Section 7

Policies and handbooks

Section 7 has:

e checklist of policies and handbooks
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e Using MIRROR to make policies

e writing your own policies
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Checklist of policies and handbooks

Policies and handbooks for all

organisations

) All People First organisations need policies

¢ What Member-led means to us

e Health and Safety
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e Diversity and equality

Data Protection

Complaints

Safeguarding

Environmental policy
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e Welsh language

e How to make policies

The policies in this list are a good idea for

¥ all People First organisations:

e Different roles in the organisation

e Social media

e Media and campaigning
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The handbooks in this list are a good idea

for all People First organisations:

Members Committee handbook

Board handbook

Volunteers handbook

Finance handbook

Staff handbook
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Employing staff

Before you employ someone, it is a good

idea to have:

e checklist of things to do before you

employ someone

e how you will advertise

e how you will choose

e things to do when someone starts

work with you
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By law you need to give staff a written

statement including information about:

e holidays
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e pension

e what to do if you want to complain
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By law you must write down rules about:

e sick pay

e what you will do if you tell someone
off. This is called a disciplinary

procedure.

e what you will do if you need to sack
someone. This is called a dismissal

procedure.

This is the law in 2017. Please check the

Gov.UK website to see if the law has

changed.

Page 8 of 22 © All Wales People First 2017



Using MIRROR to make policies

MIRROR stands for important things about

m' Pcople First organisations.

MIRROR means:

e Member-led

e |deas

e Rights
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e Reflection

e OQOrganisation

e Review

m"' I'OI' 7 This is how to use MIRROR to make

ey % or° @¢°°o ‘o
“ % policies.

@ Capyriah: All Wales Propls it 2017

Member-led policies

Members must agree a policy.
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In some organisations, the members

committee vote.

In some organisations, all the members

vote.

Other people who may need a say are:

e Staff and volunteers — because they
will have to use the policies when

they do their work

e The Board — because they are

legally responsible for making sure

the organisation is well run
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e Funders — because they may make
you have some things written in your

policies

e |Insurance company — because they
‘@@ﬂmﬁqm%mw

?ﬁi msurance g;; may make you have some things

rm

written in your policies, or they will

not insure you.

@ Ideas for policies

irror# The MIRROR pack has examples of

we ' ", policies.

It is OK to have your own ideas about

what is right for your organisation.
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Rights

Policies should make it easier for
members to know, use and live their

righfs.

Reflection

’ Take time to think what is right for your
organisation.
=
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Organisation

Good organisations need good policies.

Good policies help you get grants and

contfracts.

Do what your policies say.
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Review

Check your policies are:

e being used

e working well

o e legal
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Cyngor Gweithredu
Gwirfoddol Cymru

7 WCVd

Wales Council for
Voluntary Action
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Writing your own policies

You can copy the examples in the
MIRROR pack.

Some of these are All Wales People First's

handbooks and policies.

Some of these are handbooks and
policies written specially for the MIRROR
pack.

You can copy policies from voluntary

organisations.

You can write your own.
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irrorz Always read ‘Using MIRROR to make

2 90,, J;i - . R , R R
g""’e; % policies’ before you write a policy.

Some policies are hard to write. People

will disagree about what to put in them.

Sometimes members will need to make

big decisions.

Here is an example:

e The law says some people are

‘vulnerable adults’.

e There are laws to keep ‘vulnerable

adults’ safe.
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e Some People First members are

‘vulnerable adults’.

@ Members will need to decide how to
O write a policy about ‘vulnerable adults’
that:

e works for a People First organisation

and

oo e does what the law says
Law
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e members must have the most
important say. But the Board has to
have the final say because the law
says they are responsible for the

organisation.

e yOU must think about members’

rights

ki e you must follow the law
Law
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Using policies

If a policy affects you, you need to:

e know the policy

e understand the policy

e do what the policy says
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Board members need to know about all

the policies.

The organisation needs to:

e fell people about policies

e put copies of policies where people

can find them

e check if people are using the

policies
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e check if the policies are still the right

policies

e check the policies every year to

make sure they are up to date.
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