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Some Do’s and Don’ts




	DO:

· Show your identity card.
· Work within the agreed role and set of boundaries stated in your induction and handbook
· Be reliable and consistent. If you cannot volunteer as arranged or you are going to be late please let the office staff know as soon as possible.  Only offer as much time as you can comfortably give, regularly
· Contact the office if the older person is not in when you visit
· Report any dangerous conditions / accidents e.g. faulty electrics, slippery paths. etc. to the office
· Claim your expenses 
· Remember the important areas of confidentiality, Health and Safety, Equality and Diversity Policy, and work within O.A.O.P’s policies
· Contact the office or emergency services if necessary
· Talk over any concerns you have at any time with the volunteer co-ordinator


	DON’T:

· Betray confidences unless for reasons stated in confidentiality policy
· Give your home telephone number or address to the service user. Their contact with you should be through the office
· Handle anyone’s finances without the clear authority and instruction of a staff member.  
· Lend or borrow money, stand guarantor or accept money as a gift. If an older person wishes to show appreciation then they may make a donation to the organisation.
· Post anything about OAOP to any social media sites as this will breach the confidentiality and data protection laws.
· Carry out tasks you are uncomfortable with or are outside your role. Refer to project staff if you have any queries.
· Get involved in personal care, domestic tasks, giving medical attention or DIY - you are not insured for these.
· Make decisions for other people - it is better to support them in making their own 
· Judge any older person’s lifestyle or the decisions they make








OTLEY ACTION FOR OLDER PEOPLE

EQUALITY AND DIVERSITY POLICY


EQUALITY AND DIVERSITY STATEMENT: 

Otley Action for Older People aims to promote equality and diversity as an employer and seeks to ensure that equality and diversity principles underpin all areas of the organisation’s work and service provision.

Otley Action for Older People recognises that many people and groups suffer discrimination and face serious barriers when trying to fulfil their true potential.  It also recognises that not all forms of unreasonable and unfair discrimination are the subject of legislation.  It is the aim of this organisation to take positive steps to redress discrimination, to improve equality of opportunity and to combat any unreasonable or unfair treatment which places people at a disadvantage for any reasons not directly related to their ability to do a job for this organisation or to their eligibility to receive services from us.

Otley Action for Older People recognises that we live in a multi-cultural and diverse community and believes that no person should experience discrimination, oppression or lack of opportunity based on gender, race, colour, nationality, ethnic origin, religious or philosophical belief, impairment, HIV status, age, marital status, parental status, sexual orientation, political belief or trades union membership, class, responsibility for dependants, appearance, ex-offender status, lack of formal qualifications or any similar grounds.

Otley Action for Older People values diversity and we are determined to ensure that:
       *    we treat all individuals fairly, with dignity and respect
       *     the opportunities we provide are open to all
       *    we provide a safe, supportive and welcoming environment – for staff, 
             members, and the general public

Otley Action for Older People is committed to promoting diversity and tackling discrimination and will not tolerate harassment, bullying, victimisation or abuse of staff, volunteers, members or anyone connected with the services provided by OAOP.










OTLEY ACTION FOR OLDER PEOPLE 

HEALTH AND SAFETY POLICY


HEALTH AND SAFETY STATEMENT

It is the policy of Otley Action for Older People to provide healthy and safe working conditions, equipment and systems of work for all our employees, volunteers and members, and to provide them with such training and information as is necessary.  We also accept responsibility for the health and safety of other people whilst visiting our offices.  

All individuals at every level in Otley Action for Older People have some responsibility for ensuring that this Policy is carried out, and breaches of this Policy will be regarded as a disciplinary offence.  Training in basic health and safety will be provided for staff and volunteers as part of their induction process and as changes are made to this Policy, and more intensive training will be provided for those staff with named responsibility under this Policy.

OAOP recognises the need to understand the hazards and risks likely to encountered at work and to take measures to assess and minimise risks.

