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Use of the Staff Handbook

The Staff Handbook is designed to provide you with information about the (Name of Gurdwara/Organisation) “the Charity” and details of your employment benefits. The Staff Handbook also contains the policies, procedures and rules, which the Charity has adopted and you are expected to follow as an employee member of the (Name of Gurdwara/Organisation). 

A number of the policies, procedures and rules included in the Staff Handbook are referred to in your contract of employment.  Some form part of your contract of employment with the (Name of Gurdwara/Organisation) and some do not.  The Staff Handbook specifies which policies, procedures and rules are incorporated into your contract of employment.  It is important to read the Staff Handbook carefully.  If you have any questions about its contents, please raise them with the General Secretary.
The Staff Handbook will be updated as and when changes occur.

For record purposes, please complete the tear off slip below and return it to the General Secretary to acknowledge receipt of your copy of the Staff Handbook.

…………………………………………………………………………………………..
To The General Secretary
Name……………………………………………………………………………………

I hereby acknowledge receipt of a copy of the Charities Staff Handbook.  I understand and accept that, where specified, the policies, procedures and rules contained in the Staff Handbook form part of my contract of employment with the (Name of Gurdwara/Organisation).
Signed…………………………………………………………………………………

Date……………………………………….

Charity Rules & Regulations
The (Name of Gurdwara/Organisation)  “the Charity” has adopted the following rules and regulations, which all employees are required to follow.  Acceptance of and adherence to these rules form part of every employee’s contract of employment.   

Rules
In any organisation it is necessary to have certain rules and regulations to protect the health and safety of all employees and the members and to ensure high standards of conduct, performance and service.  As an employee of the (Name of Gurdwara/Organisation), it is important that you are aware of the rules and regulations which apply to you.  
Failure to adhere to rules, procedures and policies will result in disciplinary action, which may include dismissal, in accordance with the Charities Discipline Procedure.     
Equal opportunities
The Charities Equal Opportunities Policy and Policy Statement on Harassment at Work aim’s to promote equality, harmony and respect amongst individuals and to eliminate discrimination, harassment and victimisation of all kinds. Every employee must ensure that his/her conduct conforms to the standards set out in these policy statements.
Health and safety

The Charity has adopted a Health and Safety Policy to ensure the health, safety and welfare of all employees and visitors.  Every employee must ensure that his/her conduct conforms to the standards set out in this policy.
Systems and procedures

All administrative and operational systems and procedures must be strictly adhered to. Employees are required to report any irregularities in systems, procedures or documentation to a member of the Executive Committee.  
Attendance and punctuality

Employees are expected to attend work regularly and punctually. Unforeseen absence, due to illness or an emergency must be notified to a member of the Executive Committee within one hour of the employee’s normal start time. All planned leave must be authorised in advance in accordance with the Charities procedure.
Property

Charity property must be treated with care and respect at all times.  Any damage to Charity property must be reported to a member of the Executive committee.  Unauthorised use of or wilful damage to Charity property will be treated as a disciplinary matter.
Smoking

In the interests of the health, safety and conforming to the Sikh code of Conduct, the Charity operates a no smoking policy.  Employees of the Charity are prohibited from smoking. Failure to conform to this policy will be treated as an act of gross misconduct.
Consumption of alcohol

Employees of the Charity are prohibited from consuming alcohol. Failure to conform to this policy will be treated as an act of gross misconduct.
Drug abuse

The Charity forbids the possession, use or distribution of drugs for non-medical purposes on its premises. Failure to conform to this policy will be treated as an act of gross misconduct.

Sikh & Gurdwara Code of Conduct

Priests (Giani’s) employed by the Charity must be Baptised Sikhs. Baptised Sikhs must conform to the Sikh Code of Conduct.  The Sikh code of Conduct is attached to this staff handbook. Failure to conform to this policy may be treated as a disciplinary matter.
Compliance

Every employee must at all time act within the law of the land and any regulations which are applicable to the Charities activities.  Any employee, who becomes aware of another employee acting illegally, whilst acting on behalf of the Charity, must report the activity to a member of the Executive Committee.

Public statements

Every employee is responsible for promoting the reputation and image of the Charity.  Employees must not make detrimental statements in respect of the Charity during the course of dealings with individuals outside of the Charity.  No employee is permitted to give press or other media interviews or assist with or be involved in the publication of any article relating to the business affairs of the Charity or in relation to the Charities intellectual property, without prior written consent from the President. Failure to conform to this policy may be treated as a disciplinary matter.

Policies and Procedures

Equal opportunities

The (Name of Gurdwara/Organisation) “the Charity” believes that everyone has the right to be treated with dignity and respect at work.  We have adopted an equal opportunities policy which commits the Charity to fair, unbiased and objective employment practices and a work environment which is free of harassment and victimisation.  It is the responsibility of every employee to assist the management committee in meeting this commitment. For this reason, acceptance of and adherence to the Charities equal opportunities policy forms part of every employee’s contract of employment.

Equal opportunities policy

This Equal Opportunities Policy Statement and Policy Statement on Harassment at Work are designed to implement the commitment of the Employer to Equal Opportunities. It is the responsibility of every employee to ensure his or her own conduct conforms to the expected standards and reflects these Policy Statements.

The aim of the policies is to encourage harmony and respect amongst individuals so as to promote good working practices with a view to maximising the performance and the return to the Employer and the employees.

If Equal Opportunities are not applied then valuable talent and potential are wasted.  Moreover when unfair discrimination, harassment, bullying or victimisation takes place they bring about a climate of fear, insecurity and poor work performance.  As well as being unlawful it affects morale.  It is therefore vital that every employee understands his or her responsibilities.  Equal Opportunities are taken very seriously by the Employer and wilful failure to apply the policies or evidence of discrimination, harassment, bullying or victimisation will result in disciplinary action which may include your dismissal.

The Equal Opportunities Policy Statement

1. All employees will be treated with dignity and respect.  The Employer will use its best endeavours to provide a working environment free from unlawful discrimination, harassment or victimisation on the grounds of sex, pregnancy or maternity leave, age, marital status, civil partnership, disability, sexual orientation, gender reassignment, race, colour, religion or belief, ethnic or national origin.

