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1. Code of Conduct

Code of Conduct – Staff and Volunteers

Cardiff Mind requires its staff and volunteers to conduct themselves in a manner which upholds the values of the organisation and does not bring the organisation into disrepute.  There is a separate Code of Conduct for Trustees/Members of the Management Committee.

We require staff and volunteers at all times to work to achieve the best outcomes for Cardiff Mind and its service users.

All staff and volunteers must demonstrate respect for all service users and evidence in their words and deeds

· positive attitudes to mental health
· respect for choices 
· respect for different values, cultures and backgrounds 
· a willingness at all times to assist and encourage service users to   maximise their potential and improve their health and well-being
· a commitment to enabling service users to become fully participating citizens
· an understanding that sometimes people are unwell and need our support even more

Respect must also be extended to fellow employees, volunteers, colleagues both as individuals and as a member of a partner organisation, and the family, friends and carers of those to whom we provide a service (e.g. their personal preferences, place and value within the organisation).

Cardiff Mind requires its staff and volunteers to take care of its property, to

§ Not misuse it
§ Not take it away without authorisation.
§ Not use it for personal non-business related matters
§ Exercise the level of care and attention as if it were their own

We require all staff and volunteers to collectively and actively assist in maintaining a clean, attractive and in particular a safe working environment. 

We require staff and volunteers to attend work or the working environment punctually and free from the influence of alcohol or illegal drugs.

We require staff and volunteers to respect confidentiality relating to work related matters at all times and in all settings.  The information to which staff and volunteers are privy should be used for business purposes and to assist in providing a better service.  This duty of confidentiality extends to service users and their families, colleagues, volunteers and the business activities of Cardiff Mind.   Failure to apply and abide by this duty of confidentiality not only shows Cardiff Mind in an unprofessional light but also is grounds for formal action being taken.  Staff and volunteers who are aware of sensitive information relating to Cardiff Mind’s business activities should guard this in the same way as they would do the personal information of a service user.

We require staff and volunteers to adhere to all legal requirements relating to health and safety whilst at work and also to conduct themselves in professional and private matters in a responsible and law abiding manner.  Our service users and funders quite rightly expect the highest standards of individual and collective probity and integrity. It is important to emphasise that as an organisation that supports vulnerable people there is an expectation in the eyes of the general public that staff and volunteers will never behave in a way professionally or privately that undermines confidence in their integrity or morality.

We require staff and volunteers to make themselves aware of and comply with the Company’s policies and procedures and to apply consistently the highest standards of practice.

We require staff and volunteers to actively participate in personal and training development making positive use of 

§ supervision, 
§ team meetings 
§ other training opportunities.

We require staff and volunteers to take personal responsibility for identification and addressing any practice or other developmental needs.  This includes responsibility for keeping up-to-date and informed on the organisation and specific policy/practice areas. 

It is an individual and collective responsibility to ensure that service quality and good practice is embedded within the organisation.  When standards are compromised they must be challenged.  There is no place for misguided loyalty in such circumstances and whereas one is hopeful that such instances will be rare and readily addressed staff and volunteers should be aware of the fact that there is a “Whistle-blowing” Policy which provides a formalised process for dealing with these matters.

We must always be mindful that we work with vulnerable people who may be open to exploitation.  It is essential therefore that those professional boundaries are maintained and that service users, funders and the public in general do not have cause to doubt or challenge the way in which we relate to those to whom we provide a service.  Relationships with service users should always be professional and compassionate but conducted in a way which does not cause confusion or moves into the realms of a friendship.  Care needs to be taken to ensure that personal and professional lives do not merge and it is therefore critical that contact with service users takes place within a work related setting rather than in free time.

Staff and volunteers may have outside interests or business activities that Service Users may be able to access as individuals.  There are significant boundary issues particularly if service users are required to make payment to access the activities.  Experience suggests to us that there is a danger that any such arrangement with a service user will be presumed to have come about by exploitation of a privileged position as a staff member or volunteer.  It is therefore important that no such contacts take place as this could leave the individual or the organisation vulnerable to allegations that will damage their or our reputation. 

Great care needs to be taken that strongly held personal views and opinions do not impact upon service users or indeed colleagues.  Our role is to assist service users to exercise their own informed choice based on good quality and balanced information.  Informed choice needs to be weighed against our responsibility to assist people in managing their own health and well being and developing citizenship.  The support of independence should not extend to illegal activities, activities which would be detrimental to health such as not taking medication or that goes against active participation in an agreed support plan.

There are many examples of service users suffering financial abuse.  Staff and volunteers should never take money from service users unless it relates to charges for accommodation or services provided in which case it should be accounted for in accordance with financial regulations.  It is possible that staff may be requested to put money in the safe for a service user but this should be as part of an agreed arrangement which is properly recorded, signed by the service user and is properly accounted for.  Such arrangements should be with the prior approval of your Line Manager.  Similar care needs to be taken when accompanying service users to withdraw cash from cash points etc.

