require investigation; and/or

· are on long term sickness absence.

Unless it is impractical to do so, Home-Start Corby will give the employee one weeks’ written notice of the date, time, and place of a sickness absence meeting. Home-Start Corby will put any concerns about the employee’s sickness absence and the basis for those concerns in writing or otherwise advise why the meeting is being called. A reasonable opportunity for the employee to consider this information before a meeting will be provided.

The meeting will usually be conducted by the employee’s line manager. The employee may bring a companion with them to the meeting.

Employees must take all reasonable steps to attend a meeting. Failure to do so without good reason may be treated as misconduct. If an employee or their companion are unable to attend at the time specified, the employee should immediately inform their line manager who will seek to agree an alternative time.

A meeting may be adjourned if the employee’s line manager is awaiting receipt of information, needs to gather any further information or consider matters discussed at a previous meeting. The employee will be given a reasonable opportunity to consider any new information obtained before the meeting is reconvened.

Confirmation of any decision made at a meeting, the reasons for it, and of the right of appeal will be given to the employee in writing as soon as reasonably practicable after a sickness absence meeting.

If, at any time, the employee’s line manager considers that the employee has taken or is taking sickness absence when they are not unwell, they may refer matters to be dealt with under Home-Start Corby’s Disciplinary Procedure.

Opportunity to be accompanied at meetings 

Employees may bring a companion to any meeting or appeal meeting under this procedure.

The companion may be either a trade union representative or a colleague. Their details must be given to the manager conducting the meeting, in good time before it takes place.

Employees are allowed reasonable time off from duties without loss of pay to act as a companion. However, they are not obliged to act as a companion and may decline a request if they so wish.

Home-Start Corby may at their discretion permit other companions (for example, a family member) where this will help overcome difficulties caused by a disability, or difficulty understanding English.

A companion may make representations, ask questions, and sum up the employee’s position, but will not be allowed to answer questions on an employee’s behalf. Employees may confer privately with their companion at any time during a meeting.

Long term sickness

Long-term sickness absence is defined as any period of consecutive absence from work for a period of 20 days or longer.  This can either be calculated as 20 actual days lost or an anticipated 20 days based on the receipt of a Statement of Fitness for Work or other medical advice. Home-Start Corby will deal with instances of long-term sickness absence on a case by case basis.

Stage 1: First sickness absence meeting 

This will follow the procedure set out above on the arrangements for and right to be accompanied at sickness absence meetings.

The purposes of a first sickness absence meeting may include:

· Discussing the reasons for absence.

· Where the employee is on long-term sickness absence, determining how long the absence is likely to last.

· Where the employee has been absent on several occasions, determining the likelihood of further absences.

· Considering whether medical advice is required.

· Considering what, if any, measures might improve the employee’s health and/or attendance.

· Agreeing a way forward, action that will be taken and a timescale for review and/or a further meeting under the sickness absence procedure.

Stage 2: Further sickness absence meeting(s) 

Depending on the matters discussed at the first stage of the sickness absence procedure, a further meeting or meetings may be necessary. Arrangements for meetings under the second stage of the sickness absence procedure will follow the procedure set out above on the arrangements for and right to be accompanied at sickness absence meetings.

The purposes of further meeting(s) may include:

· Discussing the reasons for and impact of the employee’s ongoing absence(s).

· Where an employee is on long-term sickness absence, discussing how long their absence is likely to last.

· Where an employee has been absent on several occasions, discussing the likelihood of further absences.

· If it has not been obtained, considering whether medical advice is required. If it has been obtained, considering the advice that has been given and whether further advice is required.

· Considering the employee’s ability to return to/remain in their job in view both of their capabilities and Home-Start Corby’s business needs and any adjustments that can reasonably be made to their job to enable them to do so.

· Considering possible redeployment opportunities and whether any adjustments can reasonably be made to assist in redeploying you, although we will not be obliged to create a new position for this purpose.

· Where the employee can return from long-term sick leave, agreeing a return-to-work programme.

· Agreeing a way forward, action that will be taken and a timescale for review and/or a further meeting(s). This may, depending on steps Home-Start Corby has already taken, include warning employees that they are at risk of dismissal.

Stage 3: Final sickness absence meeting 

Where an employee has been warned that they are at risk of dismissal, Home-Start Corby may invite them to a meeting under the third stage of the sickness absence procedure. Arrangements for this meeting will follow the procedure set out above on the arrangements for and right to be accompanied at sickness absence meetings.  