The Employer recognises its legal obligations including those under the Race Relations Act, the Sex Discrimination Act, the Civil Partnership Act, the Equal Pay Act, the Disability Discrimination Act, the Part-time and Fixed-term Workers legislation and the Employment Equality (Sexual Orientation) and (Religion or Belief) Regulations.  
“The (Name of Gurdwara/Organisation) will comply both with the spirit as well as the letter of legislation.  The existence of law cannot of itself ensure that any policy of non-discrimination will work effectively - it is up to the Management, and employees themselves to promote equality of opportunity for everyone.”

Individual employees, therefore, are responsible for ensuring that their own conduct, in the exercise of the Charities affairs, is consistent with this equal opportunities policy.  In particular they must not: 

· discriminate against colleagues, or harass them; 

· induce, or attempt to induce, other employees to practice unlawful discrimination; 

2. Victimise individuals who have made allegations or complaints of discrimination, or provided information about such discrimination.     
3. The Employer will not tolerate acts which breach this policy and all instances of such behaviour or alleged behaviour will be taken seriously, fully investigated and may be subject to the disciplinary procedures of the Employer.  

4. If an existing employee becomes disabled the Employer will make every effort to retain him or her within the workforce whenever reasonable and practicable.

5. Whenever reasonably practicable to do so the Employer will install in existing premises facilities for people with disabilities.  Whenever the Employer invests capital in new or refurbished premises every practicable effort will be made to provide for the needs of staff and members with disabilities.

6. The Employer undertakes to distribute and publicise this policy statement to all employees and elsewhere as from time to time appropriate.

7. Any employee who believes that they may have been subjected to treatment which breaches this policy may raise the matter through the grievance procedure of the Employer.

Policy statement on harassment at work
1. The Employer believes that the dignity of every person must be respected.  Harassment of colleagues, members of the congregation or visitors is unacceptable and will be regarded as gross misconduct. The highest standards of conduct are required of everyone regardless of seniority.

2. The Employer recognises that harassment may take many forms.  It may be directed towards persons of either sex. It may relate to a person’s ethnic origin, religion or belief, age, sex, pregnancy or maternity leave, sexual orientation, physical or mental attributes or some other personal characteristic.

3. Harassment may involve action or inaction, behaviour, exclusion, comment or physical contact that the recipient finds objectionable or offensive. It may result in the recipient feeling threatened, humiliated, intimidated, patronised, demoralised or less confident in their ability.  Condoning such conduct may be harassment in itself.  The test of harassment is, at least in part, subjective.

4. Examples of unacceptable conduct include:-

· verbal abuse, or insulting behaviour

· sexist or racist jokes, jokes about an individual’s sexual orientation or jokes about an individual’s physical or mental attributes

· the display or circulation of sexually suggestive or racially abusive material

· bullying, coercive or threatening behaviour

· the ridicule or exclusion of an individual for cultural or religious differences, on the grounds of sex or sexual orientation or on the grounds of disability

· unsolicited or unwelcome conduct of a sexual nature including touching, staring or commenting

· Comments of a sexual nature about a person’s appearance or dress.

· any conduct, whether or not of a sexual nature, which has the purpose or effect of intimidating, degrading, humiliating or offending someone simply because he/she is of a particular sex

· Treating someone unfavourably because they have rejected or submitted to unwelcome conduct of a sexual nature or to harassment on the grounds of their sex.

5. Harassment, particularly on the grounds of sex, sexual orientation, race, disability, religion or belief, will be regarded as gross misconduct for disciplinary purposes.  Accordingly, employees guilty of harassment run a serious risk of summary dismissal.

6. Equally, an allegation of harassment must not be made lightly.  If it is found that an allegation of harassment has been made without foundation and maliciously then this will also be regarded as gross misconduct for disciplinary purposes.

7. All complaints of harassment should be made to the General Secretary through the grievance procedure unless the complaint is regarding this person when you should complain to that person’s superior.

Sick leave

If you are absent from work due to illness, you are required to comply with the following procedure to notify the company.  Acceptance of and adherence to this procedure form part of every employee’s contract of employment.

Procedure for notifying absence
Principles

It is the Employee’s responsibility to notify the Charity at the earliest opportunity if he/she is absent from work for any reason.  If the absence continues for any length of time, the Employee must keep the General Secretary fully informed and submit medical certificates where appropriate. The Charity requires this information in order to manage the Gurdwara effectively in the Employee’s absence and to pay the Employee appropriately.
The procedure
1. Absence Due To Illness
· In cases of absence due to illness you (or someone on your behalf) must notify the General Secretary by telephone within the first hour of your normal start time, or as soon as practicable thereafter, on your first day of absence.
· If your absence continues, you should keep in regular telephone contact with the General Secretary (every couple of days) to keep him/her fully informed about your progress and likely return date.
· For any period of absence up to 7 days (including non working days), you will be required to complete a Self Certification Form and submit it to the General Secretary not later than the first day of your return to work.
· If your absence continues after 7 days (including non working days), you will be required to submit a Doctor’s Certificate to the General secretary at weekly intervals or such longer intervals as may be agreed.
· Statutory Sick Pay will be paid in line with eligibility conditions.
2. Other Unforeseen Absences
· When a domestic or other emergency occurs, you (or someone on your behalf) must notify the General Secretary as soon as practicable.
· The Charity will always treat such cases sympathetically but you must keep in touch with the General Secretary and agree the amount of time you will be away from work.
· Payment for such absences will be at the discretion of the Charity.
3. Failure to notify absence and/or unauthorised absence
· All absences will be recorded and monitored.
· Failure to follow the notification procedure, without good reason, will be regarded as a disciplinary matter.
· Frequent, unexplained or unauthorised absence will also be regarded as disciplinary matters. 
Holidays

Your entitlement to annual leave is as set out in your contract of employment.   Subject to the needs of the Charity, the management committee will try wherever possible to accommodate your holiday requests.  When you wish to take part of your annual leave, you should follow the charity’s procedure for requesting and authorising holidays.