Overall responsibility for this policy is vested in the Management Committee.
The Project Manager has responsibility to ensure its implementation.

GUIDELINES FOR STAFF AND VOLUNTEERS
· Always avoid placing yourself or others at risk
· Be aware of your own health and physical limitations
· Protect yourself.  Only tackle what you have been trained to do
· Never attempt to lift or move a person or heavy object
· Feed back to your supervisor if you are aware of a situation that could place you or a service user at risk
· Keep floors, doorways and gangways clear
· Electrical equipment should be turned off when not in use and care taken not to overload sockets.  Flexes should not be allowed to trail, causing tripping hazards
· Eradicate any immediate dangers where it is safe to do so, for example, tidying away trailing cables, cleaning up spilled liquids.
· Staff and volunteers should not come into contact with body fluids.  In the event of an accident protect yourself by wearing rubber gloves
· Always protect cuts with a waterproof dressing and follow good hygiene practices
· Do not wear clothing or footwear that may increase the risk of you being involved in an accident
· Those involved in gardening operations should follow the Gardening Health and Safety guidelines and always wear protective clothing
· Always report all accidents and incidents in the First Aid book and/or Incident File which are kept in the OAOP office
Otley Action for Older People takes seriously the potential risk to staff caused through lone-working (see Lone-Working Policy) and potential violence against staff (see Challenging Behaviour Policy).  OAOP also takes seriously the potential threat to the health of its staff that may be caused by work-related stress.  All incidents of concern should be reported to your line manager or member of the Management Committee.  

FIRE PRECAUTIONS
· Otley Action for Older People will appoint a member of staff as Fire Officer who will receive appropriate training, carry out fire risk assessments, fire drills and liaise with the local Fire Brigade .
· All staff and volunteers should be made aware of the evacuation procedure that is displayed in the office.  
· If you discover a VERY MINOR FIRE and ONLY if you have received the appropriate fire safety training and WITHOUT PERSONAL RISK, try to put out the fire.
· If you discover a fire that cannot be extinguished as above, or you have not received the appropriate training, immediately operate the nearest fire alarm call point and follow the instructions for leaving the building. Should there be no fire alarm call point, dial 999 and ask for the fire service.
· If you discover a fire not contained within a building such as a car/van fire proceed as points above. Should you have not received the appropriate training or the fire is not minor, dial 999 and ask for the fire service

FIRST AID
· Otley Action for Older People will appoint a First Aid appointed person with responsibility for ensuring the availability of first aid facilities and supplies.
· OAOP will arrange ongoing training in first aid for staff and volunteers
· The First Aid kit is located in the office, along with the Accident Book and Incident File

RECORDING AND REPORTING OF ACCIDENTS AND INCIDENTS
All staff members are responsible for ensuring that accidents and incidents are reported and recorded; the Project Manager and Management Committee are responsible for ensuring that this happens.  The Project Manager is responsible for ensuring that any necessary investigation is conducted and if necessary referred to the Management Committee.  All staff are expected to familiarise themselves with the format of the Accident Book and the Incident File and to have a basic understanding of RIDDOR 1995 (The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) and COSHH.

The following must be reported to Environmental Health when associated with a work activity:

· Fatal accidents (to employees and non-employees)
· Major injuries (to employees) – e.g. broken limbs, any loss of sight, electric shock causing loss of consciousness etc
· Dangerous occurrences (explosions etc, even if no injuries)
· Accidents causing more than 3 days incapacity for work
· Certain work-related diseases
· Certain matters relating to the safe supply of gas
· Injuries requiring immediate hospital treatment (to non-employees)

The definition of accident includes acts of violence against employees at work.  

