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BACKGROUND TO THE POLICY/CODE OF PRACTICE
The organisation believes that the greatest single resource in the workplace is staff, volunteers and committee members (in this document collectively referred to as “The Team”).
This Policy/Code of practice makes clear the organisations commitment to the development, implementation and monitoring of appropriate arrangements to help the team to succeed in their work, to progress and to receive fair and consistent support and treatment from us.

STATEMENT OF INTENT
The organisation will:-
· Ensure that all Personnel are appointed subject to the satisfactory completion of a Probationary period.  For example the organisation will ensure that the Probationary period affords the organisation a full opportunity to judge that the newly appointed member of personnel is capable of undertaking her/his role and that the organisation provides all appropriate information and support to give her/him the best possible opportunity to achieve this.
· Implement an appropriate Induction Programme for all Personnel.  For example, these arrangements will cover issues such as meeting key people/contacts, being introduced to policies and information, getting to know the locality and ensuring time for the team to gather their thoughts, absorb new information and get to know their responsibilities.
· Maintain up to date records on Personnel.  For example records relating to qualifications, experience and identified training and development needs.
· Ensure that Staff and Volunteers receive regular Management Supervision and, where appropriate, the opportunity for non managerial supervision.  For example, the organisation will make sure that all of the team have the right to Management Supervision at appropriate intervals.  This should not be seen as a casual meeting or conversation, such supervision should be structured but informal and seen as a process of two way communication and as a joint responsibility.  Non Managerial supervision may, on occasions be necessary – for example to afford a member of the team access to specialist support which the manager cannot offer.
·  Ensure that Staff and Volunteers receive an Appraisal every 6 months.  The organisation will adopt and implement a fair and mutual process which aims to provide a clear opportunity to review the work done by an individual, to identify successes and also areas where further support/development may be required.  The Appraisal Process should also afford the individual the opportunity to calmly reflect on matters such as career progression and ways in which the organisation can assist the individual to work towards achieving personal and professional ambitions. 
· Operate fair and consistent procedures for grievance and disciplinary procedures.  This will include making sure that the individual member of the team who may be subject to either of these procedures has the opportunity for representation by an individual or organisation of her/his choice.
· Personal Development Interviews. These will be held with staff at least once a year.
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