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Welcome to Angell Town EMB
Angell Town EMB served approximately 750 tenants and lease holders with a staff of about 15 people. Angell Town controls expenditure of approximately £1.4 million. 

About the Estate

Angell Town is located just north of the heart of Brixton in South London. Set back from the busy Brixton Road the estate is formed by two long four storey blocks called Holles House and Warrick House. There is also a five storey open court yard block called Leys Court. 

Angell Town is well situated for amenities and transport. There are a number of shops in the immediate vicinity with the major shopping centre of Brixton only 5 minutes walk away. Brixton Road is a major route into Central London with numerous buses and Brixton is well served by the tube and rail services. 

As an organisation we are committed to quickening the pace of change particularly in the key areas of customer care, developing community initiatives and rent collect. 

Angell Town has undergone a major regeneration programme over the last six years.  There has been a number of new built properties and refurbished properties.  We have also improved landscapes and also have the benefit of 24 hour CCTV monitoring which has greatly contributed towards a more secure and aesthetically pleasing environment.  

Angell Town have a number of potential projects in development at present which include:-

· A 40 place nursery scheme

· Gardening project

· Community space for young persons and senior tenants activities.

Maternity Leave

Maternity Leave

Female employees may be entitled to 26 weeks of ordinary maternity leave subject to certain requirements. If you are entitled to ordinary maternity leave and you have, at the beginning of the 15th week before the expected week of childbirth, been continuously employed for a period of not less than 26 weeks, then you will be entitled to an additional maternity leave period, which continues for a further 26 weeks immediately after ordinary maternity leave. 

Additional maternity leave is unpaid.

Notification of pregnancy and leave

You should discuss your leaving date with your immediate Manager as soon as possible and provide a certificate from a registered medical practitioner or a registered midwife stating the expected week of childbirth. You will be required to notify your Manager of your intentions to take maternity leave by the 15th week before the expected week of childbirth. You must give a minimum of 28 days written notice of: -

a) The fact that you are pregnant;

b) Your expected week of childbirth; and

c) The date you intend to start your ordinary maternity leave. You should not specify it a date earlier than the beginning of the 11th week before the expected week of childbirth. 

Leave for partners of expectant mothers

Certain employees may enjoy the right to take paternity leave. In order to qualify for paternity leave they must: -

a) Have or expect to have responsibility for the child's upbringing;

b) Be the biological father of the child or the mothers husband or partner;

c) Have worked continuously for Angell Town for 26 weeks leading into the 15 week before the expected week of childbirth. 

Eligible employees will be entitled to choose to either take one week or two consecutive weeks paternity leave (not odd days). They can choose to start their leave: -

· From the date of the child's birth; or

· From a chosen number of days or weeks after the child's birth; or

· From a chosen date.

These can start on any day of the week on or following the child's birth, but must be completed: -

· Within 56 days of the actual date of birth of the child; or

· If the child is born early within the period from the actual date of birth up to 56 days after the expected week of birth.

During their paternity leave most employees will be entitled to statutory paternity pay. You will be required to inform your immediate Manager of your intention to take paternity leave by 15th week before the expected week of birth of the child. You will need to tell your immediate Manager: -

· The week the baby is due;

· Whether they wish to take one or two weeks leave;

· When they want their leave to start. 

You will be able to change your mind about the date on which you want your leave to start providing you tell us at least 28 days in advance. 

Adoptive parents – rights to leave and pay

To qualify for adoption leave you must: -

· Be newly matched with a child for adoption by an approved adoption agency;

· Have worked continuously for Angell Town for 26 weeks leading into the week in which you are notified of being matched with a child for adoption. 

Adoption leave and pay is not available in circumstances where the child is not newly matched for adoption for example, where a step parent is adopting a partner's child. 

Length of adoption leave

Adopters will be entitled to up to 26 weeks ordinary adoption leave following immediately by up to 26 weeks additional adoption leave – a total of up to 52 weeks leave. 

Additional adoption leave will be unpaid. 

You can choose to start your leave: -

· From the date of the child's placement (whether this is earlier or later than expected); or

· From a fixed date which can be up to 14 days before the expected date of placement. 