The purposes of the meeting will be:

· To review the meetings that have taken place and matters discussed with the employee.

· Where the employee remains on long-term sickness absence, to consider whether there have been any changes since the last meeting under stage two of the procedure, either as regards the employee’s possible return to work or opportunities for redeployment.

· To consider any further matters that the employee wishes to raise.

· To consider whether there is a reasonable likelihood of the employee returning to work or achieving the desired level of attendance in a reasonable time.

· To consider the possible termination of the employee’s employment.

Termination will normally be with full notice or payment in lieu of notice.

Home-Start Corby reserves the right to terminate your employment, despite the effect of such termination on any actual or prospective entitlement under any permanent health insurance cover, any entitlement to sick pay, or other benefits provided for you by Home-Start Corby (if applicable).

Appeals

Employees may appeal against any dismissal outcome under stage 3 of this procedure and may bring a companion to an appeal meeting.

If the employee wishes to appeal, they must provide written notice of the appeal within five working days of receiving written confirmation of the decision stating the grounds or reasons upon which they are appealing.

Appeal hearings will normally take place within 14 days of receipt of the employee's written notice of appeal. Notice of the date, time and place of the appeal hearing will be given to the appellant. 

The appeal will be heard by a manager who is at an equivalent level or, where possible, by a more senior manager or Trustee , and who has not previously been involved in the decision to impose the decision on the employee. 

The following general principles also apply to the appeal procedure:

· Each step and action of the procedure must be taken without unreasonable delay.

· The timing and location of meetings must be reasonable.

· Meetings must allow both sides to explain their cases.

· Employees will have the right to be accompanied in accordance with their statutory rights.

If the employee fails to attend the appeal hearing and the reason(s) for non attendance are unsatisfactory or no reason has been given for failing to attend, a hearing may be held and a decision may be made in their absence.

The Appeal hearing may decide to:

· Dismiss the appeal and confirm the original decision.

· Uphold the appeal and revoke the original decision; or

· Substitute a different decision.

The decision of the appeal will be final and there will be no further right of appeal.

If the appeal is against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if the appeal is successful the appellant will be reinstated with no loss of continuity or pay. The appellant will be informed in writing of the outcome of the appeal.

Section 4   Capability procedure
Scope

The starting point within the capability procedure may vary depending upon the circumstances of the individual or performance issues. The capability procedure does not apply to employees in a probationary period and Home-Start Corby reserves the right to abbreviate the procedure in the case of any employee with less than 2 years’ continuous service.

About this policy

This policy deals with situations where an employee fails to achieve the required standards of performance due to capability. Issues relating to conduct and behaviour will be dealt with under the Disciplinary Procedure.

The primary aim of this procedure is to provide a framework within which managers can work with employees to maintain satisfactory performance standards and to encourage improvement where necessary.

This policy does not apply to cases involving genuine sickness absence, proposed redundancies, or misconduct. In those cases, reference should be made to the appropriate policies or procedures.

Identifying Performance Issues
In the first instance, performance issues should normally be dealt with informally between the employee and their line manager as part of day-to-day management. Where appropriate, a note of any such informal discussions may be placed on the employee’s personnel file but will be ignored for the purposes of any future capability hearings. The formal procedure should be used for more serious cases, or in any case where an earlier informal discussion has not resulted in a satisfactory improvement. Informal discussions may help:

· clarify the required standards.

· identify areas of concern.

· establish the likely causes of poor performance and identify any training needs; and/or

· set targets for improvement and a timescale for review.

Employees will not normally be dismissed for performance reasons without previous warnings. However, in cases of gross negligence, or in any case involving an employee who has not yet completed their probationary period, dismissal without previous warnings may be appropriate.

If Home-Start Corby has concerns about an employee’s performance, Home-Start Corby will undertake an assessment to decide if there are grounds for taking formal action under this procedure. The procedure involved will depend on the circumstances but may involve reviewing the employee’s personnel file including any appraisal records, gathering any relevant documents, monitoring an employee’s work and, if appropriate, interviewing the employee and/or other individuals confidentially regarding the employee’s work.