Incident File
The Incident File (using the available forms) should be used to record:
· Any accident or incident which is non-RIDDOR but has risk assessment implications or could have caused injury.
· Any incident involving threatening behaviour
· Any incident involving material loss (theft, loss of money, property etc)


RISK ASSESSMENTS
Otley Action for Older People carries out a range of Risk Assessments
· Workplace
· Manual Handling 
· COSHH
· Fire 
· First Aid 
· Lone Working
· Befriending 
· Protective Equipment 
· Food Hygiene 
· Transport (buses and car scheme)
· External Venues and Trips
· Gardening 
and all documentation is stored securely.

The responsibility for Risk Assessment procedures lies with the Management Committee.  The Project Manager has responsibility for ensuring that they are carried out.  

Risk Assessments should be carried out on a regular basis, following the procedure identified in the Risk Assessment Workbook



DRIVING FOR OTLEY ACTION FOR OLDER PEOPLE
· All drivers should follow the best practice guidance in their Handbook
· Regular checks will be made on bus safety
· Staff and volunteers who use their own car for OAOP purposes must ensure that they have the necessary insurance cover and documentation
· Staff and volunteers who drive the OAOP buses should have full and on-going training including MIDAS
· All drivers who transport members as passengers will receive training passenger care and safety
· All drivers are reminded of legal obligations not to use their mobile phone under any circumstances whilst driving.


GOOD HOUSEKEEPING
· Undue hurrying can cause many accidents. Do not run down steps. Use handrails going up or down stairs if provided.
· Be alert for others coming around blind corners or opening doors in your pathway quickly.
· Never read or text while walking.
· Ensure floor areas are free from obstruction and are well lit.
· Leaving objects on the floor or low filing drawers open causes trips and falls. Ensure floors are clear and drawers are closed.
· Electrical and telephone cords must not be allowed to lie uncovered on the floor and should be taped down if they must trail over the floor. They are major tripping hazards.
· Spilled liquids (tea/coffee/water) should be cleaned up immediately.
· Sharp objects such as scissors, letter openers, pencils must be stored carefully and passed from person to person safely.

















SERVICE USER’S SAFETY

We have a duty of care to ensure the safety of all our service users. In the event of the following situations please follow our guidelines:

· When visiting the home of a service user with a key safe, please:
1. Remove the key from the key safe to unlock the house when arriving, and if necessary, depending on the key safe, scramble the code.
2. When leaving, lock the door and return the key to the key safe and if necessary, depending on the key safe, scramble the code again.




































Volunteer Expenses Policy


The Management Committee acknowledges the valuable contribution of volunteers to the overall work of the organisation. Volunteers should not as a consequence of this work suffer any financial loss through carrying out voluntary work on behalf of the organisation

Volunteers are therefore entitled to claim out of pocket expenses as agreed by the Committee and subject to the following conditions;

Travel Expenses: Using the prescribed Claim Form and mileage rate obtained from the Otley Action for Older People Office the volunteer is able to reclaim travel expenses to and from the location of volunteer activity, including those from their home address. Those volunteers using public transport will be required to provide their tickets to be reimbursed.

Community Car Scheme: Volunteers operating the car scheme are able to claim driving expenses, including parking, tolls, etc as per the agreed set mileage rate and subject to the satisfactory completion of a Claim Form For Volunteer Drivers

Minibus Volunteer Drivers and Escorts: Drivers and volunteer escorts are entitled to claim expenses associated with trips and outings that fall within the following criteria:

(a)  Volunteers participating on trip where passengers are on an outing with a meal are entitled and able to claim £7.50 5:00 towards the meal.  If there is a set menu (i.e. no choice)  then the full cost will be covered by OAOP.

(b) Volunteers on a trip where only refreshments will be required are entitled and able to claim £2:00 towards refreshments.

These entitlements can be obtained from the Administrator in the Otley Action for Older People Office, before setting out.

Training: Each volunteer will receive the support necessary to carry out his or her voluntary tasks. Whenever possible the organisation will sponsor volunteers to attend relevant training courses e.g. with cost of training, travel and meal allowances.

No Smoking Policy


Otley Action for Older People expects all who are employed in the work of the project, whether in a paid or unpaid capacity, to consider the health, feelings, comfort and safety of everyone who is in contact with the organisation.