Only one period of leave will be available irrespective of whether more than one child is placed for adoption as part of the same arrangement. If the child's placement ends during the adoption leave period, the adopter will be able to continue adoption leave for up to 8 weeks after the end of the placement.

During their adoption leave most adopters will be entitled to statutory adoption pay. 

You will be required to inform your immediate Manager of your intention to take adoption leave within 7 days of being notified by your adoption agency that you have been matched with a child for adoption unless this is not reasonably practical. You will need to tell us: -

· When the child is expected to be placed with you; and

· When you want your adoption leave to start.

You will be able to change your mind about the date upon which you want your leave to start providing that you tell your immediate Manager at least 21 days in advance. 

You will have to give us documentary evidence that a matching certificate – from your adoption agency as evidence of your entitlement to statutory adoption pay. 

Adoptive leave – Paternity leave

Following the placement of a child for adoption eligible employees will also have the right to take paid leave to care for their new child or support the adopter. 

Employees will need to satisfy the following conditions in order to qualify for paternity leave. They must: -

· Have or expect to have responsibility for the child's upbringing;

· Be the adopters spouse or partner;

· Have worked continuously for Angell Town for 26 weeks leading into the week in which the adopter is notified of being matched with the child. 

Eligible employees will be entitled to choose to take either one week of two consecutive weeks paid paternity leave (not odd days). 

They can choose to start their leave: -

· From the date of the child's placement (whether this is earlier or later than expected); or

· From a chosen number of days or weeks after the date of the child's placement (whether this is earlier or later than expected); or

· From a chosen date.

Leave can start on any day of the week on or following the child's placement, but must be completed within 56 days of the child's placement.

Only one period of leave will be available irrespective of whether more than one child is placed together. 

You will be required to inform us of your intention to take paternity leave within 7 days of the adopter being notified by their adoption agency that they have been matched with a child, unless this is not reasonably practical. You will need to tell us: -

· When the child is expected to be placed;

· Whether you wish to take one or two week leave;

· When you want your leave to start.

You will be able to change your mind about the date on which you want your leave to start providing that you tell us 28 days in advance. 

Time off for dependants

You are entitled to take action which is necessary to deal with an unexpected or sudden problem concerning a dependant and make a necessary long term arrangement. Examples of this are: -

· If a dependant falls ill or has been injured or assaulted;

· To make longer term care arrangements for a dependant who is ill or injured;

· To deal with the death of a dependant;

· To deal with an unexpected disruption or breakdown of care arrangement for a dependant;

· To deal with an unexpected incident involving your child during school hours.

A dependant is a husband, wife, child or parent of the employee. It also includes someone who lives in the same household as the employee – for example this could be a partner or an elderly aunt or grandparent who lives in the household. It does not include tenants or boarders living in the family home. 

The employee is entitled to a reasonable amount of time off. For most cases one or two days should be sufficient to deal with the problem. 

However, in the case of the death of a dependent the employee is entitled to statutory provision to be given a reasonable time off to arrange the funeral etc.,  Statutory Leave in this instance is unpaid.

In addition, the Manager may at his/her discretion grant further Compassionate/Bereavement Leave that may be paid or unpaid, or to be taken as TOIL, or Annual Leave.

The right is intended to cover genuine emergencies. 

The right does not include an entitlement to pay. 

The right is generally for unforeseen matters. If you know in advance that you are going to need time off you must ask for leave in the usual way. 

If we believe that you are abusing the right to time off then the matter will be dealt with under the normal disciplinary procedures. 

You must tell your immediate Manager as soon as practical the reason for your absence and how long you expect to be away from work.

Parental leave

Parental leave is a right to take time off from work to look after a child or make arrangements for the child's welfare. 

You are entitled to 13 weeks parental leave for care of their child to be taken up to 5 years from the date of the birth. 

Parents of disabled children are entitled to 18 weeks parental leave up to the child's 18th Birthday, provided that they have a qualifying length of service. 

Parents of all children who are born or placed for adoption between 15th December 1994 and 14th December 1999 are entitled to parental leave providing that they have a qualify length of service. Parents will have until 31st March 2005 to take their full entitlement or in the case of adoption until the child's 18th Birthday if that is sooner. 