Notification of a capability hearing
If Home-Start Corby considers that there are grounds for taking formal action over alleged poor performance, the employee will be required to attend a capability hearing. Home-Start will notify the employee in writing of its concerns over the employee’s performance, the reasons for those concerns, and the likely outcome if it decides after the hearing that their performance has been unsatisfactory. Home-Start Corby will also include the following where appropriate:

· A summary of relevant information gathered as part of any investigation.

· A copy of any relevant documents which will be used at the capability hearing.

· A copy of any relevant witness statements, except where a witness's identity is to be kept confidential, in which case Home-Start Corby will give the employee as much information as possible while maintaining confidentiality.

Home-Start Corby will give employees written notice of the date, time, and place of the capability hearing. The hearing will be held as soon as reasonably practicable, but employees will be given a reasonable amount of time to prepare their case based on the information given to them.

Right to be accompanied at hearings

Employees may bring a companion to any capability hearing or appeal hearing under this procedure. The companion may be either a trade union representative or a colleague. Employees must tell the manager conducting the hearing who their chosen companion is, in good time before the hearing.

A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to act as a companion if they do not wish to do so.

If an employee’s companion is unavailable at the time a hearing is scheduled and will not be available for more than five working days Home-Start Corby may require the employee to choose someone else.

Procedure at capability hearings

If an employee or their companion cannot attend the hearing the employee should inform Home-Start immediately and Home-Start Corby will usually arrange an alternative time. Employees must make every effort to attend the hearing, and failure to attend without good reason may be treated as misconduct. If an employee fails to attend without good reason, or is persistently unable to do so (for example, for health reasons), Home-Start Corby may have to take a decision based on the available evidence including any written representations the employee has made.

The hearing will normally be held by the employee’s line manager or a more senior manager. The employee may bring a companion with them to the hearing. The employee’s companion may make representations, ask questions, and sum up the employee’s case, but will not be allowed to answer questions on the employee’s behalf. The employee may confer privately with their companion at any time during the hearing.

Employees may ask relevant witnesses to appear at the hearing, provided they give Home-Start Corby   sufficient advance notice to arrange their attendance. Employees will be given the opportunity to respond to any information given by a witness. However, employees will not normally be permitted to cross-examine witnesses unless there are exceptional circumstances.

The aims of a capability hearing will usually include:

· Setting out the required standards that Home-Start Corby believes the employee may have failed to meet and going through any relevant evidence that Home-Start Corby has gathered.

· Allowing employees to ask questions, present evidence, call witnesses, respond to evidence and make representations.

· Establishing the likely causes of poor performance including any reasons why any measures taken so far have not led to the required improvement.

· Identifying whether there are further measures, such as additional training or supervision, which may improve performance.

· Where appropriate, discussing targets for improvement and a timescale for review.

· If dismissal is a possibility, establishing whether there is any likelihood of a significant improvement being made within a reasonable time.

A hearing may be adjourned if Home-Start Corby needs to gather any further information or consider matters discussed at the hearing. Employees will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.

Home-Start Corby will inform employees in writing of their decision, and reasons for it, as soon as reasonably practicable after the capability hearing. 

Stage 1 hearing: First written warning 

Following a Stage 1 capability hearing, if Home-Start Corby decides that an employee’s performance is unsatisfactory, Home-Start Corby will give the employee a first written warning, setting out:

· The areas in which the employee has not met the required performance standards.

· Targets for improvement.

· Any measures, such as additional training or supervision, which will be taken with a view to improving performance.

· A period for review.

· The consequences of failing to improve within the review period, or of further unsatisfactory performance.

The warning will normally remain active for six months from the end of the review period (although may be extended if the manager feels insufficient improvement has been made). After the active period, the warning will remain permanently on an employee’s personnel file but will be disregarded in deciding the outcome of any future capability proceedings.

Stage 2 hearing: Final written warning

If an employee’s performance does not improve within the review period set out in a first written warning, or if there is further evidence of poor performance while an employee’s first written warning is still active, Home-Start Corby may decide to hold a Stage 2 capability hearing. Home-Start Corby will send the employee written notification as set out above.

Following a Stage 2 capability hearing, if Home-Start Corby decides that an employee’s performance is unsatisfactory, Home-Start Corby will give the employee a final written warning, setting out:

· the areas in which they have not met the required performance standards.

· targets for improvement.

· any measures, such as additional training or supervision, which will be taken with a view to improving performance.