Procedure for requesting/authorising holidays 

Principles
The management committee wishes to ensure that employees take all of their annual holiday entitlement as leave.
All employees have a statutory entitlement to 4 weeks paid annual leave.  
Contractual holiday entitlement is as stated in the employee’s contract of employment.
All holidays should be taken during the Charities holiday year 1st April – 31st March. Holidays cannot be carried over into the next holiday year or paid in lieu unless the employee is contractually entitled to additional holidays over and above the statutory minimum, in which case only the additional contractual holiday may be carried forward or paid in lieu, provided the employee has the written permission of the President.  Such permission will only be granted in exceptional circumstances. 
Procedure
1. An employee who wishes to take a holiday should complete an Absence Request Form and submit it to the General Secretary for approval. 
2. Wherever possible, the General Secretary will try to accommodate requests for leave.  In exceptional circumstances, where staff cover is inadequate or holiday dates clash, a request may have to be refused.  
3. A request is not deemed to have been approved until the Absence Request Form has been signed by the General Secretary.
4. The Absence Request Form should be submitted as far in advance of the requested leave date as possible.  In any event, employees are required to give a minimum period of advance notice of twice as many days as the number of days requested.  For example a request for a fortnight’s holiday should be submitted no later than four weeks before the first day’s leave.
5. In the event that a holiday request has to be refused, the General Secretary will give at least as much notice of refusal as practicable.
6. All holidays should be recorded on the employee’s Absence Record. 
A copy of the Charities Absence Request Form can be found in the Forms section of the Staff Handbook.

Discipline

In order for the Charity to maintain high standards of operation, service and heath and safety, we have adopted a formal procedure for dealing with misconduct by employees. 

In cases of misconduct, the Charities discipline procedure will normally apply. These procedures are not legally binding and do not form part of your contract of employment.

Discipline procedure

 TC "DISCIPLINARY RULES" \fh\l 1 
The Charity wishes to ensure high standards from its employees.  The Discipline Procedure enables the Charity to take appropriate action against you where your performance or conduct is unsatisfactory.  However, the Charity abides by a number of principles to ensure that any employee subjected to disciplinary action receives consistent and fair treatment:

Principles
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Any complaint made against you will be fully investigated and no disciplinary action will be taken until you have been informed of the nature of the complaint and given the opportunity to make representations at a disciplinary meeting.

You will at all times have the right to be accompanied by a work colleague or trade union representative of your choice at any disciplinary or appeal meeting.

Whilst the Charity will make all reasonable efforts to ensure that you are present at any disciplinary hearing, in case of absence exceeding seven days then the Charity  may hold the hearing in your absence, in which case you may make written representations.

Wherever possible the Charity will use its best endeavours to keep all details relating to any disciplinary investigation or procedure confidential.

The Procedure
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The General Secretary will deal with minor problems but if the matter is more serious the following procedure is used:

Stage 1 – Verbal Warning
If your conduct or performance has been unsatisfactory, you will normally be given a formal verbal warning.  You will be informed of the reason for the warning.  A note of the verbal warning will be kept on file but will be considered “spent” for disciplinary purposes after a period of 12 months unless, otherwise specified.

Stage 2 – Written Warning
If a serious disciplinary matter occurs or if there has been a failure to improve following a previous verbal warning, you will be given a formal written warning.  The written warning will give details of the complaint, the improvement required from you and the period in which it has to be achieved.  It will also warn that a final written warning may be issued if there is no satisfactory improvement within the required period and will advise of the right to appeal.  A note of the warning will be kept on file but will be considered “spent” for disciplinary purposes after 12 months, unless otherwise specified.

Stage 3 – Final Written Warning
If there is insufficient improvement following a written warning or if there is misconduct that is serious enough to warrant only one written warning, a final written warning may be given to you. This will give details of the complaint and will warn that dismissal, or some other action short of dismissal, may result if there is no satisfactory improvement within a particular period.  It will also advise of the right to appeal.  A note of the warning will be kept on file but will normally be considered “spent” for disciplinary purposes after a period of 12 months, unless otherwise specified.

Stage 4 – Dismissal
If you fail to meet the standards required of you, or if there is gross misconduct, dismissal will normally result.  A decision to dismiss can only be taken by the President.  If the  is considering dismissal, demotion or any other action short of dismissal, you will be given a written statement prior to the formal disciplinary meeting, setting out the reasons for the proposed course of action.  The issues will be fully discussed at the meeting and you will be informed in writing of the outcome.  

If you are dismissed, you will be provided with written reasons for dismissal, the date your employment terminated and details of any notice pay to which you are entitled.  You will also be informed of your right to appeal.

If you are demoted, you will be entitled to the salary and other terms and conditions of employment appropriate to the position to which you have been demoted.  You have a right of appeal against demotion.

Please Note: that the Charity reserves the right to enter this procedure at any 

Stage, if your misconduct warrants such action.

Gross Misconduct
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The following is a non-exhaustive list of examples that are normally regarded as gross misconduct:

· Theft, fraud, deliberate falsification of records

· Physical violence including fighting and assault on another person

· Deliberate damage to Charity property or property belonging to any employee

· Serious incapability through alcohol

· Abuse of drugs

· Refusal to comply with the Charities Search Procedure*

· Negligence which causes significant loss, damage or injury

· A serious act of insubordination

· Serious failure to follow the health and safety rules of the Charity
· Failure to notify the Charity of a serious and immediate danger to health or safety

· Serious misuse of the Charities computing, telephone or postage facilities

· Sexual, racial or disability harassment

· Disclosure of confidential information

· Dishonest use of the Charities property or name

· Bringing the Charity into disrepute

· Breach of the Sikh code of Conduct

If gross misconduct is alleged against you, the Charity may suspend you on full pay pending investigation of the matter.  You will be given a written statement prior to the formal disciplinary meeting, setting out the reasons for the proposed course of action.  The issues will be fully discussed at the meeting and you will be informed in writing of the outcome.  If, following investigation and after a full disciplinary meeting, the Charity is satisfied that there has been gross misconduct, the outcome will normally be summary dismissal without notice or payment in lieu of notice.

Appeals
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You have the right to appeal against any warning, demotion or disciplinary dismissal within five working days.  The President will hear all appeals.

You will be informed in writing of the date of any appeal and you will be entitled to bring a colleague or a trade union representative with you to the appeal hearing.  The President may decide the matter at the hearing or adjourn the hearing for further investigation or for further consideration.  You will be informed of the outcome of any appeal hearing, in writing, as soon as possible and such decision is final.