Accordingly, we have adopted the following policy on smoking:

The Management Committee of OAOP has a policy whereby members, employees or volunteers are not permitted to smoke in the Office, at the homes of service users, on the minibus, or whilst representing the organisation, or in the presence of clients.

In addition, OAOP adheres to the Smoke-free (Premises and Enforcement) Regulations 2006 which states that all public places and workplaces are required to be smoke free.  Therefore clients and visitors to the office are, likewise, not permitted to smoke while in the office, its building and the minibus.  





























Policy re gifts/donations from service users


Service users should not feel pressured or under any obligation to make a donation to Otley Action for Older People.

Wherever possible donations must only be accepted at the Otley Action for Older People office and be made for a specific purpose. The Board of Directors should be informed of all donations greater than £100.

If a service user insists on making a large donation (over £100), they should be encouraged to discuss it first with their family.

If a donation is offered in the service users home the donor should be advised to take it to the office, or an arrangement can be made whereby a member of the Management Committee accompanies the member of staff.

Items under the value of £50 may be accepted for sale on our bring-and-buy stall or other fundraising events. Any item over the value of £50 should be valued and the service user made aware of its value. The item should be offered back to the service user at this point.

Members of staff or volunteer cannot accept gifts on an individual basis however; they can accept gifts on the understanding that the item is to be for the benefit of all. Members of staff are not allowed under any circumstances to accept personal gifts of money other than those as described within the above policy details.  

Similarly volunteers and staff must not accept monetary gifts at any time. If a client offers a small gift to a volunteer (e.g. a box of chocolates at Christmas) this may be accepted but the Coordinator must be informed. The service user should be discouraged from making gifts of any type.
















Confidentiality Policy

The Duty of Confidentiality

The work that you carry out for Otley Action for Older People (OAOP) may lead you to become close to service users. This could mean that you will gain knowledge about them that is confidential. Anyone involved in welfare work has a personal duty of confidentiality towards the individual. Service users will not want such knowledge to become known to other people. For this reason, OAOP has a strict policy of maintaining the confidentiality of information.

Because this is so important we will ask you to sign an undertaking that you have read these guidelines on confidentiality and agree to abide by them. Breaches of confidentiality could lead to dismissal.

Respecting Privacy

Respect for our privacy is important to all of us. Service users often lose some of their privacy by having workers and volunteers involved in very personal areas of their lives. We want service users to have the strongest sense of trust in the people who work for OAOP because we hold sensitive and very personal information about them. The basis of the trust between service users staff and volunteers is confidentiality.

The Individual’s Consent to Disclosure

All information about a service user is confidential, not just that which seems especially sensitive. It is confidential between the service user and the member of staff and the staff member’s supervisor. It cannot be shared without the service user’s permission except in rare cases as outlined below. It cannot be shared with the service user’s family without permission nor with medical staff nor any other agency unless the user has consented.

Exceptions: 
It is generally accepted that confidentiality may be broken in the following cases:

(a)	Where there is a serious risk of harm to the individual as in a threatened suicide.

(b) To protect others, e.g. information about possible abuse or neglect should be disclosed to the correct agencies e.g. Social Services.

(c)	To prevent a serious criminal act, especially where others might be endangered

It would be most unusual for a volunteer to break confidentiality without first seeking more advice. In all cases every effort must be made to obtain the individual’s permission for disclosure.

Summary of Guidelines

The following are broad guidelines within which we expect our staff to work. If you are unsure about any aspect of confidentiality please ask your supervisor. It is better to err on the side of caution when it comes to respecting a person’s right to privacy.

•	Do not discuss details about service users with anyone outside of the immediate team you are working with.

•	Do not talk about service users with staff in corridors or public places where you could be overheard.

•	Do not leave any written material where it could be found or seen by unauthorised people.

•	Never discuss service users or OAOP with the media. Do not post anything to any social media sites without asking permission from the project manager.

