 Cloney Rural Development Association

CONSTITUTION
This constitution was formally adopted on the 5TH August 2008 by the members of the association at the Annual General Meeting.

 SIGNED ____________________Chairperson. ____________________(Secretary)

1. NAME

The name of the Association is the Cloney Rural Development Association
 (hereinafter called "the Association").  

2. ADMINISTRATION

Subject to the matters set out below the Association and its property shall be administered and managed in accordance with this constitution by the members of the Management Committee, constituted by Clause 5 of this constitution ("the Committee").

3. OBJECTS

The Association is established to relieve poverty, sickness and the aged and to promote the benefit of the inhabitants of area of Aughtercloney (hereinafter called the "area of benefit") without distinction of age, gender, sexuality, nationality, ethnic origin, political or religious opinion, by associating the statutory authorities, voluntary organisations and inhabitants in a common effort to advance education, and to provide facilities in the interests of social welfare for recreation or other leisure-time occupation, with the object of improving the conditions of life for the said inhabitants and in particular:

3.1 to maintain and manage, or to co-operate with any local statutory authority in the maintenance or management of a centre at the area of benefit for activities promoted by the Association (hereinafter called “the Centre”).

3.2 In furtherance of the above objects, but not further or otherwise, the Association may:

3.2.1. provide or secure the provision of social services, educational and recreational facilities and practical assistance for elderly people and people with disabilities within the area of benefit;

3.2.2. provide or secure the provision of welfare rights, advice and  information and refer those in need of professional assistance to the relevant agencies;

3.2.3. provide, maintain and equip, or assist in the provision, maintenance and equipment of premises and facilities designed to carry out the objects of the Association;

3.2.4. promote and carry out, or assist in promoting and carrying out research, surveys and investigations and publish the useful results thereof;

3.2.5. organise or assist in organising meetings, lectures, classes and exhibitions, and publish or assist in publishing reports, periodicals, recordings, books or other documents or information;

3.2.6. obtain, collect and receive money by way of grants, donations, bequests, legacies or other lawful method, provided that the Association shall not undertake any permanent trading activities and shall conform to any relevant requirements of the law;

3.2.7. purchase, take on, lease or in exchange, hire or otherwise acquire any real or personal property and any rights and privileges necessary for the promotion of the above objects and construct, maintain and alter any buildings or erections which the Association may think necessary for the promotion of its objects;

3.2.8. make any regulations for any property which may be so acquired;

3.2.9. subject to any consents as may be required by law, sell, let, mortgage, dispose of or turn to account all, or any of the property or assets of the Association with a view to the furtherance of its objects;

3.2.10. subject to such consents as may be required by law receive money on deposit or loan and borrow or raise money in such a manner as the Association shall think fit and to charge all or any part of the property of the Association with repayment of money so borrowed;

3.2.11. invest the monies of the Association not immediately required for the furtherance of the said objects in or upon such investments, securities or property as may be thought fit, subject nevertheless to such conditions (if any) as may for the time being be imposed or required by law;

3.2.12. recruit and train volunteers with relevant skills to carry out the objects of the Association;


3.2.13. employ and pay any person or persons, not being a member of Committee to supervise, organise and carry on the work of the Association and make all reasonable and necessary provision for the payment of remuneration to employees;

3.2.14. promote and organise co-operation in the achievement of the above objects and to that end to work in association with local authorities and voluntary organisations engaged in the furtherance of the above objects in the area of benefit;

3.2.15. establish or support any charitable trusts; associations or institutions formed for all or any of the above objects;

3.2.16 do all such other lawful things as may be necessary for the attainment of the above objects or any of them.
4. MEMBERSHIP

4.1. Membership of the Association shall be open to the following, irrespective of religious beliefs, political opinions, ethnic/racial background, gender, sexual orientation, marital status, colour, nationality, disability, age, HIV status, or any other unjustifiable factor.
4.1.1. people aged eighteen years and over living within the area of benefit who subscribe to the objects of the Association and whose applications for membership are accepted by the Committee, such members shall be called Individual Members and shall be entitled to vote at meetings of the Association;

4.1.2. organisations within the area of benefit, whether voluntary or statutory may upon application to and with the approval of the committee be admitted as Affiliated Members, and such approval shall not be unreasonably withheld;

4.1.3. well-wishers anywhere or persons who, in the opinion of the Committee, have special knowledge or experience to offer to the Association; such members shall be called Associate Members and shall not have the right to vote at meetings of the Association;

4.2. Affiliated Members shall each be entitled to be represented at meetings of the Association by a duly authorised representative with power to vote on behalf of the Affiliated Member.