Grievances

The Charity takes employees’ grievances seriously and encourages all employees to raise their concerns at an early stage so that they may be resolved fairly and swiftly.  In many cases, it will be possible to resolve such issues informally, by talking them over with the General Secretary.  However, if you wish to raise a grievance on a more formal basis, you should follow the Charities formal grievance procedure.  This procedure has been designed to deal with most concerns about your work, including where you become aware of any wrongdoing within the Charity.  

The Charity recognises that in cases of alleged discrimination, harassment and victimisation, particularly where the alleged perpetrator is a member of the executive committee, it may not be possible to follow the normal grievance procedure.  In cases such as this, you should follow the charities separate procedure for dealing with sensitive issues.

These procedures are not legally binding and do not form part of your contract of employment.

Grievance Procedure

Principles

The Charity wishes to ensure that all of its employees are treated fairly.  If you have problems or concerns about your work, working environment or working relationships the Charity wishes to see these problems resolved before they develop into more serious situations.

The Procedure

If you have any grievance in relation to your employment, you should raise it informally with the assistant General Secretary.  If the asst. General secretary is unable to settle the matter within seven working days then the following procedure will apply:

Stage 1

Put the grievance in writing and send it to the General Secretary.  The General Secretary will arrange a formal meeting in order to discuss the grievance.   You have the right to be accompanied at this meeting by a work colleague or a trade union representative. The General Secretary will write to you with his response to your grievance within 7 working days of the hearing.  If you are not satisfied that the matter has been adequately resolved, or if the General Secretary fails to deal with your written grievance, then Stage 2 of the procedure will apply.

Stage 2

If you feel that your grievance has not been resolved at Stage 1 of the procedure, you should appeal in writing to the Vice President. The Vice President will arrange a formal meeting to hear your appeal. You have the right to be accompanied at this meeting by a work colleague or a trade union representative. The meeting will be held within 7 working days of the Vice President receiving your appeal. The Vice President will write to you within 7 working days of the meeting with his response to your appeal. If it is not possible to contact you with a response within that time, you will be given an explanation for the delay and will be informed when a response can be expected.

Stage 3

Where your appeal has not adequately been resolved at Stage 2, you should make a further appeal in writing to the President. The President, will arrange to hear your appeal within 10 working days of receiving your written notification. You have the right to be accompanied at this meeting by a work colleague or trade union representative. The President will give you a decision regarding your appeal within 10 working days. If it is not possible to respond to your appeal within that time, you will be given an explanation and you will be told when a response can be expected.  Any decision of the President is final.

Note: If your grievance involves the General Secretary, you may initiate the grievance procedure at stage 2.

Issues giving rise to a grievance

The Charity is aware that there are many issues which give rise to a grievance and it is impossible to give a comprehensive list.  However, they might include matters relating to your terms and conditions of employment, the health and safety of yourself or of colleagues, your working relationships with colleagues or your managers or your treatment at work.

In addition, in accordance with the Public Interest Disclosures Act 1998, the Charity has instituted a system for reporting information which in your reasonable belief points to a wrongdoing at work.

A wrongdoing is any of the following:-

· a criminal offence has been or is likely to be committed

· a person has failed, is failing or is likely to fail to comply with a legal obligation
· a miscarriage of justice has happened, is happening or is likely to happen

· the health and safety of an individual has been, is being or is likely to be damaged

· damage to the environment has occurred, is occurring or is likely to occur

· information showing any of the above has been is being or is likely to be deliberately concealed.

If you become aware of a wrongdoing at work then please institute Stage 1 of the Grievance Procedure immediately.  If you believe that the Charity’s managers may be involved in the wrongdoing then please approach the President directly.

Confidentiality

Please note that any grievance raised by you will be received in absolute confidence and the Charity will, as far as possible, keep any details or your complaint confidential save and except where your grievance leads to disciplinary action against another employee or officer of the Charity.  The Charity will promptly investigate and deal with any grievance brought to its attention.

Grievance Procedure – sensitive issues
Principles
The Charity believes that the dignity of every person must be respected and has accordingly adopted an Equal Opportunities Policy which includes a Policy Statement on Harassment at Work.
All employees who have problems or concerns about their work, working environment or working relationships are encouraged to raise them through the Charity’s Grievance Procedure.   
However, the Charity recognises that in issues of a sensitive nature, such as cases of alleged discrimination, harassment, bullying or victimisation, its normal Grievance Procedure may not be appropriate.  
In such cases and in particular where the alleged perpetrator is also the person with whom the employee would normally be required to raise his/her grievance, employees may use the following alternative procedure.
The procedure
STAGE 1
Whenever possible, you should attempt to resolve the grievance informally.  Speak to the alleged perpetrator either alone or with the General Secretary, a work colleague or a trade union representative.  Explain that his/her behaviour is not welcome and ask for it to stop.  If you do not feel able to speak to the alleged perpetrator directly, ask the General Secretary to do so on your behalf.  If the alleged perpetrator is the person to whom you report, you should ask the Vice President to act on your behalf.  
STAGE 2 
A formal grievance should be raised:-

· when an informal attempt to resolve the problem has failed
· for a single serious incident
· at any time at the request of the complainant.
The grievance should be raised in writing with your General Secretary.  If your grievance is about your General Secretary, you should write to the Vice President.    The General Secretary will arrange a formal meeting to hear your grievance.  The meeting will be held within 7 working days of the General Secretary receiving your written complaint.  You are entitled to be accompanied at this meeting by a work colleague or trade union representative.  Wherever possible, confidentiality will be maintained but it will be necessary to disclose your name to the alleged perpetrator.  The General Secretary will conduct an inquiry and you will be advised of the timescale and progress of the investigation.  You will be advised of the outcome of the investigation and given a formal response to your grievance.
STAGE 3
If your grievance has not been adequately resolved at Stage 2, you should appeal in writing to the President.  The President, will arrange a formal meeting to hear your grievance.  The meeting will be held within 14 working days of receiving your written complaint.  You are entitled to be accompanied at this meeting by a work colleague or trade union representative.  The President will advise you of the timescale for his/her response.  Any decision of the President is final.   

Health and Safety

The Charity has a legal duty to protect the health and safety of its employees and others.  We take this responsibility seriously and have made health and safety a management priority.  We expect our employees at all levels to take care to avoid injury to themselves and others and to co-operate with the implementation of the charity’s health and safety arrangements.  