In view of the close relationship and dependence between the service users and the staff and volunteers, all personal gifts, except for small token presents, should be declined by the staff an volunteers. If a service user wishes to give a small token gift this should be discussed with your line manger or volunteer coordinator before being accepted.

Staff and volunteers whose work brings them into contact with companies that supply the organisation with products or services must not accept personal gifts from the suppliers. Any gift or discount offered must be considered the property of Cardiff Mind and be discussed with your line manager.

Staff and volunteers who have outside business interests or who have friendships with companies or individuals who provide goods or services to Cardiff Mind must ensure that such interests are declared and that they do not take part in any process that could give rise to a potential conflict of interest.  The same degree of declaration needs to be extended to the interests of immediate family members and partners.

Staff who have secondary employment are required to advise their manager of the fact and also seek the approval of the Chief Executive.  Managers will need to obtain the approval of the Management Committee via the Chief Executive.  Approval for this will not be unreasonably withheld.  Managers who seek to take up outside appointments in a personal capacity including acting as a volunteer will similarly need the approval of the Management Committee. 

There are times when service users or perhaps members of their family, friends or neighbours will be known to a staff member or volunteer in an out of work context.  This can create a possible conflict of interest and should be declared to your Line Manager/Volunteer coordinator who will need to consider the necessity for making alternative arrangements for service provision.  It is essential that any information that you may acquire remains totally confidential. 

Failure to apply the Code of Conduct may give rise to Disciplinary Action.  It is important therefore that all staff and volunteers are aware of the Disciplinary Policy and Procedures and in particular those issues that can result in action being taken against them.


The provisions of the Code of Conduct apply to all Employees and Volunteers of Cardiff Mind Ltd including the Chief Executive Officer.  Where there are references to the Chief Executive exercising discretion or approval for issues relating to staff, the Chair of the Company’s Management Committee determines such issues in respect of the Chief Executive Officer. 

2.	Remuneration

2.1 Basic salary  

Details are in Cardiff Mind's Contract of Employment.  Staff will be advised of their starting salary in their letter of appointment.  Staff are appointed on an incremental scale which will change on the anniversary of their appointment until the maximum has been attained. Staff will normally start on the lowest point on the scale for their post. All increments and other increases will be confirmed each year subject to financial constraints.

The salary for a part-time post or job-share is based on that of the equivalent full-time post but reduced pro rata for the numbers of hours worked.

Ordinarily staff will be appointed at the lowest incremental point of the scale.  However, in order to recruit the best possible people into the organisation, we do not expect new staff to take a pay cut to join us.  The starting salary therefore will be determined by the interview panel.


2.2  	Method of payment

All staff are paid monthly (based on a calendar month). This is paid on the 18th of the month.  The salary advice slip shows gross salary and any deductions for income tax, national insurance and any other agreed amounts, and additions such as on-call payments, any expenses and back pay due.

Salary will be paid by Bank Credit.

2.3 Pensions

Cardiff Mind will contribute a payment equal to 6% of basic salary to an NEST personal pension scheme for all permanent staff. As part of the Government’s auto-enrolment scheme Staff will be required to make a personal contribution to the NEST Scheme in accordance with the prevailing rate specified by the Government unless they chose to opt out. The NEST scheme has a disregarded amount on contributions and for the disregarded amount Cardiff Mind will make a contribution to a second pension currently provided by Reassure. Staff choosing to opt out of the NEST scheme may choose to have the 6% paid into the Reassure Scheme subject to their successful enrolment.
There is no possibility of a cash payment being made in lieu of a pension contribution being made.

Under the current pension scheme staff can chose to access their occupational pension on reaching the age of 65.  

Cardiff Mind will continue to make pension contributions for all entitled staff and that staff aged over 65 will need to explicitly agree not to participate any longer.

2.4 	Sick Pay  	

	Cardiff Mind has an occupational sick pay scheme. In calculating the sick pay due, account is taken of all days` sickness during the previous 12 months.  The sickness year will be calculated from the date on 	which the individual Employee commences employment with Cardiff Mind.  The sickness entitlement will be calculated as at the day the sickness episode commenced.

In applying the scheme Cardiff Mind will endeavour to act as a good and reasonable employer.  This  means that staff who are absent due to ill health should not assume that payments under the scheme will automatically be paid without considering the effect that their absence is having on the provision of service or without regard to previous patterns of sickness. Issues of absence are considered separately and under the Company’s Management of Attendance Policy to which staff should refer.

Where the actions of the staff member have contributed to prolonged absence or if the staff member is absent from work but is shown to be undertaking private or secondary employment the Company reserves the right to suspend the occupational element of its sick pay scheme.


The occupational sick pay scheme provides for payments to be made in accordance with the following scale.  