· a period for review; and

· the consequences of failing to improve within the review period, or of further unsatisfactory performance.

A final written warning will normally remain active for 12 months from the end of the review period (although may be extended if the manager feels insufficient improvement has been made). After the active period, the warning will remain permanently on an employee’s personnel file but will be disregarded in deciding the outcome of future capability proceedings.

Stage 3 hearing: Dismissal 

Home-Start Corby may decide to hold a Stage 3 capability hearing if they have reason to believe:

· an employee’s performance has not improved sufficiently within the review period set out in a final written warning.

· an employee’s performance is unsatisfactory while a final written warning is still active; or

· an employee’s performance has been grossly negligent such as to warrant dismissal without the need for a final written warning.

Home-Start Corby will send employees written notification of the hearing as set out above.

Following the hearing, if Home-Start Corby finds that an employee’s performance is unsatisfactory, they may consider the following options:

· Dismissing the employee.

· Redeploying the employee into another suitable job at the same or a lower grade.

· Extending an active final written warning and setting a further review period (in exceptional cases where Home-Start Corby believes a substantial improvement is likely within the review period).

Dismissal will normally be with full notice or payment in lieu of notice, unless an employee’s performance has been so negligent as to amount to gross misconduct, in which case Home-Start Corby may dismiss the employee without notice or any pay in lieu.

Appeals against action for poor performance 
Employees may appeal against capability action taken against them. The right of appeal will be confirmed in each capability hearing decision letter. Details of who to appeal to will be clearly stated in writing to the employee along with the appeal timescales. 

If the employee wishes to appeal, they must provide written notice of the appeal within five working days of receiving written confirmation of the sanction being imposed against them stating the grounds or reasons upon which they are appealing.

Appeal hearings will normally take place within 14 days of receipt of the employee's written notice of appeal. Notice of the date, time and place of the appeal hearing will be given to the appellant. 

The appeal will be heard by a manager who is at an equivalent level or, where possible, by a more senior manager or Trustee, and who has not previously been involved in the decision to impose the sanction on the employee. 

The following general principles also apply to the appeal procedure:

· Each step and action of the procedure must be taken without unreasonable delay.

· The timing and location of meetings must be reasonable.

· Meetings must allow both sides to explain their cases.

· Employees will have the right to be accompanied in accordance with their statutory rights.

· If the employee fails to attend the appeal hearing and the reason(s) for non-attendance are unsatisfactory or no reason has been given for failing to attend, a hearing may be held and a decision may be made in their absence.

The Appeal hearing may decide to:

· Dismiss the appeal and confirm the original decision.

· Uphold the appeal and revoke the original decision; or

· Substitute a different penalty.

The decision of the appeal will be final and there will be no further right of appeal.

If the appeal is against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if the appeal is successful the appellant will be reinstated with no loss of continuity or pay. The appellant will be informed in writing of the outcome of the appeal.

Section 5   Grievance procedure

TC "1. About this procedure" \l 1About this procedure

Most grievances can be resolved quickly and informally through discussion with your line manager or. If this does not resolve the problem, you should initiate the formal procedure set out below.

TC "2. Step 1: written grievance" \l 1Step 1: written grievance

You should put your grievance in writing and submit it to your line manager. If your grievance concerns your line manager, you may submit it to the Vice Chair.
The written grievance should set out the nature of the complaint, including any relevant facts, dates, and names of individuals involved so that we can investigate it.

TC "3. Step 2: meeting" \l 1Step 2: meeting

We will arrange a grievance meeting, normally within one week of receiving your written grievance. You should make every effort to attend.

You may bring a companion to the grievance meeting if you make a reasonable request in advance and tell us the name of your chosen companion. The companion may be either a trade union representative or a colleague, who will be allowed reasonable paid time off from duties to act as your companion.

If you or your companion cannot attend at the time specified you should let us know as soon as possible and we will try, within reason, to agree an alternative time.

We may adjourn the meeting if we need to carry out further investigations, after which the meeting will usually be reconvened.

We will write to you, usually within one week of the last grievance meeting, to confirm our decision and notify you of any further action that we intend to take to resolve the grievance. We will also advise you of your right of appeal.

TC "4. Step 3: appeals" \l 1Step 3: appeals

If the grievance has not been resolved to your satisfaction you may appeal in writing to the Chair of Trustees, stating your full grounds of appeal, within one week of the date on which the decision was sent or given to you.