4.3. The Committee shall fix the rate of annual subscription appropriate to each category of membership, shall issue membership cards and shall have the right for good and sufficient reason to terminate the membership of any member provided that the member concerned shall have the right to be heard by the Association before a decision is made.

5. MANAGEMENT COMMITTEE

5.1. The Committee shall meet not less than 7 times a year and shall consist of not less than 6 members of the Association, elected at an Annual General Meeting.

5.2. Nominations from full members of the Association for members of the Committee must be in writing, and must be in the hands of the Honorary Secretary of the Association at least 7 days before the Annual General Meeting hereinafter mentioned.

5.3. Should the number of nominations exceed the number of vacancies, election shall be by secret ballot of the members of the Association present and voting at an Annual General Meeting.

5.4. Should the number of nominations be less than the number of vacancies, further oral nominations may with the approval of the Annual General Meeting be invited from members present and voting at the said Annual General Meeting.

5.5. The Committee elected at an Annual General Meeting shall have the power to co-opt further members, who shall be Individual Members or representatives of Affiliated Members and who shall serve until the conclusion of the next following AGM PROVIDED THAT the number of co-opted members shall not exceed one-third of the total membership of the Committee.  Co-opted members shall have the right to vote.

5.6. The Chairperson, Vice-Chairperson, Honorary Secretary and Honorary Treasurer, who shall be the Honorary Officers of the Association, shall be full Individual Members, of the Association, and shall be elected annually by and from the members of the Committee at their first meeting following the Annual General Meeting. 

5.7. Any member of the Committee who fails to attend five consecutive Committee meetings without reasonable excuse shall lose her/his place on the Committee which may be filled by co-option in accordance with Clause 5.5 above.

5.8. The Trustees (if appointed) shall be notified of and shall be entitled to attend all meetings of the Committee but without the power to vote.

6. FUNCTIONS OF THE COMMITTEE

6.1. The committee may make such regulations as they consider appropriate for the efficient conduct of the business of the Committee and the Association.

6.2. The Committee may appoint such staff as they consider necessary on such terms and conditions as they may determine.

6.3. The Committee may appoint such sub-committees, advisory groups or working parties of their own members and other persons as they may from time to time decide necessary for the carrying out of their work, and may determine their terms of reference, duration and composition.   All such sub-committees shall make regular reports on their work to the Committee.

6.4. The proceedings of the Committee shall not be invalidated by any failure to elect or any defect in the election, appointment, co-options or qualifications of any member.

7. CHAIRING MEETINGS

All meetings of the Association or of the Committee or of any of its sub-committees shall be presided over by its Chairperson, failing whom its Vice-Chairperson, if one has been appointed.  If neither the Chairperson or Vice-chairperson are present, those present may elect one of their number to take the Chair.  The Chairperson of any meeting shall have a second or casting vote.

8. FINANCE

8.1. All monies raised by or on behalf of the Association shall be applied to further the objects of the Association and for no other purpose PROVIDED THAT nothing herein contained shall prevent the payment of legitimate out-of-pocket expenses to members of the Association engaged upon the approved business of the Association.

8.2. The Honorary Treasurer shall keep proper accounts of the finances of the Association.

8.3. The financial year of the Association shall run from 1st January to 31st December 31st.

8.4.      A bank account shall be opened in the name of the Association with the        First Trust Bank, Ballymena.  The Committee shall authorise in writing the Honorary Treasurer and 3 members of the Committee to sign cheques on behalf of the Association.  All cheques must be signed by not less than 2 of the 4 authorised signatories.

8. TRUST PROPERTY

The Association may appoint and may terminate the appointment of not less than 3 people to act as Trustees for the purpose of holding any monies or property belonging to the Association.  The title to all or any such real and/or personal property which may be required by or for the purposes of the Association shall be vested in the Trustees who shall hold such property in trust for the Association.  The Trustees shall act under the instructions of the Committee who shall, subject to the approval and consent of the Association as determined by a General Meeting, have power to fill vacancies among the Trustees.

