[bookmark: _Toc460418300][bookmark: _Toc460492497][bookmark: _GoBack]Table of Contents
3. Starting with the Organisation	6
3.1 About the organisation	6
3.1.1	Mission and Vision	6
3.1.2	Statement of Values	6
3.1.3	Management and staff responsibilities	6
3.2	Recruitment and selection procedures	7
3.2.1 Forms, advertising and selection	8
3.2.2 Probation periods	10
3.2.3 Disclosure and Barring Service (DBS) checks	13
3.3 Induction Policy	14
3.3.1 Statement of Employment Terms and Conditions	14
3.3.2 Conflict of interest	14
3.4	Data Protection and Access to Information Policy	14
3.5 Standards of Behavior at Work Policy	14
3.5.1	Personal Presentation	14
3.5.2	Premises	14
3.5.3	Personal property	14
3.5.4	Telephone and correspondence	14
3.5.5	Computer, email and Internet Use	14
3.5.6	Smoking and other substances at work	14
3.5.7	Member Relations, Confidentiality and Complaints	14
3.5.8	Receipt of Gifts, Bribery and other corrupt Behaviour	14
4. Staff Terms and Conditions	15
4.1	Attendance and Sickness Policy	15
4.1.1	Records	15
4.1.2	Notification of absence	15
4.1.3	Sick pay	16
4.1.4	Frequent absences	18
4.1.5	Long Term Sickness Absence	21
4.1.6	Appeals	22
4.2 Changes in Personal Information procedure	24
4.3	Work/Life Balance Policy	24
4.4	Working Hours Policy	26
4.4.1	Standard full-time working	26
4.4.2	Part-time working	26
4.4.3	Flexible working hours and overtime	26
4.4.4	TOIL (taken off in lieu)	26
4.4.5	Working from home	26
4.5	Leave Policy	29
4.5.1	Public holidays	29
4.5.2	Annual leave	29
4.5.3	Compassionate leave and Special leave	29
4.5.4	Maternity leave	30
4.5.5	Shared parental leave and adoption leave	31
4.5.6	Parental leave and time off for dependants	33
4.5.7	Public service and sabbatical leave	34
4.6	Pay, Benefits and Pensions Policy	36
4.6.1     Salary arrangements & income Tax	36
4.6.2	Pensions Scheme (prior to auto enrolment date Oct 16)	36
4.6.3	External Paid Work	36
4.7 Performance Management Performance	38
4.7.1     Targets and work plans	39
4.7.2     Supervision meetings	39
4.7.3     Appraisal	41
4.7.4	Capability policy (Poor performance procedure)	42
4.7.5     Staff Training and Development	47
4.8 	Disciplinary Policy	50
4.8.1	Purpose and scope	50
4.8.2	Principles	50
4.8.3	Procedures	51
4.8.4	Disciplinary hearing	51
4.8.5	Disciplinary sanctions	52
4.8.6	Dismissal	53
4.8.7	Gross misconduct	53
4.8.8	Appeals	54
4.8.9	Records	55
5. Work Policy	57
5.1	Planning	57
5.1.1	57
5.2	Reporting	57
5.2.1	57
5.3	Fundraising	57
5.3.1	57
5.4	Finance Procedures	58
5.4.1 Ordering Goods and Services	58
5.4.2 Authorisation	59
5.4.3 Financial Procedures	60
5.4.4 Reserve Policy	64
5.4.5 Investment Policy	67
5.5	Risk assessment procedures	70
5.5.1	70
5.6	Disaster recovery	70
5.6.1	70
5.7	Client accounts	70
5.7.1	70
5.8	Volunteering procedures	70
5.8.1	70
5.9	User Involvement Procedures	70
5.9.1	70
5.10	Membership of other organizations	70
5.10.1	70
6.  Support Policies	71
6.1	Grievance Policy	71
6.2	Prevention of Bullying and Harassment Policy	71
6.3	“Whistleblowing” Policy	71
7. Supporting Staff in the Workplace	72
7.1	Valuing Diversity and Equality Policy	72
7.1.1	Equal opportunities	72
7.1.2	Dignity at work	72
7.2	Health and Safety Policy	72
7.2.1	72
8.1	Governance	73
8.1	Terms and conditions for trustees	73
8.1.1	General	73
8.1.2	Job descriptions	73
8.1.3	Person specification	73
8.2	Code of conduct	73
8.2.1	General	73
8.2.2	Conflict of interest	73
9. Leaving KCSC	74
9.1	Notice period	74
9.1.1	Redundancy	74
9.1.2	Retirement	74
9.1.3	Other conditions	74
10. Appendices	75
Appendix 1	Induction framework	75
Appendix 1b: Buddy System Guidelines	77
Appendix 1c: Employee Induction Record	79
Appendix 1d: Mid-review probation form	82
Appendix 1e: End-review probation form	84
Appendix 2: Supervision template	87
Appendix 4c: Diversity Monitoring Form	111
Appendix 4d: Shortlisting grid template	112
Appendix 5: Time sheet template	113
Appendix 6: Annual Leave form	115
Appendix 6b: Maternity Template Letter	116
Appendix 6c: Return to Work Form	117
Appendix 6d: Worplan template	119
Appendix 7: Disciplinary Offences Guideline	121
Appendix 8: Disciplinary Sanctions Table	123
Appendix 9: Long Term Professional Development Application Form	124
Appendix 10: External paid work authorisation request	127