Right to parental leave is for unpaid leave. 

Under the scheme, an employee can take leave in blocks of one week or more (for example in two week or three weeks blocks) up to a maximum of 4 weeks in a year for each child. 

You need to give at least 21 days notice to your immediate Manager giving the dates when leave is to start and finish. Notice does not have to be in writing. 

If Angell Town considers that an employee's absence will unduly disrupt the organisation then Angell Town can postpone the leave for no longer than 6 months after the beginning of the period when the employee original wanted to start his or her parental leave. 

Your immediate Manager will give notice of the postponement in writing no later than 7 days after the employees notice to take leave was given to Angell Town. Angell Town's notice will state the reason for the postponement and set out new dates of parental leave. The length of the leave will be equivalent to that in the employee's original request. 

Study leave
Employees who are studying for [please confirm] may be entitled to 2 weeks paid study leave at a time that is convenient to the employer and at the discretion of the employer.

Such a request for study leave must be made in writing giving at least 21 days notice to your immediate manager.

Sponsorship

If Employees are studying for [please confirm] they may be entitled to sponsorship.  The Employer may be prepared to pay the Employee's tuition fees or a contribution towards them.  This is solely at the discretion of the Employer.  

If sponsorship is awarded then upon final qualification the Employee will be required to remain in employment with the Employer for a further 2 – 3 year period unless otherwise agreed in writing by the Employer.  The duration of time for which the Employee will be required to remain in employment will be dependent upon the full time duration of the course and will be at the discretion of the Employer.  This will be agreed between both the Employee and Employer before sponsorship is awarded.

Should the Employee leave employment with the Employer during this time the Employee will have to repay a proportion of the tuition fees to the Employer.  This will be calculated on a pro rata basis.

If an Employee leaves this employment in:

· The first year of the course i.e., Foundation Level he/she is required to pay 100% of the course fee.

· The second year of the course i.e., Intermediate Level he/she is required to pay 75% of the course fee.

· The third year of the course i.e., Final Level he/she is required to pay 25% of the course fee.

Hours of Work

Unless specific hours are set out in the Contract of Employment, hours of work are from

[please clarify] less one hour for lunch. You will be required from time to time to work

beyond normal working hours. We do not pay for overtime. 

We may be prepared to allow employees to take time of in lieu when overtime has been

worked.  This is at the sole discretion of the employer.  Should you wish to request time

off in lieu you must make a written request to your direct Line Manager [please clarify]
days prior to your proposed date of absence or if not practicable as soon as possible.  It

must be taken at a time convenient to us. 

If it is agreed to be mutually beneficial to both parties we may allow you to work on a

part time employment basis. We will amend the contract accordingly.

Disciplinary Procedure

Angell Town Estate Management Board encourages high standards of performance in individual conduct. This procedure sets out the action which will be taken when rules are breached or performance and or conduct falls below the expected standard. 

Disciplinary rules and procedures are necessary for promoting orderly employment relations as well as fairness and consistency in the treatment of individuals. Rules set standards of conduct and performance at work; procedures help ensure that the standards are adhered to and also provide a fair method of dealing with alleged failures to observe them. The Board's aim is to encourage improvement in individual conduct and performance. This procedure sets out the action which will be taken when the rules are breached. 

Principals

If you are subject to disciplinary action: -

· The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. NO disciplinary action will be taken until the matter has been fully investigated; 

· At every stage you will be advised of the nature of the complaint;

· Be given the opportunity to state your case and be represented or accompanied by a fellow Employee of your choice;

· You will not be dismissed for a first breach of discipline except in the case of gross misconduct when the penalty will normally be dismissal without notice and without pay in lieu of notice;

· You have the right to appeal against any disciplinary action taken against you; 

· The procedure may be implemented at any stage if your alleged misconduct warrants such action. 

It is stressed by the Board that the disciplinary procedure is non-contractual

1. INFORMAL ACTION

Cases of minor misconduct or unsatisfactory performance are usually best dealt with informally.  Before taking formal action your supervisor will make very effort to resolve the matter by informal discussions with you.  Only where this fails to bring about the desired improvement should the formal disciplinary procedure be implemented.  