9. ANNUAL GENERAL MEETING

10.1. An Annual General Meeting of the Association shall be held at such place and time (not being more than 15 months after the holding of the preceding Annual General Meeting) as the Committee shall determine.

10.2. At such Annual General Meeting the business shall include the following:

10.2.1. the election of members to serve on the Committee;

10.2.2. the consideration of an Annual Report of the work done by, or under the auspices of the Committee;

10.2.3. the transaction of such other matters as may from time to time be considered necessary.

11. SPECIAL GENERAL MEETINGS

The Committee may at any time at its discretion and shall upon a requisition signed by not less than 6 members having the power to vote and giving reasons for the request, call a Special General Meeting of the Association for the purpose of altering the constitution in accordance with Clause 13 hereof or of considering any matter which may be referred to them by the Committee or for any other purpose.

12. RULES OF PROCEDURE AT ALL MEETINGS

Voting

12.1 Subject to the provisions of Clause 13 hereof all questions arising at any meeting shall be decided by a simple majority of those present and entitled to vote thereat.  In case of an equality of votes the Chairperson shall have a second or casting vote.

Minutes

12.2. Minute books shall be kept by the Committee and all other sub-committees and the appropriate Secretary shall enter therein a record of all proceedings and resolutions.

Quorum

12.3. The quorum at General Meetings of the Association shall be 10 and at meetings of the Committee shall be 4 or such other number as the Committee may from time to time determine.

Standing Orders

12.4. The Committee shall have power to adopt and issue Standing Orders and/or rules for the Association.  Such Standing Orders and/or Rules shall come into operation immediately PROVIDED ALWAYS THAT they shall be subject to review by the Association in General Meeting and shall not be inconsistent with this constitution.

13. ALTERATIONS TO THE CONSTITUTION

13.1. Any alterations to this Constitution shall receive the assent of not less than two-thirds of the members of the Association present and voting at the Annual General Meeting or a meeting specially called for the purpose PROVIDED THAT notice of any such alteration shall have been received by the Honorary Secretary in writing not less than 21 clear days before the meeting at which the alteration is to be brought forward.

13.2. At least 14 clear days notice in writing of the meeting setting forth the terms of the alteration to be proposed shall be sent by the Honorary Secretary to each member of the Association PROVIDE FURTHER THAT no alteration shall be made which would cause the Association to cease to be a charity at law.

14. DISSOLUTION

14.1. If the Committee by a simple majority decide at any time that on the grounds of expense or otherwise it is necessary or advisable to dissolve the Association they shall call a meeting of all members of the Association who have the power to vote of which meeting not less than 21 days notice (stating the terms of the Resolution to be proposed thereat) shall be given.

14.2. If such decision shall be confirmed by a simple majority of those present and voting at such meeting the Committee shall have power to dispose of any assets held by or in the name of the Association.

14.3. Any assets remaining after the satisfaction of any proper debts and liabilities shall be given or transferred to such other charitable institution or institutions having objects similar to the objects of the Association as the Committee may decide.

15. INDEMNITY

The Association shall indemnify and keep indemnified every officer, member, volunteer and employees of the Association from and against all claims, demands, actions and proceedings (and all costs and expenses in connection therewith or arising therefrom) made or brought against the Association in connection with its activities, the actions of its officers, members, volunteers or employees, or in connection with its property and equipment but this indemnity shall NOT extend to liabilities arising from wilful and individual fraud, wrongdoing or wrongful omission on the part of the officer, member, volunteer or employee sought to be made liable.  The Treasurer shall effect a policy of insurance in respect of this indemnity.

16. PROCEDURES

The association shall adhere to to the following procedures as laid out within the following appendices.  

APPENDIX A

DISCIPLINARY PROCEDURE

Object

The following procedure has been drawn up to make individuals aware of the Committee’s policy in relation to disciplinary matters. The object of such a procedure is to give members the opportunity to understand the value of behaviour and performance.

Introduction

The committee will take no disciplinary action until there has been a full investigation into any alleged incident.

At each stage of this procedure the individual shall have the right to a fair hearing with the opportunity to state their case and be accompanied by a fellow member.

Warnings shall elapse after, a period of satisfactory conduct. Warnings are not generally transferable unless the number of warnings in respect of different types of misconduct justifies a grade 1 warning irrespective of the offence.

Procedure  

At stage 1 and 2 by the Team Leader(s), stages 3 and 4 by the Committee.