	During 1st year of service:
	Up to 4 months’ service: 1 month’s full pay.
	After 4 months’ service:  1 month’s full pay and 2 months 1/2 pay.

	During 2nd year of service: 2 month’s full pay and 2 months 1/2 pay.

During 3rd, 4th and 5th years of service: 3 months full pay and 3 months ½ pay.

	Thereafter:  6 months full pay and 6 months 1/2 pay.

In calculating the entitlements after 2 years’ service there will be a linkage applied to episodes whereby a new episode will only be regarded as such after an 8-week period of continuous attendance has taken place.  This means that the date on which the absence occurred will be viewed in accordance with the entitlement that existed at the time of the episode if linking applies.

Where staff are undergoing a programme of treatment which is phased and they are able to resume work prior to completion of that programme of treatment the entitlement to occupational sick pay will be regarded as being linked to the same episode(s)

At the discretion of the Chief Executive these periods may be extended in certain exceptional circumstances, the Chief Executive also has delegated authority to interpret the application of the occupational sick pay scheme to balance rights and responsibilities of all parties in a reasonable manner.

It is important to note that Occupational Sick Pay is a matter for the Company to determine and one of the considerations that will be applied in respect of entitlement to the allowance after 5 years’ service will be the extent to which the entitlement has been utilised in the preceding year.  If, for example. a person has exhausted their full entitlement to full and half pay in year 5 as calculated by using linking if it applies, the six months’ full and six months’ half pay entitlement will become effective one year later i.e after  6 years service.   



2.5    Maternity Pay


Employees who are pregnant or who have just given birth are entitled to a maximum of 26 weeks’ Statutory Maternity Pay (SMP) if:

They have 26 weeks’ continuous service ending with the qualifying week which is 15 weeks before the expected date of confinement.

Their average weekly earnings in the 8 weeks up to and including the qualifying week is at least equal to the lower earnings limit for National Insurance contributions.

Up to 18 months continuous service or less at the 26th week of pregnancy:
	Staff will receive statutory maternity pay for 39 weeks. This is presently 90% of average pay for 6 weeks and the remaining 33 weeks at the SMP rate or 90% of average earnings if lower. (These figures will be adjusted to comply with relevant government regulations).

Over 18 months’ continuous service at the 26th week of pregnancy:

	Staff will receive 12 weeks full pay (including SMP) and 6 weeks half pay (including SMP) thereafter reverting to SMP only for the remainder of the 39 week entitlement

Every reasonable effort will be made to offer staff who adopt children leave and pay in line with maternity/parental leave and pay conditions.

2.6 	Payment in Lieu of Notice

Where Cardiff Mind issues notice of termination of employment we reserve the right to make Payment in Lieu of Notice and the employment contract will terminate before the notice period expires

3. 	Hours of Work

3.1	Contractual hours.  

Full time hours of work are 37 hours per week, exclusive of breaks. Staff who are not involved in direct service provision will normally work between 8.30 to 5.30; those providing services will work shifts as agreed with their Line Manager and will reflect the needs of the service. 

Cardiff Mind will endeavour to assist staff to balance their work/life responsibilities and will be as flexible on starting and finishing times as the service requirements will permit.

Service based staff will work evenings, weekends and statutory holidays as part of their rota. For these staff for ease of calculation the 8 statutory holidays are added to their leave allowance to be taken during the year and reflecting rota requirements.  For staff actually working on a statutory holiday double time will be paid for the hours worked

When Christmas and New Year falls over a weekend there is invariably a degree of confusion as the statutory holidays get moved into the week.  We endeavour to provide clarification in advance of the precise status of each day, but there is a basic principle that no one can have any more that 8 statutory holidays under current arrangements and get paid more than 3 days at double time over the Christmas/New Year period.


3.2 	On Call

On-call is an emergency service to be used by service users in Supported Accommodation Services or via a specifically funded Care Plan.  It is designed to respond to critical events e.g. fire, burglary, serious illness, death.  Detailed guidelines are provided in Cardiff Mind's Operational Policies.

Service Managers and all Support Staff are contractually required to take part in the on call rota. One worker and an experienced second person to offer advice and back-up will be on-call. 

Employees will be paid the agreed sessional rate for on call; weekend payments are made on Saturday and Sunday nights. Statutory holiday sessional payments are made for all statutory holidays and also Christmas Eve and New Years Eve.


3.3     Overtime  

	Overtime is when a staff member works more than the basic 37 hour week.  This means that part-time workers can work additional hours up to the basic 37 hour ceiling and get paid at the appropriate rate.  Such arrangements must be agreed in advance and should relate to clearly identifiable and operationally justifiable circumstances.  They should be agreed by the Manager of the Service or the Chief Executive.

Payment for overtime is not given for hours worked over 37 per week; this time will be given as time off in lieu. 