2. FORMAL ACTION

If despite informal discussions your conduct or performance has not improved or meet acceptable standards the matter will be dealt with under the formal disciplinary rules.  This will involve the following procedure:-

· You will be notified in writing of what it is you are alleged to have done wrong.
· If you are alleged of gross misconduct you may be immediately suspended from work on full pay until the outcome of the investigation.  Suspension is not in itself a disciplinary action. Any decision to suspend will be confirmed in writing as soon as reasonably practicable.

· You will be invited to attend a meeting with your supervisor or manager.  This meeting will be held at time which is convenient to both parties.
· At the disciplinary meeting you will be given an opportunity to set out your case and answer any allegations made against you.  You will be allowed to ask questions, present evidence and have the opportunity to go through the evidence against you.
· You will be entitled to be accompanied by a fellow employee of your choice.
· Following the disciplinary meeting you will be advised in writing of the employer's decision and what action should be taken against you.
· You will be advised of your right to appeal.
The Employer make take the following steps depending upon the outcome of the disciplinary meeting and the nature of the alleged offence.  We aim to give employees the outcomes as listed below in that order however we reserve the right to move directly to a final written warning if the conduct or performance is sufficiently serious or of it has a serious harmful effect of the organization.  In cases of gross misconduct we may dismiss you without having provided any previous warnings.  Examples of gross misconduct are listed below.  

The following action may be taken following the outcome of the disciplinary meeting:-
(A) FORMAL VERBAL WARNING

In the case of minor offences and where the manager believes that a formal verbal warning will be sufficient, he or she may administer it without proceeding further.  A note of that warning will be held in the employee's personal file and may be referred to if the employee commits a further act of misconduct.  The employee will be informed of the duration of the warning.  The employee will also be informed that this constitutes the first formal stage of the disciplinary procedure and of his/her right to appeal.

(B) FIRST WRITTEN WARNING 

Following the disciplinary meeting, if your manager or supervisor finds that you are guilty of unsatisfactory performance or misconduct you will be issued with your first written warning.  You will be advised that should your performance or conduct not improve and meet acceptable standards that this could lead to a final written warning and ultimately dismissal.  A copy of this warning and notes from the disciplinary meeting will be held on your file for a period of 6 months. [ it does not have to be 6 months, it can be any specified period of time.  6 months is deemed to be reasonable but you can reduce this time period]

Your first written warning will inform you of the following:-

· The performance problem or nature of misconduct 

· The improvement that is required or change in behaviour that is required

· This timescale for achieving this improvement

· A review date

· Any support that may be available from us to help you achieve this.

· Your right to appeal.

(C) FINAL WRITTEN WARNING

For a more serious offence or for a failure to improve in performance of change of behaviour after a first written warning has been given, a final (or combined first and final) written warning will be given.   A copy of this warning and notes from the disciplinary meeting will be held on your file for a period of 12 months. [ it does not have to be 12 months, it can be any specified period of time.  12 months is deemed to be reasonable but you can reduce this time period]

The final written warning will inform you of the following:-

· Grounds for complaint 

· Warn you that failure to improve may lead to dismissal or some other penalty

· Your right to appeal

(D)DISMISSAL OR OTHER PENALTY

For an act of further misconduct or unsatisfactory performance, other than gross misconduct, or for failure to improve conduct or performance by an employee who is under a final warning the employee will be liable to dismissal with notice or with pay in lieu of notice.  

The Employer may impose other penalties if they feel it appropriate which may include demotion, disciplinary transfer, or loss of seniority or pay. [This is not compulsory] 

A written statement of dismissal or penalty will inform you of the following:-

· Reasons for dismissal or other penalty imposed

· Include details of other previous warnings and failure to improve

· Confirm date of termination of contract of employment

· Your right to appeal

(E)GROSS MISCONDUCT

In cases where gross misconduct is alleged you may be suspended on full pay until the outcome of the investigation and disciplinary meeting.  If you are found guilty of gross misconduct you will be liable to summary dismissal without notice.   