We will hold an appeal meeting, normally within two weeks of receiving the appeal. This will be dealt with impartially by a more senior manager or Trustee who has not previously been involved in the case, where practicable. You will have a right to bring a companion.

We will confirm our final decision in writing, usually within one week of the appeal hearing. There is no further right of appeal.

Section 6    Disciplinary procedure

Policy details

The starting point within the disciplinary procedure may vary depending upon the circumstances of the incident or offence. The disciplinary procedure does not apply to employees in a probationary period and Home-Start Corby reserves the right to abbreviate the procedure in the case of any employee with less than 2 years’ continuous service.  

Investigation

When an incident occurs, which may be the result of an employee's misconduct, an investigation will be conducted.  The purpose of the investigation is for Home-Start Corby to establish a fair and balanced view of the facts relating to any disciplinary allegations against the employee, before deciding whether to proceed with a disciplinary hearing.  The amount of investigation required will depend on the nature of the allegations and will vary from case to case.  It may involve interviewing and taking statements from the employee and any witnesses, and/or reviewing relevant documents.  

· Employees do not normally have the right to bring a representative to an investigation interview.  However, the employer may allow employees to bring a representative if it helps them to overcome any disability, or any difficulty in understanding English.

· Where possible, the investigation should not be carried out by the manager who will be involved in any subsequent disciplinary process.

· The employee will be informed of the outcome of the investigation and details will be conveyed in writing prior to any disciplinary meeting, as to the basis of the allegations upon which their meeting is to be convened.
Criminal Allegations

Where the employee’s conduct is the subject of a criminal investigation, charge or conviction, Home-Start Corby will investigate the facts before deciding whether to take formal disciplinary action. 

Home-Start Corby will not usually wait for the outcome of any prosecution before deciding what action, if any, to take. Where the employee is unable or has been advised not to attend a disciplinary hearing or say anything about a pending criminal matter, Home-Start Corby may have to take a decision based on the available evidence. 

A criminal investigation, charge or conviction relating to conduct outside work may be treated as a disciplinary matter if Home-Start Corby considers that it is relevant to the employee’s employment. 

Suspension

There may be instances where suspension is necessary while the investigation or disciplinary procedure (or both) are carried out, particularly for instances that fall under Gross Misconduct. Home-Start Corby reserves the right to suspend employees, especially where there are reasonable grounds for concern that evidence may be tampered with, destroyed or witnesses pressurised before the disciplinary hearing, or if there is a potential risk to the business or other employees or third parties in allowing the employee to remain at work.

Suspension in not a disciplinary sanction and suspension should not be taken as indicating that any decision has been made in relation to the guilt or innocence of the employee in question. 

Whilst suspended, employees must not communicate with any other employees, contractors or any other individuals connected to the Organisation unless authorised by the Senior Organiser or Chair of Trustees. Suspended employees are required to be available to answer any work-related queries.

Employees will usually receive full pay during any period of suspension. 

Disciplinary Hearing

Following the investigation, if action is required, a formal disciplinary hearing is to be convened by the Disciplining Manager i.e. the Senior Organiser of the Chair of Trustees.
Written notification of the disciplinary hearing is to be given to the employee concerned in advance of any disciplinary hearing.  Such notification is to include in writing the date, time and place of the disciplinary hearing and what it is they are alleged to have done wrong, i.e. the employee’s alleged misconduct, which has resulted in the hearing being convened. The notification should also include a summary of information gathered during the investigation and a copy of relevant documents that will be used at the disciplinary hearing including any relevant witness statements.

If it is possible that an outcome of the disciplinary hearing may be dismissal, the letter requiring the employee to attend the hearing should state this is a possible outcome.

The employee should be given reasonable notice of the hearing for the employee to make preparation and obtain appropriate representation.  The employee may bring a representative to any disciplinary hearing or appeal hearing under this procedure. The representative may be either a trade union representative or a work colleague. The employee must tell the Disciplining Manager who their chosen companion is, in good time and in any event at least 24 hours before the hearing.

The employee should be given every opportunity to attend a disciplinary hearing. However, if the employee fails to attend the hearing and the reason(s) for non-attendance are unsatisfactory or no reason has been given for failing to attend, a hearing may be held and a decision may be made in their absence.