3.4	Meal breaks.

Meal breaks can be taken of up to 1 hour, in consultation with your manager and colleagues to ensure adequate cover for the service.

Staff should not work for more than 5 hours continuously without taking a break of at least 30 minutes.




3.5  	Time Off In Lieu

Working over 37 hours per week should only occur when absolutely necessary. Any additional time worked must be recorded on your time sheet. Taking time off in lieu of time worked has to be cleared with your Line Manager beforehand.  If extra time is worked lieu time should be taken within the same week if at all possible. 

Lieu time may be used to start or finish early, to have extended breaks or to deal with other absences such as G.P. and Dental appointments for example.  It can also be used to have days or half days off.  All of these arrangements are subject to the requirements of the service.

For staff participating in the on-call service and who are required to work beyond their normal working arrangements there is a formula for calculating lieu time.

Rate of lieu time:
§   8 a.m. - 9 p.m.	 	time for time
§   9 p.m. - 12 p.m.   	time and a half for time
§ 12 p.m. - 8 a.m.	 	double time

It is anticipated that those staff that are called into work during the night will use lieu time to rest the following day.

It is possible to take Time Off in Lieu in anticipation of making up your hours worked although this should be in exceptional circumstances and should be with the prior permission of your Manager.

4 Leave

4.1	Annual Leave

Full-time staff are entitled to 29 days holiday (increasing to 31 after 2 years’ service) plus 8 statutory holidays, calculated pro rata for part time staff, to be arranged in conjunction your Line Manager. Leave will not be unreasonably refused but the needs of the service must be taken into account. Leave should, if possible be booked before rotas are written.

Normally, no more than two weeks annual leave will be taken at one time. (This includes combinations of annual leave and time off in lieu.) If more leave is requested, it may be granted at the discretion of the Chief Executive.

Holiday entitlement will be calculated at the rate of two and five twelfth days for every calendar month worked for staff entitled to 29 days and two and seven twelfths days for those entitled to 31 days.  The holiday year commences from the date of appointment.  Holiday entitlement must normally be taken within the holiday year, but up to five days can be carried over by negotiation with the Chief Executive and Line Manager.

The Annual Leave Year commences on the day an individual staff member joins the Company.  There is no qualifying period for leave to be taken although if a staff member leaves mid-year overtaken leave entitlement will be deducted from the final salary payment.

Any undertaken/overtaken leave will be paid up/retained as part of the final salary payment.


4.2 Statutory Holidays

There are currently 8 Statutory Holidays - New Years' Day; Good Friday and Easter Monday; May Day; Spring Bank Holiday; Late Summer Holiday; Christmas Day and Boxing Day. Staff working on a rota will be paid statutory holiday payments for working on Christmas, Boxing and New Years days when they fall on a weekend and not the weekdays used as substitutes.  Those working on the weekdays which are used as substitutes will be paid double time subject to no staff member receiving more than 3 days’ at double time for the Christmas/New Year period.

Staff whose statutory holidays are added to their annual leave for ease of administration may take their Statutory Holiday allocation at any time, subject to the proviso that if a statutory holiday coincides with a day’s sick leave the day will count against the Statutory Holiday allocation.

Part Time staff receive a pro-rata allocation of Statutory Holidays.

4.3 Sick Leave

If you are unable to attend work through illness or injury it is your responsibility to ensure that Cardiff Mind is made aware of your absence.  This will normally require a telephone call to be made to 166 Newport Road.  Calls should initially be made to the switchboard rather than to a staff member’s direct line.  Voicemail should only be left on the main number.

In providing notification it is important to identify work plans and also give an indication of your estimated absence.  A message will be passed to your manager and the white board will also be amended.

It is expected that regular updates will be provided during any absence – ideally each day in order that work may be programmed.

Absent staff are required to provide a self-certification of any absence up to 7 days (including weekends) and a medical certificate for further days.  Failure to provide certification may result in pay being with-held.  Certificates should be forwarded as soon as they are obtained.

The Company may decide to withdraw the provisions for self-certification and require a Doctor’s note for all absences if it is felt that there is excessive use of self-certification.

[bookmark: _GoBack]It is an expectation that staff fully engage with and comply with any medical treatment plan prescribed.  Staff must use their best endeavours to regain their health as quickly as possible.  Non-engagement runs contrary to this duty.

If you fall ill during the course of your working day and have to leave early you should advise your manager of the fact and record your ill health absence on your time sheet.  Credit will be given from the time you left until the end of the shift subject to a maximum working day of 7 hours.

4.4	Maternity Leave

All employees, regardless of length of service, are entitled to 26 weeks maternity leave, during which terms and conditions, other than remuneration will be maintained.