You will be informed in writing of your dismissal which will inform you of the following:-

· Reason for summary dismissal

· Effective date of termination

· Your right to appeal

Acts of Gross Misconduct include the following:-

· Theft, fraud, deliberate falsification of records;

· Physical violence;

· Serious bullying or harassment;

· Sexual or racial harassment;

· Deliberate damage to property;

· bringing the Employer into serious disrepute;

· Being unfit for work through alcohol or illegal drugs;

· Serious negligence which causes or might cause unacceptable loss, damage or injury;

· Serious insubordination;

· Receiving gifts or services from suppliers or contractors;

· Breach of the Equal Opportunities Policy.

This list is neither exclusive nor exhaustive.  Other acts of misconduct may come within the general definition of gross misconduct.

3. APPEALS

Employees have the right of appeal at every stage of the disciplinary procedure.  An appeal against a verbal warning can be made to the department manager.  A decision will be made following appropriate checks to uphold the decision or allow the appeal.

Where formal disciplinary action has been taken other than a verbal warning, the employee should submit the grounds of an appeal in writing within five working days to the departmental manager.   The employee has the right to be accompanied by a fellow employee at the appeal hearing.  Should you wish to be accompanied at the hearing you must notify your departmental manager in writing at the same time as setting out your grounds for appeal.

An appeal will normally be heard by a member of senior management within 14 days of receipt of the employees written notice of appeal. At the appeal the departmental manager will explain why he/she reached their decision.  The manager will attend to answer any questions.

As soon as is reasonably practicable after the appeal hearing, the member of senior management hearing it will confirm his/her decision in writing.  No further right of appeal will be available to the employee within the Company.

4. RIGHT TO BE ACCOMPANIED

You have the right to be accompanied at a disciplinary or grievance hearing. Fellow employees who act as companions may take time off work to prepare and go to the hearing.

Should You wish to be accompanied at a disciplinary or grievance hearing You should tell Us who the companion is in writing at the same time as setting out the grounds of appeal if reasonable practicable.   The companion can have a say at the hearing but cannot answer questions on behalf of the employee.

Guidance to Managers Operating the Disciplinary Procedure

All Employees must be familiar with the disciplinary procedure and have access to a copy. It is also necessary that all Managers and Supervisors are full trained in its operation. 

In brief, before taking disciplinary action using the procedure you will need to be certain that: -

· The matter cannot be resolved through informal counselling;

· You have investigated the matter fully; 

· The individual is told that he/ she will be interviewed by the appropriate Manager/ Supervisor and has a right to be represented or accompanied by a fellow Employee of their choice. 

At the disciplinary interview make sure that: -

· The Employee concerned knows the details of the allegation; 

· He/ she has the opportunity to put his/ her side of the matter;

· Any disciplinary measures appropriate to the circumstances.

If a warning is given it should tell the Employee: -

· The level of improvement required;

· The date by which it to be achieved;

· What will happen if it is not;

· How to appeal.

Grievance Procedure

It is Angell Town's policy to ensure that Employees with a grievance relating to their employment can use a procedure which can help to resolve grievances as quickly and as fairly as possible. 

1. INFORMAL DISCUSSIONS

If you have a problem or question related to your work, supervision, or work colleagues you should normally discuss the matter in the first instance with your immediate manager.  It is hoped that the majority of concerns can be resolved this way.

2. FORMAL GRIEVANCE

(A) STAGE 1

If you feel that the informal discussion has not satisfactorily resolved the problem, you may raise a formal grievance with your supervisor.  To do this we ask that you set out your grievance in writing.  The supervisor will acknowledge receipt of your grievance within 7 days from the date of your letter and invite you to attend a meeting.  You are entitled to be accompanied by a fellow employee at this hearing and if you intend to be you should notify your supervisor in writing at the same time as raising your grievance, or as soon as possible thereafter. 

If your immediate supervisor is the subject of the grievance you may want to have your grievance heard in the first instance by your departmental manager or manager of equivalent status.  To arrange this, you must submit the grievance in writing to your departmental manager with a request for this to be done.  The person hearing the grievance shall provide the employee's immediate supervisor with an opportunity to express their views about the matter without obligation to do so in the presence of the aggrieved employee.