At the disciplinary hearing, the Disciplining Manager will go through the allegations against the employee and the evidence that has been gathered. The employee will be able to respond and present any evidence of their own.

The employee’s representative may make representations and ask questions but should not answer questions on the employee’s behalf. The employee may confer privately with their representative at any time during the hearing. 

The Disciplining Manager may adjourn the disciplinary hearing if any further investigations need to be carried out such as re-interviewing witnesses in the light of any new points the employee has raised at the hearing. The employee will be given a reasonable opportunity to consider any new information obtained before the hearing is reconvened.

Written confirmation of the outcome of the disciplinary hearing will be provided to the employee. This will include a right to appeal.

Home-Start Corby does not normally permit the electronic recording of a hearing. Covert recordings are expressly forbidden and may be regarded as a disciplinary offence.   

Misconduct and Gross Misconduct

Misconduct
The following are examples of matters that will normally be regarded as misconduct and will be dealt with under our Disciplinary Procedure.

· Minor breaches of Home-Start Corby’s Policies and Procedures

· Bad timekeeping

· Time Wasting

· Negligence in the performance of duties 

· Breaching home-Start Corby’s Absence Policy including the failure to notify sickness absences and provide sick notes, refusal to co-operate with managers in discussing absence or refusal to undertake suitable alternative duties

· Whilst purporting to be absent due to sickness, working or indulging in activities which are likely to be inconsistent with the reason for absence and/or which are unlikely to be conducive to recovery

· Failure to immediately report or record any matter that it is the employee's duty to report or record

· Leaving the site before the end of a shift without authorisation

· Smoking in a non-smoking area.

N.B. This list is intended as a guide and is not exhaustive. Some of the above examples could be deemed to be Gross Misconduct, depending on the seriousness of the matter.

Gross Misconduct
Gross misconduct is a serious breach of contract and includes any serious failure to uphold acceptable standards of conduct and misconduct which, in the employer’s opinion, is likely to prejudice the business or reputation or irreparably damage the working relationship and trust between the employer and employee. Gross misconduct will normally lead to dismissal without notice or pay in lieu of notice (summary dismissal). 

The following conduct may justify summary dismissal: 
· Assault (actual or threatened), including physical assault, bullying or verbal assault

· Grossly indecent or immoral behaviour

· Dishonesty including falsification, theft, or fraud. Examples of falsification include the deliberate falsification of any records, time sheets, absence records, expenses claims, performance figures and references. Examples of fraud include the acceptance of any bribe, secret profit, or unauthorised commission.

· Loss of, or damage to, or misuse of Home-Start Corby or customer property

· Loss of, or damage to, another employee’s property

· Unlawful discrimination or harassment

· Causing loss, damage, or injury through serious negligence 

· Serious negligence in the performance of duties 

· Being under the influence of alcohol or illegal drugs, psychoactive substances, ‘legal highs’ or any other substances which have the effect of illegal drugs during working hours or whilst on Home-Start Corby premises / business

· Serious incapability at work brought on by alcohol or illegal drugs, psychoactive substances, ‘legal highs’ or any other substances which have the effect of illegal drugs during working hours or whilst on Home-Start Corby premises

· Possession, use, supply or attempted supply of illegal drugs, psychoactive substances, ‘legal highs’ or any other substances which have the effect of illegal drugs

· Bringing Home-Start Corby into serious disrepute

· A serious breach of health and safety rules

· Serious insubordination including the refusal to obey a lawful and / or reasonable instruction

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

· Serious misuses of Home-Start Corby’s property or name

· Disclosure of confidential information

· Serious breach of confidence, trust, fidelity, or loyalty

· Any criminal convictions or cautions (including driving convictions) that, in the opinion of Home-Start Corby, may affect its reputation or relationship with staff, customers or the public, or otherwise affects the employee’s suitability to continue to work for the Company 

· Serious breach of established departmental practices

· Serious breach of Home-Start Corby's Policies and Procedures

· Failure to comply with a reasonable order, request, instruction, or contractual   requirement

· Unauthorised entry into Home-Start Corby's records, including manual or computerised systems

· Unauthorised use of Home Start Corby’s equipment, property, or facilities

· Offensive or inappropriate behaviour or attitude towards other persons e.g. using abusive or insolent language. 

· Abuse of Home-Start Corby’s IT resources and equipment including (but not limited to) excessive personal e-mail, internet, and telephone usage.