The right to maternity leave is dependent on the employee complying with notice provisions. The employee must inform Cardiff Mind no later than the end of the 15th week before the week that the baby is due: 


That she is pregnant
The expected week of childbirth confirmed on form MatB1
The date on which she intends to commence maternity leave

Maternity leave can start no earlier than the beginning of 11th week before the expected date of birth. However, if the employee is absent for a pregnancy related reason before the date notified, but after the beginning of the 4th week before the expected birth, the first day of absence wholly or partly because of pregnancy may be judged by the employer to be the start of maternity leave and will automatically be taken as the start of the 26 week period. 

Staff with over 26 weeks’ continuous service by the beginning of 14th week before the expected date of childbirth have the right to an additional period of maternity leave.  This additional period begins at the end of ordinary maternity leave, for 26 weeks totalling 52 weeks maternity leave. 

It is assumed that staff will take either 26 or 52 weeks absence depending on their entitlement.  Should they wish to return earlier then 28 days notice should be given. (It is unlawful to return to work within 2 weeks of giving birth)

4.5	Parental Leave

Parental Leave is designed to enable parents to spend up to 10 working days (or the equivalent of 2 weeks for part time staff) around the birth or adoption of a child.  This is not able to be combined with Maternity Leave allowances.

If your partner has a baby, you may be given leave of 10 paid working days to be taken between the date of the child birth and 56 days after the date of the child birth providing that you have one year’s continuous service before the expected date of confinement. You must give at least six weeks written notice of the expected date. (Partners may be of either gender and include people in same sex relationships).

Parental leave may be extended on an unpaid basis by a further 13 weeks.

Parental Leave may be granted on application by your Line Manager, subject to operational requirements.  It is expected that the 10 days allowance will be taken within the first 6 months of birth or adoption.  This leave will be recorded on your leave sheet

4.6   Dependants’ Leave

Dependants’ leave is intended to provide care and support to children under the age of 16, partners, parents or any disabled relative living with the staff member at the time.  The leave is only available in emergency situations.  It does not extend to routine appointments or other foreseeable circumstances.

Dependants’ Leave is only available to staff who have more than 12 months continuous service and has a maximum entitlement of 5 days (or one week for part time staff) in any leave year.

Dependants’ Leave will be authorised by the Chief Executive retrospectively (as befits an emergency).  In order to access the entitlement there must be evidence of such an emergency and the staff member must have at least 12 months continuous service.  Absence should be recorded on the Leave record, countersigned by the Chief Executive. The evidence required needs to be clear and unambiguous for example from the A&E Department, School or person otherwise providing care for the dependent.


4.7     Compassionate Leave

Compassionate Leave is available to cover major recoverable illness of a child, partner, and parent, parent of a partner or any disabled relative living with the staff member at the time.

In the case of major recoverable illness up to 10 days (or two weeks) per episode may be agreed depending on the circumstances.  

Compassionate leave will be authorised by the Chief Executive Officer subject to the provision of suitable medical evidence.


4.8	Bereavement Leave

Bereavement Leave of up to 5 days (or one week) is available following the death of a child, partner, and parent, parent of a partner or any disabled relative living with the staff member at the time. 

One day’s leave will also be granted for attending the funeral of a sibling or grandparent.

Bereavement Leave will be authorised by your line manager.

4.9	 Unpaid Leave

Unpaid leave may be granted in special circumstances at the discretion of the Chief Executive Officer.  Annual leave entitlement does not accrue while staff are on unpaid leave in excess of two weeks. 


4.10 	Time off for Public Duties.

Cardiff Mind may allow time off for staff who are undertaking public duties such as jury service etc. This will be determined by legal requirements and by negotiation on an individual basis subject to the needs of the organisation.

Such leave will be either unpaid or else by the staff member using Annual Leave or Time Off in lieu.

4.11    Other

Staff should attempt to make personal appointments outside their working hours however it is accepted that this may not always be possible. Time off with pay will be granted in accordance with the Management of Attendance Policy.

4.12	Gardening Leave

	The Company reserves the right to require a member of staff who is serving a period of notice of termination of employment to refrain from attending the workplace.  The staff member will be entitled to full pay during the period and will not have such pay moderated by entitlements under the occupational sick pay arrangements.  During the period of Gardening Leave, Annual Leave accrued and untaken will be applied to the absence and utilised therefor.
	


5.	New Staff

5.1 Induction

An induction programme will be provided by your Line Manager when you commence employment.

Components
Components that will need to be covered may be summarised as follows:

· Domestic Arrangements 

e.g. hours of work, location of kitchens/toilets, refreshment arrangements, completion of starter forms, banks details, address, next of kin, how to complete a timesheet/claim form, reimbursement of expenses, how to use the phones, how to use the e-mail, gaining entry into the building etc.

· Organisational Arrangements

e.g.  Structure of Company, Mind as an organisation, values and principles, role of the Management Committee, relationship with other agencies and partners, Policies and Procedures particularly with  reference to Supervision, Training, Bullying and Harassment, Whistle-blowing and Grievance Policies.