•	Never discuss other service users when with a user as they will then not trust you    to keep their business confidential.

•	Your right to confidentiality will be respected by the all staff and the Management Committee.

•	There may be times, when a service user tells you something which causes you concern and they may ask you not to tell anyone else. You may become aware that a person is at risk. In these circumstances you should say that you couldn’t keep, this information to yourself and refer to the Project Manager for support.
•	Confidential information is confidential to the organisation.











Challenging Behaviour Policy


The personal safety of staff and volunteers is of paramount importance and any actual or threatened aggression towards them is seen to be unacceptable. 

Staff and Volunteers are allowed to refuse to go into a situation where they consider themselves to be “at risk”

Any incident when staff or volunteers are injured or verbally abused in any way must be reported to the Management Committee and recorded in the incident book.

We will refuse to provide a service if following investigation it is considered that staff or volunteers would be placed at risk of any form of abuse.

The Project Manager will maintain an up-to-date list of contact names and numbers for staff and volunteers in the event of a serious incident or accident.

We will display a notice informing all members that it is not acceptable for staff and volunteers to be subjected to abuse of any kind.

We will keep a record of place and contact number of where each member of staff is during working hours.






















Money Handling Guide

As a volunteer at Otley Action, it is likely that you will be expected to handle money from time to time.  
The following voluntary roles may involve handling money at some stage:
· Mini-bus drivers
· Befrienders
· Passenger assistants / escorts
· Group volunteers
· Volunteer car drivers
Mini-bus Transport Costs
When service users travel on the mini-bus, there will be a charge for each service user that is determined based on the distance of the trip. This will be confirmed by a member of staff beforehand. Any destination in Otley is a standard charge of £5
If the trip is a shopping excursion, the passenger assistant / escort should collect the money from each service user when you arrive at the destination, before they alight from the vehicle.
If the trip is a sit down meal, the passenger assistant / escort may find it easier to collect the money once everyone is seated inside the venue.
The following destinations do not require the money to be collected by the passenger assistant / escort:
· Monthly Monday Quiz/Memory Café
· Tuesday Lunch Club
· Wednesday Chair Based Exercise
· Thursday Lunch Club
These activities are run by Otley Action and a volunteer or member of staff will collect transport costs at the venue, at the same time they collect the money for the event.
The responsibility for collecting the money usually lies with the passengers assistant / escort, however from time to time the mini-bus driver may be required to collect the money.
Car Scheme Transport Costs
Volunteer car drivers will collect money from service users when providing transport in their own car. For a destination in Otley, for an Otley resident, there is a standard charge of £5. For any other transport provided, the driver should charge 75 pence per mile. Here are some examples:
· Mrs M lives in Otley and needs transport to Westgate Surgery. This would be £5.
· Mrs X lives in Pool-In-Wharfedale and requires transport to Westgate surgery. As she is not an Otley resident, she will be charged 75 pence a mile. Based on 4 miles there and 4 miles back, the charge would be £6.00.
· Mr B requires transport to Leeds General Infirmary from Otley. This would be charged at 75 pence a mile. Based on 10 miles there and 10 miles back the charge would be £15.
If you need any clarification on the journey you will be undertaking, please speak to a member of staff.
Once you have collected the money, this needs to be handed in to the office to a member of staff. You must complete an expenses form for all the miles you do and you will be reimbursed for the cost of your fuel at a rate of 50 pence a mile.
Lunch clubs, groups and events
Events such as lunch clubs, the monthly quiz, Zumba, Tai Chi, bowling and the Choir have standard charges. For most events and groups the standard charge is £54 but the costs will be confirmed in the register or by a member of staff if you are unsure. The registers will be provided by the staff along with a tin to collect the money in. Volunteers helping at the event will collect the money and tick those who have paid in the register.
Some service users may not have enough money to pay on the day, if this is the case, please fill out an IOU form and let a member of staff know. They will arrange payment at a later date.
Should you find that you run out of anything at lunch clubs or groups, for example serviettes or tea or coffee, you can take some money out of the tin provided, purchase what you need and leave the receipt for the purchase in the tin. 
Befriending
It is not a requirement for a befriender to handle money; however some befrienders do assist service users with their shopping. As time goes on, trust is built between befrienders and befriended and a mutual arrangement regarding shopping will be agreed. However, in order to safeguard both service users and volunteers, please keep the office informed of any arrangements you make between the two of you. 
Caution should be taken when handling the bank cards of service users. Please discuss this with a member of staff before money is handled in this way.
We must ensure that volunteers are protected as well as our service users; therefore it is important that volunteers do not put themselves in a position they are not comfortable with. 
Service users with Dementia
Some service users may not have capacity to handle money. If this is the case, the staff will have a pre-agreed arrangement with the family regarding payment, therefore money does not need collecting from that individual on trips or at events. You will be notified of this by a member of staff. 
In this situation on a trip out on the mini-bus, the volunteers need to keep a record of the cost of the service users meal and pay for it using the money collected for the transport costs. This will then be reimbursed by a member of the service users family. 