· Action which may be to the detriment of Home-Start Corby or other employees, or to Home-Start Corby’s reputation or image, whether on or off the premises.

· Undertaking private work on Home-Start Corby premises and/or in working hours without express permission from Home-Start Corby.

N.B. This list is intended as a guide and is not exhaustive.

Disciplinary Action

The usual penalties for misconduct are:

Stage 1 - First Written Warning

Where the Disciplining Manager has a reasonable belief that an allegation is well-founded, a Written Warning may be issued. The written warning will detail:

· The offence committed. The time frame for improvement.

· The penalty that may be incurred for further offences.

· Home-Start Corby's requirements relating to future conduct.

A copy of the Written Warning is to be placed in the employee's personnel file.  A Written Warning normally remains active for 6 months. After the active period, the warning will remain permanently on the employee’s personnel file but will be disregarded in deciding the outcome of future disciplinary proceedings.

Stage 2 - Final Written Warning
Where the Disciplining Manager has a reasonable belief that an allegation which is serious but short of gross misconduct is well-founded, even though there are no other active warnings on the employee’s record, a Final Written Warning may be issued. Alternatively, repeated, or subsequent breaches after a Written Warning will result in a Final Written Warning. A Final Written Warning will state the time within which the unacceptable conduct must not be repeated. It will also specify the consequences of failure to comply with such a warning

A copy of the Final Written Warning is to be placed in the employee's personnel file.  A Final Written Warning normally remains active for 12 months. After the active period, the warning will remain permanently on the employee’s personnel file but will be disregarded in deciding the outcome of future disciplinary proceedings. 

Stage 3 - Summary Dismissal/Dismissal

When a disciplinary result in a decision that there has been gross misconduct the outcome normally will be summary dismissal. Alternatively, repeated, or subsequent breaches after a Final Written Warning will result in dismissal. An employee will only be dismissed for a first offence when it is deemed to be gross misconduct.  

Time Limits of Disciplinary Action

Time expired warnings may be considered if it is reasonable to do so, such as where a warning has recently expired or where previous warnings are otherwise relevant to the sanction to be applied in a subsequent case. 

Appeal Procedure

Employees may appeal against disciplinary action taken against them. The right of appeal will be confirmed in each disciplinary decision letter. Details of who to appeal to will be clearly stated in writing to the employee along with the appeal timescales. 

If the employee wishes to appeal, they must provide written notice of the appeal within five working days of receiving written confirmation of the disciplinary sanction being imposed against them stating the grounds or reasons upon which they are appealing.

Appeal hearings will normally take place within 14 days of receipt of the employee's written notice of appeal. Notice of the date, time and place of the appeal hearing will be given to the appellant. 

The appeal will be heard by a manager or Trustee who is at an equivalent level or, where possible, senior to the Disciplining Manager, and who has not previously been involved in the decision to impose the disciplinary sanction on the employee. 

The following general principles also apply to the appeal procedure:

· Each step and action of the procedure must be taken without unreasonable delay.

· The timing and location of meetings must be reasonable.

· Meetings must allow both sides to explain their cases.

· Employees will have the right to be accompanied in accordance with their statutory rights.

If the employee fails to attend the appeal hearing and the reason(s) for non-attendance are unsatisfactory or no reason has been given for failing to attend, a hearing may be held and a decision may be made in their absence.

The officer hearing the appeal may decide to:

· Dismiss the appeal and confirm the original decision.

· Uphold the appeal and revoke the original decision; or

· Substitute a different penalty.

The decision of the appeal officer will be final and there will be no further right of appeal.

If the appeal is against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if the appeal is successful the appellant will be reinstated with no loss of continuity or pay. The appellant will be informed in writing of the outcome of the appeal.

 Section 7    Anti-harassment and bullying policy

TC "1. About this policy" \l 1About this policy

We are committed to providing a working environment free from harassment and bullying and ensuring all staff are treated, and treat others, with dignity and respect.

TC "2. What is harassment?" \l 1What is harassment?

Harassment is any unwanted physical, verbal, or non-verbal conduct that has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for them. A single incident can amount to harassment. 

It also includes treating someone less favourably because they have submitted or refused to submit to such behaviour in the past.

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be related to age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, political opinion, sex or sexual orientation. Harassment is unacceptable even if it does not fall within any of these categories.