· Health and Safety

E.g. arrangements for the Building, First Aid, Fire Drills, Marshalling Points, Working Hours, Time off in Lieu, Risk Assessments, Accident and Incident Reporting, dealing with violence and aggression.

· Equal Opportunities

e.g.  What we really mean and how we incorporate the policy within our practices.

· Mental Health Issues

E.g. an outline of the framework of legislation, definitions of terms used in Mental Health (the depth of information required will obviously depend on the role.)

· Boundaries and Confidentiality

E.g. Code of Conduct, Boundaries when working with Service Users, Declarations of Interest, Secondary employment, Confidentiality Policy

· Job Related

e.g. Operating Procedures, specific health and safety matters, what we are trying to achieve as an organisation and what is the team’s role in meeting those objectives.  Managers are required to identify core training requirements and facilitate their provision as soon as is practicable.

· Meet and Greet 
Opportunities should be identified to meet co-workers, colleagues from the Company and other organisations, service users and Management Committee Members at a pace that does not leave the person feeling overwhelmed.

5.2  Probationary period

All staff are appointed subject to satisfactory completion of a six month probationary period.  In exceptional circumstances the probationary period can be extended. The overall probationary period if extended should not exceed 12 months in total.

During the probationary period there will be particular reference made to performance related issues during Supervision.  This is to ensure that you have the best possible opportunity to succeed.

After 5 months service your Line Manager will formally discuss your performance since joining and will indicate that (s) he will be recommending that your appointment is confirmed or that the probationary period is extended.  If it is to be extended you will receive information on the areas of concern and your Manager will develop an Action Plan with you to rectify the situation.


6 Staff Development and Support

6.1 Supervision

All staff will receive supervision from their line manager on a regular basis for further guidance see Supervision Policy.  The company has a target of 10 supervision sessions per year – one of which will be a Performance Review.

Supervision is designed to bring together work related and personal development issues and enable a jointly agreed action plan to be developed which is then reviewed at the next session.

You will receive a copy of your Supervision Notes in order that there can be clear evidence of the agreement between you and your manager.

6.2 Performance Review

All staff are entitled to a development and performance review after six months' employment, in the first instance, and annually thereafter.  This is completed by the individual member of staff with their Line Manager.

The Performance Review will provide an opportunity to reflect on previous performance and consider whether any changes need to be made to your job description to reflect what you are doing.

It will also provide an opportunity to discuss the contribution that you will be required to make towards any service developments identified in the Company’s Business plan and reflect upon any personal development issues that may be required for you to undertake your current or future role.

You will receive a Personal Action Plan and a Personal Development Plan as a result of the Performance Review.

6.3 Training

Cardiff Mind has a commitment to developing the skills and knowledge base of its staff, for further details you are referred to Cardiff Mind's Training and Development Policy.

6.4 Staff Temporarily Undertaking Additional Responsibilities

There are often developmental opportunities available resulting from taking on the duties of a higher graded post.  In keeping with the Company’s commitment to equal opportunities and personal development we would look internally in the first instance if such a short term deployment was required.

If the duration of the “vacancy” was known or at least seemed to be of a fairly lengthy duration – for example the post holder was given a 3 months sick note the process can be managed.

If the skills and experience required to undertake the role were such that there were a number of potential candidates the post would be subject to an internal advertisement or would be circulated for expressions of interest.  The post would then be subject to interview and appointment.

Sometimes the duration will be more uncertain which could necessitate someone being asked to act up rather than the role being filled as part of an interview based process.  This can drift particularly if there is a succession of relatively short-term sick notes.  

An employee who, for any reason, is requested  to undertake the full duties and responsibilities of a higher graded post for a continuous period of at least four weeks is entitled to receive a salary in accordance with the grading of the post temporarily occupied.  

The salary paid will be the minimum point of the higher graded post, which will be paid from the first day on which the employee was required to undertake the duties and responsibilities of the higher post.  The provision only applies where an employee is required to undertake the full duties and responsibilities of the higher graded post, and not where these are shared between employees.

If the employee is eventually appointed at the higher level with no return to the previous post time spent acting up will be taken into account for salary increments. 

6.5    Grievance Policy and Procedures
 	
It is expected that all staff will perform their duties in a thoughtful and sensitive manner and in accordance with Cardiff Mind’s policies. Cardiff Mind will strive to ensure that all staff are clear about their role and aims and objectives of the work they are asked to undertake. To achieve a high standard of service, it is essential that staff in the organisation work co-operatively with each other.

It is recognised that whilst subscribing to the same aims, it is possible for staff to disagree about shorter-term objectives and appropriate ways of achieving them.  Cardiff Mind aims to provide different opportunities where these differences of opinion are aired in a constructive way and hopefully resolved.