The charity has adopted a health and safety policy which contains details of these responsibilities and arrangements.  All employees are required to be proactive and familiarise themselves with the health and safety policy. Acceptance of and adherence to the charity’s health and safety policy form part of every employee’s contract of employment.  

Health and Safety policy

HEALTH & SAFETY AT WORK etc. ACT 1974 (HASWA 74)

The Health and Safety at Work etc. Act 1974 is aimed at protecting people at work and any persons who are likely to be in contact with work activities.

The Health and Safety at Work etc. Act 1974 imposes duties on every Employer and Employee. The (Name of Gurdwara/Organisation) is the employer and the Management Committee holds a level of responsibility for ensuring that the employer's duties are discharged, within the sphere of authority. 

The duties of the Employer are:

· To ensure, so far as is reasonably practicable the health, safety and welfare at work of his employees 

· To provide a safe place of work, safe access and egress, and a safe working environment 

· Provide adequate welfare facilities 

· Safe plant and systems 

· Safe storage handling & transport of materials 

· To provide necessary information to ensure health, safety & welfare 

· To provide adequate training & instruction 

· To have a written health & safety policy. 

· To listen to the views of employees with respect to health & safety i.e. have a health & safety committee if requested. 

HEALTH AND SAFETY POLICY STATEMENT

This statement complies with the requirement in

Section 2(3) of the Health and Safe& at Work Etc.

Act 1974 that:-

“every employer shall prepare and as often as may be appropriate revise a written statement of his general policy with respect to the health and safety of his employees and arrangements for the time being in force for carrying out that policy and to bring the statement and any revision of it to the  notice of all of his employees”.

1. The Safety Policy Statement is the action plan for promoting health and safety within the Charity. It sets out the Strategy for protecting the health and safety of employees at the Charity and arrangements for putting the policy into practice.
Purpose, Vision, Goals

2. One of the principal goals in the statement is to provide a safe environment for staff, members and visitors. 

This statement also emphasizes the Charities commitment to the safety and well being of staff.

 Legal Duty

3. To meet this goal and promote the value of commitment to staff the full commitment of management and the co-operation of all members and staff are required.

The Charity will fulfill its legal duty by fully complying with the requirements of the Health and Safety at Work Etc. Act 1974 and all other related statutory provisions.

In particular for:-

Staff

3.1. The Charity will provide, so far as is reasonably practicable:

· a safe, healthy, place of work, 

· tools, plant and machinery which are safe, properly maintained and suitable for the task,

· arrangements for safety in connection with the use,

· handling, storage and transport of articles and substances;

Non-Employees

3.2. The Charity will take all reasonably practicable steps to safeguard the health and safety of:

· Members

· Visitors

Duties of Staff

4. All members of staff must comply with the conditions of the Health and Safety at Work Etc. Act 1974 in that they will:

· Not to intentionally, or recklessly interfere with or misuse anything provided for their own health, safety or welfare 

· To take reasonable care for their own safety and those of other people 

· To co-operate with the employer to enable him to carry out his duties with respect to health & safety matters 

· To report any damage to any item provided for health & safety reasons

The policy statements will include the arrangements for:

(i) Dealing with particular working operations and assessing the associated risks which may exist: 

(ii) Fire safety

(iii) First aid

(iv) Reporting accidents

(v) Training in health and safety matters
Risk Assessments

There may be activities carried out within the Charity that may result in risks to the health and safety of staff and visitors. The management committee should carry out an assessment of the risks to health and safety and ensure that control measures are put in place to reduce or eliminate the risk.

 

The principles of risk assessment: 

1. identify the hazards associated with each activity 

2. identify those persons at risk 

3. identify the risks associated with each hazard 

4. assess the potential of the risk causing harm within the work situation. i.e. the likelihood of the harm being realised combined with the severity of the outcome. 

5. prioritise the risks, targeting those with potentially most serious outcome first. 

6. establish control measures to: 
I. eliminate the hazard at source 
II. reduce the risk to an acceptable level 
III. ensure the persons at risk are protected 

7. implement the control measures ensuring that no secondary hazards exist 

8. review to ensure compliance and continual validity of assessment

Staff must ensure that they follow safe systems of work and use any personal protective equipment or other measures provided for their protection.

Fire Safety
The action to be taken in case of fire or other emergency procedure should be explained to staff on there first day at work.   
The evacuation arrangements should be explained and you should be shown the means of escape as soon as possible after attending your premises.   
You should familiarise yourself with the content of fire action notices, the location of all fire safety facilities, your nearest evacuation route and fire fighting equipment.
 
If you discover a fire:
·  Raise the alarm:
· Leave the area by the nearest exit:
· Close all doors behind you.
· Congregate at the Fire evacuation point on the SRLC car park.
First Aid
Staff should not be providing treatment or other interventions unless they are designated first aiders appointed under the First Aid at Work Regulations 1980.

1. Where a member of staff or non-employee becomes unwell or is injured while at the Charity, they must be referred to a trained first aider (if available) who will manage the situation through immediate first aid treatment and summoning an ambulance as required by the extent of the injury or illness.

 

Mandatory action 

Where members of staff or non-staff members seek treatment they MUST be re-

directed to:

· A trained first aider (if applicable)

· Their own registered GP or practice nurse

· The local Accident and Emergency department

 
Reporting Of Accidents

All accidents must be recorded in the accident book.  In addition certain accidents and dangerous occurrences must be reported to the Health and Safety Executive (HSE).

 

 If you have an accident at work:

· Seek first aid assistance;

· Report the accident to you the management committee as soon as possible after the occurrence;

· Enter the details of the accident in the accident book.  

Reporting unsafe occurrences

All unsafe occurrences must be reported to the management committee immediately.
Manual handling
Some tasks within the Charity may involve manual handling. All handling operations should be subject to a risk assessment and measures put in place to reduce or eliminate the risk.

There are some precautions that you can take when lifting:

· Use mechanical aids to handle loads where these have been provided;

· Before you undertake any lifting task decide if you can do the job safely;

· Observe safe lifting practices;

· Get help to lift heavy or awkward objects.

· Stack larger items at waist height.

Housekeeping
Keeping the workplace tidy can help reduce accidents such as trips and falls. 

 

· Do not allow cables to trail on the floor where they can cause a trip hazard;

· Ensure that spills are cleared up promptly;

· Do not stand on chairs to retrieve articles from high shelves- use steps;

· Keep drawers to filing cabinets closed when not in use.