Otley Action for Older People
Accident and Incident Reporting Policy

Policy statement
Otley Action for Older People recognises its responsibility to ensure that all reasonable precautions are taken to provide a safe environment for all service users, volunteers and employees, which are compliant with all statutory requirements.
We do recognise that from time to time, accidents and incidents do occur. The Health and Safety at Work Act 1974 requires employers to ensure the health, safety and welfare of all their employees as far as reasonably practicable.
Reporting any accidents or incidents to the organisation can help determine patterns and causes of accidents so we can put in place preventative measures if possible, to avoid reoccurrence. Therefore, at Otley Action for Older People, all accidents, incidents and ‘near misses’ should be reported to a member of staff.
Aim of the Policy
This policy is intended to set out the values, principles and policies underpinning Otley Action’s approach to accident reporting, thus enabling our organisation to try prevent the reoccurrence of incidents in the future as far as possible.
The goals of OAOP are to ensure that:
I. All accidents and incidents involving injury to service users, volunteers and staff are recorded, no matter how minor
II. All reported accidents or incidents are investigated
III. Any results or recommendations as a result of the investigation are implemented to prevent or reduce the risk of reoccurrence. 
Accident and Incident Reporting
Any accidents or incidents that happen during any activities organised by Otley Action, or in the Otley Action office, should be reported to a member of staff. An accident report should then be completed and the project manager will establish if any further action should be taken. 
Accidents and incidents that need reporting to a member of staff include, but are not exclusive to, the following:
I. Slips, trips or falls
II. Any injury sustained during an Otley Action trip or event, e.g. burns, cuts, scratches, bruises or head injuries etc.
III. Any medical episode that occurs during an Otley Action trip or event, e.g. angina attacks, epileptic seizures, asthma attacks or heart attacks etc.
IV. Any incidents that could constitute as bullying, harassment or abuse.
V. Any accidents that occur in a vehicle when transporting service users e.g. bumps, accidents or scrapes, or any damage to the bus.
VI. Any safeguarding concerns regarding service users e.g. abuse, changes in behaviour or changes in appearance that may be a cause for concern.
Other instances may occur that aren’t covered in the above list that you may feel need reporting. Please speak to a member of staff.
Accident and Incident Book
Accidents and Incidents should be recorded in the accident and incident book which is kept at the Otley Action office. It should be signed by the person who had the accident or incident to confirm it is a true record of events. Should this not be possible, it should be signed by the volunteer or staff member present when the incident occurred
















POLICY - Bullying and Harassment
SUMMARY
Otley Action for Older People (OAOP) regards bullying and harassment as a serious issue that can affect people’s health, work performances and achievement.  This applies to bullying and harassment on the grounds of somebody’s gender expression or gender identity, , race, ethnic origin, disability, age, nationality, national origin, sexual orientation, religion, belief, marital status, social or any other characteristic.