Cardiff Mind has a Grievance Policy and Procedures which can be used to address differences of opinion that have not been able to be resolved via informal routes.





6.6	Harassment and Bullying Policy and Procedures

Sadly there may be times when the behaviour of colleagues may amount to harassment or bullying.  Cardiff Mind is totally opposed to such behaviour and has developed a Harassment and Bullying Policy to protect staff and to provide a process for the resolution.

It is important to recognise that Harassment and Bullying has little to do with hierarchical position as it is down to the personal behaviour and attitude of individuals.

7 Staff Communications

Cardiff Mind has an organisational structure which is designed to give clear lines of authority and communication. 

Team meetings will take place regularly to allow the flow of information between operational staff and managers. Management team meetings and Management Committee meetings occur regularly to ensure the flow of information into the decision making processes.

Management Committee Minutes are available on the shared drive and staff receive an e-mail of issues discussed, decisions taken and action required.  This can then be discussed at Team Meetings.

Staff may also convene a Staff Forum and request the attendance of all, any or no Managers depending on the issue raised.

In addition to these meetings working groups will be set up when necessary to look at individual issues and to advice and guide the organisation. These groups will have clear remits and will generally have a task and finish format.

8 Trade Union Membership

Cardiff Mind accepts that its staff may wish to be members of a Trade Union and is open-minded as to staff preferences.    Currently there is no trade union for collective bargaining purposes as there is no predominant trade union to which staff belong.  It is however noted that a number of staff belong to the Unite Union.












9 Expenses

9.1 Travel expenses

Travel between home and work as part of your normal duties will not be reimbursed.  Employees can claim the current rate 45 pence per mile for their vehicle for travel used for the performance of duties.  This rate is linked to that designated by HM Revenue and Customs as being the cost of operating a car without a profit element.

Staff called out to attend the Company’s premises when on call can claim the mileage. 

For long distances i.e. over 100 miles each way, claims will be reimbursed on the basis of a second class rail ticket booked at the time the attendance was agreed.  It is expected that public transport e.g. the Underground will be used for transfers in preference to taxis.  Wherever possible train tickets will be booked in advance by the Company to ensure the best discounts from early purchase and also to ensure the traveller does not have to incur personal expense.

We will reimburse Parking Fees and Bridge tolls subject to receipts being provided.  

Expenses are to be claimed on an expenses claim sheet which is to be submitted monthly to the Line Manager. Payment will be made with pay by BACS.

9.2 Payment of Mileage Allowances

Payment of Mileage Allowances will only be made when the staff member can provide evidence that their vehicle is roadworthy (has a current M.O.T. if more than 3 years old) and that the vehicle is insured for business purposes.  This information will be checked annually.

9.3 Telephone expenses

Most Staff receive a Company Mobile phone which should be used for business purposes when a land line is not available.  Staff are required to reimburse Cardiff Mind for any private usage.

Telephone expenses can be claimed for business 'phone calls made on private phones. These should, however, be kept to a minimum. They must be claimed on the expenses claim sheet. This includes calls made on personal mobile phones, which will be reimbursed at the appropriate tariff rate per minute.


9.4 Subsistence allowance

An employee who is required to be out of Cardiff on business, a training course or conference may be entitled to a small subsistence allowance.  

This takes the form of a contribution towards the cost of refreshments/meals where these are not provided.  This should be identified at the time of application and will be subject to the following limits

Breakfast – up to £6
Lunch – up to £6 
Dinner – up to £12 

The entitlement to reimbursement of breakfast is for journeys that commence before 7.30 a.m. and dinner may be claimed for journeys that finish after 7.30 p.m.

Payment will be reimbursed on the basis of receipts provided.  Alcoholic beverages are not to be included in any claim.

9.5 Accommodation

On occasions where overnight accommodation is required to participate in a Course or Conference the Company may book accommodation (including breakfast) using its Credit card.  Staff are expected to account for all incidental expenses that they may incur subject to the provisions of the subsistence allowance scheme.


10 Health and Safety

Cardiff Mind has clear policies and procedures on Health and Safety, Lone Working and Risk Management which should be followed. Staff should be aware of their own safety at all times and remove themselves when ever possible from situations which do not feel safe. 

Staff should also ensure that they make their Managers aware of Health and Safety issues.  There is a specific item on the standard Supervision Agenda but issues should be identified immediately rather than be stored up for Supervision.

Smoking

Cardiff Mind has a no smoking policy in all its offices including those in the projects. For further details please see the Smoking Policy

Work/life Balance

Cardiff Mind is keen to ensure that its staff are able to maintain a good work/life balance.  This is one of the reasons why the Company has a standard working week of 37 hours and leave entitlements both of which are more favourable than the sector norm.

The principles which have brought about these conditions of service are designed to ensure that staff are able to have rest periods to enable them to return to work refreshed and better able to meet the demands of their job.