 

Machinery and Work Equipment

If you are required to use machinery in the course of your work you should:

 

· Only operate machines that you have been trained to use;

· Follow the safe system of work for using that machine;

· If guards are in place use them;

· Know how to stop the machine and disconnect it from the power supply;

· Ensure that the machine is switched off and disconnected from the power supply before you maintain or clean it;

· If you think that there is something wrong with your machine, switch it off and inform management immediately.

· Do not wear loose clothing, ties or chains when operating machinery. Long hair must be securely fastened.

· If personal protective equipment is provided for use when working on machinery you must wear it.

Substances Hazardous to Health

Substances hazardous to health should be prevented from being used or stored on the premises wherever possible.  If you however have to work with hazardous substances you must:

       

· follow the safe systems of work;

· wear the personal protective equipment provided for your protection;

· ensure that you use any equipment that has been provided, such as local exhaust                      ventilation.

· report any ill effects to management immediately;

· know what to do if there is a spillage or other emergency;

· know what precautions to take in the case of accidental contact with hazardous

substances.

It is the responsibility of staff and members to ensure that they are trained in Health and Safety matters. 

Food Hygiene Policy
Catering and Food Safety
1. Staff and volunteer’s who are involved in the cleaning for food related areas should make themselves aware of the cleaning methods and agents before commencing the tasks.

2. Food handlers shall only commensurate with their work activities if they have made them selves aware in food hygiene matters.

3. All food premises are kept clean, pest free, and maintained in good repair and condition.

4. Arrangements for cleaning all food areas are published and complied with.

5. There is an effective program in place for the control of pests based on a preventative approach.

6. Clean clothing is worn by all food handlers.

7. Hygienic hand washing and drying facilities are provided and used by all food handlers and visitors.

8. All food is stored correctly in conditions according to its type.

9. Waste material is removed from all food preparation areas after each food service.

Personal Hygiene
(1) To ensure continued good hygiene practise, all staff members and visitors, on entering the kitchen, must wear clean clothing including headwear.

(2) Conveniently sited facilities for washing and hygienically drying hands are provided for all food handlers and visitors.

(3) All food handlers must practice good personal hygiene whilst undertaking food handling duties.  

This means:

 
· Washing and drying hands before and after handling food and after going to the toilet.

· Not working if suffering from diarrhoea and/or vomiting.

· Not handling food if you have scaly or infected skin lesions, which cannot be totally covered during food handling.

· Not spitting in food handling areas.

· Not eating or chewing gum in food handling areas.

· Ensuring work surfaces and utensils are clean.

· Jewellery must not be worn whilst in the kitchen or in food handling areas with the exception of plain wedding bands and sleeper earrings.

· Food handlers whilst on food handling duties must not wear nail varnish.

· All hair must be covered by appropriate headwear.

· All cuts and abrasions must be covered with a blue waterproof dressing and fingerstall where necessary.  All other dressings and medications on exposed skin must be covered with a distinctive waterproof dressing.

· Under no circumstances shall food handlers who have, or suspect they have, any septic sores, bowel/stomach disorders, diarrhoea or disease likely to be transmitted through food, enter any food related area.

Hygiene of Environment
Effective cleaning schedules must be published and displayed for all food areas and complied with.  They must cover the following:
 

· Food preparation

· Food storage

· Food serving areas

· Washing-up areas

· Refuse disposal and collection

 

Staff and volunteers involved in the process of cleaning food-related areas must be aware of the cleaning methods and agents applicable. 

It is essential to ensure, that:

 

· the methods, materials and equipment used are correct for the task at hand.

· the frequencies at which the various tasks are to be performed are adequate.

· due consideration is given to Health and Safety legislation and guidance.

Premises

Food premises must be kept clean and maintained in good repair and condition. Any repairs must be undertaken as soon as it is practicable.

 

The layout, design, construction and size of food premises must:

· permit adequate cleaning and/or disinfections;

· be such as to protect against the accumulation of dirt; contact with toxic materials; the shedding of particles into food and the formation of condensation or undesirable mould on surfaces.

· permit good food hygiene practices, including protection against cross contamination between and during operations, by foodstuffs; equipment; materials; water; air supply or personnel and external sources of contamination such as pests.

· provide, where necessary, suitable temperature conditions for the hygienic processing and storage of products.

· An adequate number of washbasins must be available, suitably located and designated for hand washing only.

· Food premises must have adequate natural and/or artificial lighting.

· Drainage facilities must be adequate for the purpose intended; they must be designed and constructed to avoid the risk of contamination of foodstuffs.

· All windows in food premises must either be non-opening or be fitted with fly screens.

· All extraction filters located above deep fat fryers/bratt pans must be inspected and should be cleaned or replaced regularly.

· All electric fly killing units must be cleaned and maintained regularly.

 

Storage

All food must be stored correctly in conditions according to its type.  Once the food 
has been accepted, excess packaging must be removed and the product placed in 
suitable correct storage without delay.  

All food stores must be clean and pest free.

Management must also ensure that:

 

i.
Products are retained in prime condition.

ii.
Effective use is made of available space by more efficient storage.

iii.
Food is covered and protected from contamination.

 

Chilled food must immediately be placed into chilled storage, after removing any

unnecessary packaging.

Frozen food must be placed in freezer storage once any unnecessary packaging has 
Been removed.  Under no circumstances should any food that has been allowed to 
thaw be refrozen.

Dry goods must be placed off the floor into clean, dry and well ventilated storage 

immediately.

 

Preparation

To prevent or reduce the risk of cross contamination, the following must be

observed:

 

i.  Hands must always be washed prior to starting work and before commencing any process.

ii. Goods must be removed from the storage location to the appropriate preparation area as late as possible so as to minimise the amount of time they are held at ambient temperature.

iii.   Food commodities must be processed only in the designated area using clean utensils.

iv.  All process commodities must be returned to their proper storage location as soon as practicable.

v. All utensils and work surfaces must be cleaned between each process and place any refuse into proper receptacles. 

vi.   Soiled clothing must be changed for clean before commencing any other process.

vii.  Hands must always be washed at the end of each process.  Before and after handling foods, always wash hands in the appropriate wash hand basin before leaving that area.

viii.  Any cuts to the skin must be covered with a blue waterproof dressing.

ix.  Waste material must be removed from all food preparation areas at least 
      after each foodservice.