Harassment may include, for example:

· unwanted physical conduct or "horseplay", including touching, pinching, pushing, and grabbing.
· unwelcome sexual advances or suggestive behaviour (which the harasser may perceive as harmless).
· offensive e-mails, text messages or social media content.
· mocking, mimicking, or belittling a person's disability.

A person may be harassed even if they were not the intended "target". For example, a person may be harassed by racist jokes about a different ethnic group if the jokes create an offensive environment.

TC "3. What is bullying?" \l 1What is bullying?

Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power that can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power does not always mean being in a position of authority but can include both personal strength and the power to coerce through fear or intimidation. 

Bullying can take the form of physical, verbal, and non-verbal conduct. Bullying may include, by way of example:

· physical or psychological threats.
· overbearing and intimidating levels of supervision.
· inappropriate derogatory remarks about someone's performance.
Legitimate, reasonable, and constructive criticism of a worker's performance or behaviour, or reasonable instructions given to workers in the course of their employment, will not amount to bullying on their own.

TC "4. If you are being harassed or bullied" \l 1If you are being harassed or bullied

If you are being harassed or bullied, consider whether you feel able to raise the problem informally with the person responsible. You should explain clearly to them that their behaviour is not welcome or makes you uncomfortable. If this is too difficult or embarrassing, you should speak to your line manager, who can provide confidential advice and assistance in resolving the issue formally or informally.

If informal steps are not appropriate, or have not been successful, you should raise the matter formally under our Grievance Procedure.

We will investigate complaints in a timely and confidential manner. The investigation will be conducted by someone with appropriate experience and no prior involvement in the complaint, where possible. Details of the investigation and the names of the person making the complaint and the person accused must only be disclosed on a "need to know" basis. We will consider whether any steps are necessary to manage any ongoing relationship between you and the person accused during the investigation.

Once the investigation is complete, we will inform you of our decision. If we consider you have been harassed or bullied by an employee, the matter will be dealt with under the Disciplinary Procedure as a case of possible misconduct or gross misconduct. If the harasser or bully is a third party such as a customer or other visitor, we will consider what action would be appropriate to deal with the problem. Whether or not your complaint is upheld, we will consider how best to manage any ongoing working relationship between you and the person concerned.

TC "5. Protection and support for those involved" \l 1Protection and support for those involved

Staff who make complaints or who participate in good faith in any investigation must not suffer any form of retaliation or victimisation as a result. Anyone found to have retaliated against or victimised someone in this way will be subject to disciplinary action under our Disciplinary Procedure.

TC "6. Record-keeping" \l 1Record-keeping

Information about a complaint by or about an employee may be placed on the employee's personnel file, along with a record of the outcome and of any notes or other documents compiled during the process.
Section 8
TC "4. Gifts and hospitality" \l 1Gifts and hospitality
This policy does not prohibit the giving or accepting of reasonable and appropriate hospitality for legitimate purposes such as building relationships, maintaining our image or reputation, or marketing our products and services. 

A gift or hospitality will not be appropriate if it is unduly lavish or extravagant or could be an inducement or reward for any preferential treatment.

Gifts must be of an appropriate type and value depending on the circumstances and taking account of the reason for the gift. Gifts must not include cash or cash equivalent (such as vouchers) or be given in secret. Gifts must be given in our name, not your name.

Promotional gifts of low value such as branded stationery may be given to or accepted from existing suppliers and business partners. 
Please see Appendix 1 for our accepting and receiving gifts policy for more information.
TC "5. Record-keeping" \l 1Record-keeping

A written record must be kept of each gift received and placed in relevant Family/Staff/Volunteer/Trustee file and a note to be recorded within supervision notes, following discussion with supervisor. 
Appendix 1
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Home-Start Corby
Acceptance of Gifts Policy

It is acceptable for staff or volunteers to accept a small gift, eg a box of chocolates or bunch of flowers, at Christmas time or when a family link with Home-Start is coming to an end.  Cash or cash equivalent is not acceptable.  Alcohol will not be accepted as a gift.

Gifts given at any other time, if appropriate, should be accepted only on behalf of Home-Start Corby and used as a raffle prize as part of a fund raising activity or similar.

All gifts must be declared to the Senior Organiser and a register is to be kept of any gifts received.

Signed Carol Sandall **                     Date 8th December 2020
Chairperson Home-Start Corby
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