1 PURPOSE
OAOP is committed to providing a working environment free from bullying and harassment. We aim to ensure that all staff and volunteers are treated, and treat others, with dignity and respect. This policy covers bullying or harassment which occurs at work and out of the workplace, including on work trips or at work-related events ,social functions or social media. This policy applies equally to volunteers and staff at all levels including employees, management, agency and casual workers, and independent contractors.
2 BACKGROUND/CONTEXT
OAOP are an equal opportunities organisation. This means that we will make efforts in good faith to comply with the spirit and letter of the equality laws, other laws and other best practice.

We will promote a good and harmonious working environment in which our staff, volunteers and service users will be treated with dignity and respect. We will not bully them, nor will we discriminate unlawfully against them or harass them on  “equality grounds”;
3 DEFINITIONS
· Bullying is the intimidation or belittling of someone through the misuse of power or position that leaves the targeted individual feeling hurt, upset, vulnerable, fearful, isolated, or helpless
· Harassment is unwanted conduct that affects someone’s dignity or confidence.  It encompasses unwelcome physical contact, verbal or non-verbal communication or behaviour that worries, troubles or torments any individual.  It may also be defined as an act or behaviour that denigrates, ridicules, excludes or intimidates.  Harassment may be done with the purpose of creating a hostile, humiliating or offensive environment
· Sexual harassment is any form of unwanted verbal, non-verbal or physical conduct of a sexual nature, undertaken with the intention of affecting or violating the dignity of a person.  This is particularly prevalent when done with the purpose of creating an intimidating, hostile, degrading, humiliating or offensive environment
· Racial harassment is any unwelcome or hostile act or series of acts carried out by a person wholly or partly because of the racial origin of the targeted individual or group, which is perceived by the recipients to be racially offensive
· Disability harassment is unwanted conduct based on or around a perception of an individual’s disability that affects the dignity or confident of a person or causes offence.  

Harassment or bullying may include:
· Physical – actual assault, threatening gesture or other aggressive or offensive behaviour
· Verbal – spoken, textual or pictorial words or images which are threatening, defamatory, humiliating, abusive, sexually suggestive or racially offensive, including malicious gossip, comments, jokes or banter
· Non-verbal – isolation, exclusion or segregation; abuse of power, removal of responsibility, behaviour which undermines confidence or unfair sanctions

Harassment may be repetitive or an isolated occurrence against one or more individuals.

It is not the intention of the perpetrator of the bullying or harassment that is of primary concern; but rather the conduct itself and its impact on the recipients which constitutes bullying or harassment
4 POLICY EFFECT
Bullying and harassment are not tolerated in OAOP and all staff and volunteers are required to treat each other, along with our members, suppliers, and visitors, with dignity and respect. In the case of staff, breaches of this policy will be dealt with in accordance with our disciplinary procedure and for volunteers, at the discretion of management. Serious cases of bullying or harassment may amount to gross misconduct resulting in dismissal. Staff who make complaints or who participate in good faith in any investigation must not suffer any form of retaliation or victimisation as a result. However, making a false allegation deliberately and in bad faith will be treated as misconduct and dealt with under our disciplinary procedure. Anyone found to have retaliated against or victimised someone in this way will be subject to disciplinary action under our disciplinary procedure.
4.1 ACTIONS THAT WILL BE TAKEN IN RESPONSE TO A COMPLAINT
· The Manager or Board of Directors member will speak to the person complained against, explaining the nature of the complaint and who has made it.  Show a copy of the policy and give advice about the procedure if a formal complaint is made or if there is a reoccurrence of behaviour
· Give the opportunity to respond allowing time for them to seek advice/support if required
· Discuss with both parties (normally within 10 days) separately.  If the person complained against acknowledges that the behaviour has taken place, action will be taken (e.g. a resolution agreed, agreement to stop the behaviour, situation monitored)
· If there is no agreement about the incident a meeting may be appropriate (within 10 days).  If the situation remains unresolved any witnesses may be consulted
· If the manager decides that there is substance to the complaint they will seek reassurances that it will not reoccur
· If the behaviour continues, there is substance to the complaint and the situation is judged by the Board of Directors to be serious, formal disciplinary action may be considered necessary (see separate policy)