Packaging:  Extreme care is necessary with regard to storage of all food packaging.    

Incorrect storage could lead to contamination of the food product. 

Storage:  On completion of the manufacturing process, all items must be returned to

refrigerated storage (0(C to +5(C) with the minimum delay.

Cooking

i.
ALL cooking should be carried out as late as is possible so as to ensure that the minimum amount of time is given to possible food bacterial growth before serving.
ii.
Any reheated food product must achieve a core temperature of not less than +75°C for 2 minutes.  It must then be served without delay or held in a heated cabinet at a temperature which is not less than +63°C.

iii.
In any event, food products that have been reheated must be disposed of when two hours have expired.

 

Serving

· All food handlers must wash their hands prior to serving food.

· All food handlers must wear appropriate clothing whilst on duty.

· Hot food must be served at or above +63°C.  Cold food must be served at/or below 5(C.
· All food must be served with the appropriate utensil, e.g., scoops, tongs or spoons, with separate utensils being used for each item.

· During food service, food servers must wear disposable plastic gloves.

· Caterers must not, for any reason, use left-over/returned food items.

· All waste material must be removed from food preparation areas at least after each food service.

· All servery containers, utensils and crockery must be cleaned in accordance with prescribed methods.

· In the event of illness being caused by food consumption, any illness incident must be recorded in the accident book. 

Pest Control
The Charity has a duty to keep their premises free from infestation. Under the Food Safety (General Food Hygiene) Regulations 1995, those engaged in the manufacturing, serving or selling of food must ensure that ‘their premises are kept free from any risk of contamination by pests.’  

The Food Safety Act 1990 enables the local authority the power to close the food premises, which are infested by rodents or insect pests.

· Pests are prohibited in food areas by legislation.  They can cause expensive deterioration to premise and

· spread dangerous bacteria, contamination and disease.

· Pests include any living creature capable of directly or indirectly contaminating food, i.e. birds, cats, rats, mice, cockroaches, flies, ants, etc.

· There must be an effective programme in place for the control of pests based on a preventative approach.

It is recommended that pest control contractors employed by the Gurdwara 
should be members of the British Pest Control Association.

Preventive Measures to reduce risk of Infestation:

1. premises and refuse areas are kept in a clean and tidy condition. Lids should be always kept on waste bins. Waste must not be allowed to accumulate;

2. food on display or awaiting preparation is always kept covered;

3. food is stored off the floor and clear of walls. Stock is checked regularly and damaged or contaminated stock removed and destroyed;

4. drains are kept clean and in good condition. Regular inspections are made and sightings of pests or pest damage are reported to management immediately.

 

Alcohol and Drug abuse

Employees who are under the influence of alcohol or drugs at work are in contravention to the Sikh Code of Conduct and clearly present a health and safety risk to themselves and others.  In addition, the charity may be held criminally liable if it knowingly allows or tolerates the misuse of controlled drugs on charity premises.  For this reason, the charity has adopted an alcohol and drug abuse policy.  Acceptance of and adherence to the charity’s alcohol and drug abuse policy form part of every employee’s contract of employment.  

Alcohol and drug abuse policy

 TC "ALCOHOL AND DRUG ABUSE POLICY" \fd\l 1 
The following document sets out the policy of the Charity on alcohol and drug use.  It is important that every employee is aware of their obligations under this policy, and any queries should be addressed to the President.

Alcohol abuse policy

 TC "Alcohol Abuse Policy" \fd\l 2 
1.
The Charity's policy is to forbid the consumption of alcohol on the Charity's premises.

2.
If any employee is found to be intoxicated at work or is found consuming alcohol on the Charity's premises, that employee will face disciplinary action on the grounds of gross misconduct under the Charity's Discipline Procedure.

Drug Abuse Policy

 TC "Drug Abuse Policy" \fd\l 2 
1.
The Charity strictly forbids the possession, use or distribution of drugs for non-medical purposes on the Charity's premises.

2.
An employee who is prescribed drugs by their doctor which may affect their ability to perform their duties should discuss the problem immediately with their Manager.

3.
Where it is suspected that a breach of the prohibition on substances has taken place, or if it is suspected that an employee's work performance or conduct has been impaired through substance abuse, the Charity reserves the right to require an employee to undergo a medical examination to determine the cause of the problem.

4.
Where any employee at such a request refuses to undergo a medical examination, such refusal will amount to gross misconduct in accordance with the Charity's Disciplinary Procedure.

5.
The Charity reserves the right to search an employee or any of an employee's property held on the Charity's premises at any time if the Charity has reasonable grounds to believe that the prohibition on substances is being or has been infringed.  The search will be carried out in accordance with the Charity's Search Procedure. 

6.
If an employee refuses to comply with these search procedures, such action will normally be treated as amounting to gross misconduct and will entitle the Charity to take disciplinary action.

7.
The Charity reserves the right to inform the police of any suspicion it may have with regard to the use of controlled drugs by any of its employees on the Charity's premises.

Charity Searches

If it is necessary to search an employee, the charity will follow the following procedure.  Acceptance of and compliance with this procedure forms part of every employee’s contract of employment.

Charity search procedure

The Charity reserves the right to search an employee or any of an employee’s property held on Charity premises at any time, if the Charity has reasonable grounds to believe that its Alcohol and Drug Abuse Policy is being or has been infringed, or that an employee has committed a criminal offence.
Where an employee is required to submit to a search, the following procedure will be used:-
1. The search will be conducted in a private room.
2. The employee may be accompanied by a colleague provided that the colleague is available without unreasonable delay.
3. The search will be conducted by member of the management committee.  The employee may request that the person conducting the search is of the same sex as him/herself.
4. The search will be witnessed by another member of the management committee.  The employee may request that the witness is of the same sex as him/herself.
5. An employee who unreasonably refuses to allow a charity search will be subject to disciplinary action.
6. Where an employee is found to be in possession of prohibited substances or there is evidence to suggest that he/she has committed a criminal offence, he/she may be suspended on full pay pending a further investigation, which may result in disciplinary action, including dismissal.
7. The Charity reserves the right to inform the police of any suspicion it may have with regard to the use of controlled drugs by any of its employees on Charity premises or with regard to any other criminal offence.  
Smoking

The charity takes its responsibility for the health and safety of employees seriously.  In view of the risks to health from passive smoking, we have adopted the following no smoking policy.  All employees are required to comply with the no smoking policy.  Acceptance of and adherence to this policy forms part of every employee’s contract of employment.