11 General

11.1 Secondary employment

Employees may not accept any post or undertake any occupation or activity which would prejudice the proper performance of their duties for the organisation. Any member of staff considering taking on secondary employment must discuss it with their manager.  Approval will be given by the Chief Executive.

In granting any approval the Chief Executive will not only consider the nature of the work to be undertaken but also will take into account the number of hours that are intended to be worked.  Particular consideration will be given to the 48 hour European Working Time Directive and also how any proposed work may result in a member of staff commencing duties with Cardiff Mind without having had sufficient rest from the second employment.

Employees must ensure that they are fully able to carry out their contracted work for Cardiff Mind should any conflict arise between an employee's work with Cardiff Mind and any secondary employment, the work with Cardiff Mind must take priority. 

11.2 Use of Computers

Cardiff Mind provides computers most of which have access to the internet and e-mail. When using the computers staff will not produce, store, down load or transmit information which contains obscene, threatening, offensive or discriminatory material.

Cardiff Mind will attempt to protect the privacy of an individual's data files from inadvertent exposure to others. Except when such files are involved in a security issue, policy violation or system maintenance problem, system support personnel will not access nor disclose the content of an individual’s e-mail and/or data files. In appropriate circumstances (e.g. where there is evidence suggesting a member of staff has engaged in inappropriate use of the equipment), electronic communications may become subject to internal monitoring.

Anyone using Cardiff Mind’s IT resources expressly consents to internal monitoring of the computer system and their data. If this monitoring reveals possible evidence of criminal activity, or breach of policy, disciplinary proceedings may be taken and the evidence passed on if appropriate.

11.3 Employee's property

Cardiff Mind accepts no responsibility for damage or loss of employee's property. Employees are responsible for the care and safety of their own belongings and employees are advised not to leave cash or valuables unattended in the workplace or in parked vehicles.

11.4 Use of premises

The Chief Executive Officer's authorisation must be obtained for any non-Cardiff Mind use of the premises.

11.5 Private telephone calls including mobile phones

The use of the organisation's telephones for private telephone calls should be avoided. If it is essential for you to make a private telephone call, this should be done for a minimum period. Staff may be asked to make the appropriate payment for the calls. The organisation operates on a basis of trust with regard to this.

11.6   Training for other organisations

From time to time we are approached to provide training to other organisations.  As Cardiff Mind we are anxious to ensure that all of our services and activities are of the highest quality and enhance the standing and reputation of the organisation.

Requests for training must therefore be appropriately vetted and quality assured in terms of content and the competence of the Trainer to deliver on the theme.

If talks are given by members of staff to other organisations and a fee is paid these guidelines are to be followed:

Where the training relates to Cardiff Mind or its activities or Mental Health issues and/or the employee is acting as a representative of Cardiff Mind the training should be done during work time and the fee must go to Cardiff Mind.  Where the training is outside of the normal working day Time Off in Lieu will be credited.

Where members of staff are involved in training which Cardiff Mind would not normally be asked to provide and are working in their own time they may keep the fee. It is essential that they do not portray themselves as Cardiff Mind representatives or use the resources of Cardiff Mind, either time or materials for what is a private venture.  Staff are also reminded that in these circumstances any fees received should be declared for taxation purposes.

11.7   Register of Interests

The Company maintains a Register of outside interests for all staff which needs to include partners and immediate family members.

New Staff should declare any such interests on joining or when a potential conflict of interest becomes apparent to them.

Managers need to complete a return on an Annual basis.

The Register is maintained by the Administration Manager.

11.8 Car Loans

Cardiff Mind has adopted a policy to provide staff who are required to have a vehicle for the better performance of their duties with access to a Company Car Loan of up to £5000 over a period of up to 5 years.  The Loan is subject to interest and will be deducted from monthly salary payments.

11.9 Cyclescheme

As part of its Environmental Policy Cardiff Mind participates in the Cyclescheme Programme which enables staff to acquire a new bicycle and equipment with no VAT payable and repayment over 12 months to us.  This is done via salary sacrifice and consequently the staff member would not pay tax or National Insurance on the repayment amount.  After one year the staff member can negotiate a continuation with Cyclescheme Ltd



11.10 References and Checks

All Cardiff Mind Employees are required to provide two suitable references and to undergo a Disclosure and Barring Service check.

Staff may be appointed subject to satisfactory DBS checks but should not have substantial and unsupervised access to service users until such times as the DBS check has been completed and is deemed to be satisfactory.

Staff who provide a satisfactory enhanced DBS check from a previous employment or volunteering opportunity will be permitted to work with service users following induction although a new check will be undertaken if more than 3 months has elapsed.

DBS checks will be undertaken every 3 years on existing staff members.

Employees who are seeking to change employment  will normally be provided with a reference by their line manager. Managers will be encouraged to provide the individual concerned with copies of references provided to prospective employers.
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