General Misconduct

If the breach is deemed as minor misconduct, and the Committee is satisfied that an offence has occurred the procedure will be as follows

Stage 1
The individual will receive a grade 3 warning. It will be recorded and retained on file for a period of 3 months.

Stage 2
If the same or similar offence is repeated within 3 months, the individual will be given first a grade 2 warning. It will be recorded and retained on file for a period of 6 months.

Stage 3 
If the same or similar offence is repeated within 6 months, the individual will be given a grade 1 warning. This will contain a clear notice that a repeat of the offence will be result in suspension from membership of the CRDA.

Stage 4
If the same or similar offence is repeated within 6 months, the individual will be suspended.

Examples of general misconduct:

· General disregard of rules or conditions as set down by the Committee

· Unsatisfactory behaviour or performance.

· Ignoring safety/hygiene/security rules.

Serious Misconduct

If an offence which falls within the serious conduct category is committed and the Committee is satisfied that it has occurred the disciplinary procedure will be invoked at stage 3 (i.e. the individual will receive a grade 1 warning which will contain clear notice that a repeat of the offence within 6 months will result in dismissal.

Examples of serious conduct:

· Working under the influence of alcohol or drugs.

· Smoking in a hazardous or dangerous no-smoking area.

· Leaving area of work without notification to Leader.

· Careless driving on property whether rented, leased or owned. 

· Serious neglect safety/hygiene/security rules.

· Insubordination

Gross Misconduct

If an offence is regarded as gross misconduct and the Committee is satisfied after investigation that it has occurred, the Committee has the right to suspend the individual.

Examples of gross misconduct

· Theft or unauthorised removal of goods or property belonging to the CRDA and its members.

· Falsification of records.

· Deliberate damaging of CRDA property.

· Consumption of alcohol in non-appointed areas.

· Possession of dangerous or unlawful articles.

· Harassment/Intimidation of fellow members.

· Violent or threatening behaviour against fellow members.

· Any further act of serious misconduct after a final warning has been issued.

· Refusal to carry out reasonable work instruction without feasible excuse.

The aforementioned examples are not exhaustive. The Committee reserves the right to consider other types of misconduct as gross misconduct. In some instances it may be necessary to temporarily suspend the individual accused of gross misconduct to allow details of the incident to be investigated fully.    

Appeal

If the individual wishes to appeal any disciplinary action they should do so in writing within one week.

The appeal should be sent to the Chairperson who will arrange a hearing to take place within 14 days or as soon as possible from the time of request. Leaders shall hear appeals against grade 3 warnings. An unsatisfactory outcome can be taken to the committee if the chairperson deems necessary.

The Committee at their next meeting shall hear appeals against grade 2 and 1 warnings and suspension.

APPENDIX B

GRIEVANCE PROCEDURE
Object

The following procedure has been drawn up to ensure that all members of the CRDA and those who participate in its activities are treated fairly and equally at all times. The object of the Grievance policy is encourage members and participants to bring any issue or problem they may have to the attention of the Team Leaders and/or the Committee and to have such problems solved within 14 days.
Introduction 

Team leaders and the Committee will investigate fully the nature of each problem highlighted, and each problem will be investigated in a tactful, discreet and sincere manner.

Each problem may be submitted by either written or verbal form. If verbal form is preferred, it is advised that a witness is present when submitted. 

Procedure 

1. If any member or participant is experiencing a problem, they must discuss the matter with their immediate supervisor.

2. In the event of failure to resolve the problem, the member or participant should raise the matter with any member of the sub-committee.

3. If a resolution has not been reached at this stage, the matter should then be reported to any member of the CRDA committee.

4. If the issue remains unsolved, the matter should then be raised with the Chairperson of the CRDA.

5. The matter can be reported to the Chairperson on a second occasion if a satisfactory solution has not been reported the matter will be tabled at the next meeting, or at a special meeting, if deemed necessary by the Chairperson.

6. The problem can be carried further than stage 5 if the member or individual so requires. If the Committee recommends this, the Committee will assist until a successful outcome has been achieved. If however the member or individual decides to carry the problem beyond stage 5 without the consent of the Committee, then the member or individual may be have deemed to have breached the CRDA’s disciplinary procedure, and may be disciplined as laid down by disciplinary procedures.