No smoking policy  

1.
The Health & Safety at Work etc Act 1974 places a duty upon employers to provide a working environment for employees which is safe, without risks to health and adequate as regards facilities and arrangements for their welfare at work.  As tobacco smoke has been shown to be a threat to the health of all employees, the following policy has been adopted concerning smoking within the Charity’s premises.

2.
This no smoking policy seeks to guarantee employees the right to work in air, free of tobacco smoke.

3.
There is a total ban on smoking in all parts of the Charity’s premises.
4.
This policy has been developed in consultation with employees to provide a healthy, safe and comfortable working environment.

5.
It should be noted that this policy is not concerned with whether anyone smokes but where they smoke and the effect that this has on their colleagues.

6.
This policy applies to all employees at all levels and to visitors.

7.
Any breach of this policy will lead to the normal disciplinary procedures being applied in accordance with the Charity’s Discipline Procedure. In the case of visitors, the visitor will be escorted off the Charities premises.
6.
This policy now forms part of the Charity's Health & Safety policy.

Parental leave

Working parents with one year’s service or more, who have children under the age of 5 (or 18, if the child is adopted or disabled), have the statutory right to take unpaid parental leave.  The charity will fulfil its legal obligations in respect of statutory parental leave in accordance with the following procedure: 

Parental leave procedure
Principles

1. The Charity wishes to support working parents.  
2. Employees who have been continuously employed for one year qualify for 13 weeks unpaid parental leave in respect of each child (either born to them or adopted by them) who is under 5 years of age (or adopted children under 18 years of age).
Leave must be taken within the first 5 years of the child’s life (or for adopted children within 5 years of the date of adoption or the child’s 18th birthday, whichever is the sooner).
3. 
Employees who are the parents of a disabled child may take up to 18 weeks unpaid parental leave until the child’s 18th birthday. 
4.   Requests for parental leave will be considered in the light of the needs of the business but every effort will be made to allow employees who qualify for parental leave to take the leave they have requested at the time of their choice.  
5.   It is the responsibility of the Employee, when requesting parental leave, to comply with the specified notice provisions.
The procedure

1. Parental leave may be taken in blocks of a week, unless it is taken to care for a disabled child, when it can be taken in days. The Employee can take no more than 4 weeks parental leave in any year.  Part of a week counts as a full week in calculating parental leave taken for that year.  For example, if a full time Employee takes 3 days parental leave and then returns to work, one week is deducted from the 13 week entitlement.
2. An Employee requesting parental leave is required to give the Charity a minimum of 21 days notice, specifying start and end dates.  The Charity’s Absence Request Form should be used for this purpose.
3. An Employee may take parental leave if he/she has given the Charity notice of an expected date of childbirth or adoption 21 days before the week in which the birth or adoption is expected.
4. The Charity will agree to the request unless it would be detrimental to the business to do so, in which case the Charity will seek to postpone the parental leave.  A decision to postpone parental leave will be notified to the Employee not more than 7 days after the Employee’s notice was given.
5. The Charity will not seek to postpone parental leave when it has been requested to coincide with the birth or adoption of a child.
6. Parental Leave will not be postponed for any more than 6 months from the date on which the Employee requested it to start.  The Charity will try to agree a suitable alternative time with the Employee but if this is not possible, the Charity will guarantee that the Employee will be able to take his/her parental leave at a time, not more than 6 months ahead which best fits the needs of the business and the needs of the Employee.  The Employee will be allowed to take the postponed parental leave even if it is postponed beyond the 5 year limit.  
A copy of the charity’s Absence Request Form can be found in the Charity Forms section of the Staff Handbook.

Maternity, adoption and paternity leave

The charity will fulfil all of its statutory obligations in relation to maternity, adoption and paternity leave and pay.

Employees seeking advice on their entitlement and obligations in relation to these statutory rights should contact the General Secretary.

Changes to personal details

It is important that your personal details are kept up to date in the charity’s records.  If your personal details (for example surname or address) change at any point, please notify us immediately by completing the charity’s Change to Personal Details Form.  This can be found in the Charity Forms section of the Staff Handbook.   

Charity Forms

Absence request form

	Surname:
	
	Forenames:
	

	Dept/Branch:
	
	Clock/Payroll No:
	


The following time off work is requested:

	Period:
	From:
	To:

	
	If part of day, beginning at:                     am/pm to                  am/pm

	
	Working day return date:

	Reason for absence:
	

	
	
	
	Annual holiday
	
	Death of near relative 

	
	
	
	
	
	

	
	
	
	Appointment for doctor, clinic, optician, dentist, other (please specify below)
	
	Territorial Army

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Hospital attendance
	
	Family responsibilities 

	
	
	
	
	
	

	
	
	
	Jury/witness duty
	
	Emergency leave for dependants

	
	
	
	
	
	

	
	
	
	Parental leave
	
	Other (please specify below)

	
	
	
	
	
	

	
	Temporary cover required:

	
	Extra Details:




To be completed when absence was not approved in advance.

	I was absent on (dates):

for the following reason:

Reason why prior approval was not sought:




	Employee’s signature:
	
	Date:

	Authorisation for time off:
	

	With pay according to entitlement:
	
	Without pay:
	
	

	Manager’s signature:
	
	Date:

	
	


Change to personal details

	Change from:
	Change to:
	Effective date:

	Name
	
	Name
	
	

	Status (Mr, Mrs, Ms):
	
	Status (Mr, Mrs, Ms):
	
	

	Address:


	
	Address:
	
	

	Telephone No:
	
	Telephone No:
	
	

	Bank account details:
	Bank account details:
	

	Name of Bank:
	
	Name of Bank:
	
	

	Address:


	
	Address:
	
	

	Sort code:
	
	Sort code:
	
	

	Account No:
	
	Account No:
	
	

	Emergency contact details:
	
	Emergency contact details:
	
	


	Signature:
	

	Date:
	

	Department/location:
	

	Payroll/Personnel No: 
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