4.2 CHALLENGING BEHAVIOUR
The personal safety of staff and volunteers is of paramount importance and any actual or threatened aggression towards them is seen to be unacceptable. 
Staff and Volunteers are allowed to refuse to go into a situation where they consider themselves to be “at risk”
Any incident when staff or volunteers are injured or verbally abused in any way must be reported to the Board of Directors and recorded in the incident book.
We will refuse to provide a service if following investigation it is considered that staff or volunteers would be placed at risk of any form of abuse.
The Project Manager will maintain an up-to-date list of contact names and numbers for staff and volunteers in the event of a serious incident or accident.
We will keep a record of place and contact number of where each member of staff and volunteer is during working hours.
5 ROLES AND RESPONSIBILITIES
5.1 Chair and Board of Directors and Project Manager
The Directors and Senior staff within OAOP will;
· Set a good example by treating all staff and volunteers with dignity and respect
· Understand and implement the Policy and make every effort to ensure that harassment and bullying do not occur
· Resolve any incidents of bullying or harassment of which they are aware
· Explain and promote awareness of the Policy to staff and volunteers
· Ensure that each member of the Board of Directors, all volunteers and staff have a copy of the Policy
· Respond sensitively and supportively to anyone who makes an allegation of harassment; provide clear advice on procedure and timescales for complaints; maintain confidentiality in accordance with this Policy; monitor the workplace to ensure that there is no problem of bullying or harassment or of victimization after a complaint has been made
· Be alert to unacceptable behaviour and act if they observe bullying and harassment.  Take appropriate action – it is not necessary to receive a complaint if they are aware of behaviour which might cause offence.
· Ensure that staff and volunteers know how to raise problems, are aware of the Policy and procedures and of sources of help and advice

5.2 Staff and volunteers
All of our employees and volunteers must comply with this policy. They must treat each other with dignity and respect. They must not themselves commit any acts of harassment or bullying against any person, such as their co-workers, our job applicants or our service users. Such behaviour will not be permitted or condoned. We will treat it as misconduct which may warrant dismissal from employment or withdrawal of volunteer status within the organisation.

All of our staff and volunteers should discourage harassment and bullying by making it clear that they find such behaviour unacceptable and by supporting staff and volunteers who suffer such treatment. Any employee or volunteer who is aware of any incidence of harassment or bullying should alert a manager or supervisor to enable us to deal with it.

6 STANDARDS/KEY PERFORMANCE INDICATORS
Matters of concern will be handled in accordance with OAOP’s complaints and disciplinary processes. 
7 PROCESS FOR MONITORING COMPLIANCE
	Policy element to be monitored
	Process for monitoring
	Individual or group responsible for monitoring
	Frequency of monitoring
	Responsible individual or group for development of action plan
	Responsible group for review of assurance reports and oversight of action plan

	There is a documented and approved Bullying and Harassment Policy
	Policy reviewed every two years
	Project Manager and Policy & Resources Committee
	Every 2 years
	Project Manager and Policy & Resources Committee
	Board of Directors

	There is organisation-wide compliance with the Policy
	By exception report
	Project Manager 
and Policy & Resources Committee
	By exception via a report under the Governance agenda item at the Board meeting
	Project Manager 
	Board of Directors

	Staff and volunteers training
	Staff and volunteer induction and training and appraisal
Staff and volunteer hand-book
	Project Manager
	Annual
	Project Manager and member of staff with Data Protection responsibility
	Board of Directors



8 REFERENCES
· This policy should be read in conjunction with other OAOP personnel and volunteering policies.
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