(B) STAGE 2

You must take all reasonable steps to attend the meeting set by your supervisor.  You will be given the opportunity to explain your grievance.  Once your grievance has been heard your supervisor will notify you of his or her findings in writing within 7 days of the date of the meeting.  If your supervisor feels that your grievance requires further investigation before being able to respond the company reserve the right to adjourn the hearing until the outcome of the investigations.  The meeting will then be re-convened at a mutually convenient time.


(C) STAGE 3

If the matter is not resolved to your satisfaction then you may appeal your grievance.  To do this you must set out reasons for your appeal in writing within 5 days from the date of the decision to your departmental manager.  If the original grievance was heard by your departmental manager please address your appeal to [please confirm which level of manager this will be.  Ideally it should be a manager more senior than the departmental manager.]

The [


  ] will acknowledge receipt of your appeal within 7 days from the date of your letter and invite you to attend a further meeting.  You are entitled to be accompanied by a fellow employee at this hearing and if you intend to be you should notify your supervisor in writing at the same time as raising your appeal, or as soon as possible thereafter. The [

] will notify you of his/her decision in writing within 7 days of the date of the appeal hearing.  This decision will be final.  

Time limits may be extended by agreement of both parties.  Where an employee fails to comply with a time limit the procedure will cease and the grievance is considered settled or withdrawn, unless it is agreed that the failure was not the fault of the employee.

It is stressed by the Board that the grievance procedure is non-contractual

Equal Opportunities Policy

Angell Town Estate Management Board is committed to equal opportunities for all, irrespective of race, sex, colour, religious beliefs, nationality, marital status, disability, age or sexual orientation. The Board is determined that there be no discrimination, harassment, victimisation or abuse in any of its dealings. 

Employees are required to ensure that they apply these principals at all times in all situations. Employees are reminded that racial/ sexual/ age or disablement discrimination/ harassment or victimisation or breach of this equal opportunities policy is considered gross misconduct and may lead to dismissal. 

Employment Procedures

At all times Employees will be treated with respect and will be entitled to expect the same in return. Employment practices will be in line with current legislation and codes of conduct. 

Tenants and Leaseholders 

At all times staff will treat tenants and leaseholders with respect and are entitled to expect the same in return. Under no circumstances will tenants or leaseholders be discriminated against, harassed, victimised or verbally abused. 

In the provision of housing services they will ensure: -

· That all are treated equally, irrespective of race, sex, colour, religious beliefs, nationality, marital status, disability, age or sexual orientation;

· That records of the racial origin and gender of those applying for services are collected and monitored; 

· Where practical information is translated into the main languages used on the Estate;

· The disabled and disadvantaged are actively assisted to benefit from housing services;

· That the needs of the disadvantaged are established by close contact with groups in the area.

Contractors and other Agents

In hiring contractors and other agencies, Angell Town will be mindful of its commit to equal opportunities. No individual organisation will be treated less favourably because of race, sex, colour, religious beliefs, nationality, marital status, disability, age or sexual orientation. 

Rules

Performance

You are expected to fill your obligations under this contract i.e. you are expected to perform your duties so that an efficient and acceptable standard of service is provided to this organisation and its customers and members. 

Personal Details and Interests

You are required to notify the Board of your private address, telephone number (if any), your date of birth and next of kin and to notify any changes in these details. 

Your integrity must be beyond suspicion. If you have to deal with any matter in the course of your duties in which you have a private interest (however slight) you are required to disclose all of the facts to your Supervisor. You must declare any interest you have in any organisation with which Angell Town does business. 

If you are a member of any society, such as the Free Masons, where other members may have dealings with Angell Town, you must declare these memberships to your supervisor. 

Gifts and Hospitality

These should be refused as it may be difficult to avoid obligations in the future. Accepting gifts or services from suppliers or contractors may be construed as gross misconduct and lead to dismissal. 

Use of Consultants, Contractors and Private Trading

So far as is reasonably practical staff should personally avoid using services offered by any consultant or supplier known to and used by Angell Town. If it is necessary to make use of such services or goods prior approval must be sought from your Supervisor.

Outside Employment and Private Trading

You must inform Angell Town of any other paid employment or private trading and obtain written consent from Angell Town in respect of this. This is to ensure that there is no conflict of interest between this employment and your work for this organisation. 

Confidentiality 

You must not knowingly use or pass on information gained in the course of your employment with Angell Town to a third party or use it on your own behalf. 

Use of Premises and Office Facilities

Angell Town's premises and facilities may not be used for the business or purposes other than the carrying out of your duties for Angell Town. 

Personal Property

Angell Town does not take responsibility for personal property left or stored upon the premises and it is not insured. 

Employment of Close Relatives
If a close relative applies for a post within Angell Town you should inform your Supervisor to ensure that you are not involved in the selection process. If a relative is employed by a contractor or supplier please declare your interest to your Supervisor. 

Travelling and Other Expenses

You are expected to meet the cost of travelling to and from your normal place of work. If you have to travel on behalf of Angell Town you are expected to use such travel arrangements as are made by the Board from time to time. Other expenses will be met upon proof of voucher and that such expenses are usual and appropriate.

Health and Safety Policy

Angell Town recognises and accepts its responsibility as Employers to provide a safe and healthy work place and working environment for all of their Employees. To this end Angell Town wished to pursue a policy statement which promotes health and safety at work and seeks the cooperation of all Employees for that purpose. 

Angell Town will provide working conditions which comply with the relevant statutory requirements and officially proved codes of practice that are designed to ensure good standards of health and safety. Particular attention will be paid to: -

· Providing information, instructions and supervision to enable all Employees to contribute positively to their own health and safety at work;

· Electrical equipment and system work to ensure that they are safe and do not endanger health;

· Providing safe arrangements for the storage handling and movement of materials and substances;

· Provide welfare facilities and benefits as far as it is reasonably practicable;  and

· Provide safe means and access and exit from place of work when under the Firm's control. 

Although we operate in an area that is of low risk injuries and illness can happen in any environment and it is Angell Town's objective to reduce these incidents to an absolute minimum. 

This policy statement will be reviewed and revised as necessary at regular intervals.

Allocation of Responsibilities for Health and Safety

Without detracting from the primary responsibility of Angell Town for ensuring safe conditions of work, we will ensure the provision of competent and technical advice on health and safety matters whether this is necessary to assist us in our tasks. 

No safety policy is likely to be successful unless it actively involves Employees. 

A copy of this policy will be made available to all Employees. 

The Estate Management Board will be responsible for the preparation and maintenance of the health and safety policy and the coordination or the health and safety matters in the organisation. The operational control of the health and safety matters is the responsibility of the Health and Safety Officer. Day to day operation of the health and safety at work policy will be monitored by the Health and Safety Officer who is: -

[specify name, job title]
External monitoring will also be arranged where required. 

The monitoring will be done by means of: -

· Risk Assessment, inspection of facilities and equipment;

· Investigation of accidents and dangerous occurrences;

· Regular work place assessments;

· Safety Audits and Inspections.

Where individual cases arise involving a grievance or disciplinary action concerning safety matters, the grievance and disciplinary procedures will apply. 

Employees of Angell Town: -

1. Will make themselves familiar with and conform to the health and safety policy and procedures relevant to that occupation at all times. 

2. Will observe safety rules/ procedures at all times. 

3. Will wear appropriate safety equipment and safety devices where necessary. 

4. Will use appropriate safety equipment and safety devices where necessary. 

5. Will conform to all instructions given by those with a responsibility for health and safety. 

6. Will report to the Health and Safety Officer all accidents or near misses whether person are injured or not. 

7. May make suggestions to the Health and Safety Officer to improve the health and safety at work. 

8. Must report to the Health and Safety Officer on methods of work that they feel creates hazards. 

9. Shall not damage or abuse any equipment provided in the interest of health and safety.

[Dawn, there are many administrative procedures for the health and safety, which must be followed for office workers. I strongly recommend that you consider the position carefully and take into account the following: -

· Work place risk assessments;

· First aid;

· Accident reporting;

· Fire and evacuation;

· Bomb threat and evacuation;

· Safety rules and practice procedures;

· Health and safety training;

· Visual display screen equipment – i.e. computers and keyboards;

· Manual handling;

· Alcohol and drug abuse policy;

· Smoking policy;

· Personal safety;

· Statutory maintenance;

· And many others.

If you require a full health and safety at work policy then I am happy to prepare one, but I will need further instructions from you.]
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