APPENDIX C
EQUALITY POLICY

1. GENERAL
1.1  C.R.D.A. is committed to equality of opportunity and fair participation for all its staff and volunteers and members. This commitment to equality of opportunity and fair participation for staff, volunteers and members is regardless of their religious beliefs, political opinions, ethnic/racial background, gender, sexual orientation, marital status, colour, nationality, disability, age or any other unjustifiable factor.

1.2  C.R.D.A. recognizes the distinct ethnic identity, culture and way of life of all minority ethnic groups.

1.3   C.R.D.A. is committed to actively pursuing the objectives of the policy.

2.   LEGAL FRAMEWORK
2.1 C.R.D.A. is committed to upholding the law as defined in the following legislation;

The Sex Discrimination (Northern Ireland) Orders 1976, 1988
The Equal Pay Act (Northern Ireland) 1970, as amended
The Fair Employment Acts (Northern Ireland) 1976, 1989

The Northern Ireland Act 1998

The Fair Employment and Treatment (NI Order 1998.
The Disabled Persons Employment Act (N1) 1945, as amended
The Race Relations (N1) Order 1997.

2.2 Equality of opportunity will be afforded to all, irrespective of whether or not the law applies to certain groups.

3.    DEFINITIONS
Direct Discrimination
3.1    Direct discrimination consists of treating an individual who is perceived to belong to a particular group less favourably than others would be treated in similar circumstances.

3.2  In religion and political cases direct discrimination consists of treating an individual less favourably than others are or would be treated in the same circumstances on the grounds of religions belief or political opinion.

3.3    In a case of sex discrimination, direct discrimination consists of treating an individual less favourably than others are or would be treated in the same circumstances on the grounds of sex and/or marital status.

3.4    In a case of racial discrimination, direct discrimination consists of treating an individual less favourably than others are or would be treated in the same circumstances on racial grounds.

Indirect Discrimination
3.5    Indirect discrimination consists of applying a condition or requirement which:

(i)     only a small proportion of persons belonging to a particular groups can comply with.

(ii)    cannot be shown to be justifiable, for example, the requirement to work full-time may unlawfully discriminate against women with domestic responsibilities unless it is justifiable.

(iii)   is to the detriment of the other because she/he cannot comply with it.

Victimisation
3.6    Victimisation is treating one person less favourably than another because that person had:

(a)    brought proceedings against any other person under equality law, for example the Fair Employment (N1) Acts 1976 and 1989 or the Sex Discrimination (N1) Orders
1976 and 1988, or the Race Relations (N.I.) Order 1997.

(b)  
helped another person to exert such rights, or given information in connection with such proceedings, for example to the Equal Opportunities Commission or
the Fair Employment Commission or the Commission for Racial Equality for N.I.

(c) otherwise done anything under equality law in relation to any other person.

(d)    alleged that any other person has contravened equality law.

(e)    been suspected of doing, or intending to do, any of these things.

3.7   Harassment is discrimination and in many instances it is unlawful under equality legislation. The organisation will take all possible action to promote a harmonious working environment which is free from all forms of harassment.

4.    RANGE OF THE POLICY
4.1    Victimisation is not permitted in any form. The organisation is committed to taking all possible measures to prevent the victimisation of staff and volunteers.

4.2    Discrimination, whether direct or indirect, is not permitted. The organisation is committed to taking all possible steps to ensure that there is no form of discrimination.

4.3   Discrimination may take many different forms - it may be subtle, unconscious, or based on assumptions.

4.4    This policy statement covers all forms of discrimination. Cases may be raised under this policy in situations where the offender has not intended to discriminate.

5.   SCOPE OF THE POLICY
5.1    Applicants for jobs, paid or voluntary, are covered in the following areas:

• in advertising a vacancy

• in arrangements made for determining who is offered a job

• in the terms on which a job is offered

• in circumstances where a job is deliberately not offered to any candidate

• in other areas of the recruitment and selection process.

5.2    Employees and volunteers are covered in the following areas:

• in arrangements for induction

• in access to opportunities for promotion, transfer or training

• in any other benefits, facilities or services provided to employees

• in selection, dismissal or redundancy

• in any other aspect of their employment or volunteer contract

• in their contact with people who do not work for the organisation

• in any other area related to their employment or placement in the organisation.

5.3   Members of C.R.D.A. are covered in the following areas:

• in arrangements made for admitting organisations or individuals as members

• in providing access to facilities and services

• in removal from membership

• in any other area related to the provision of services.

5 4    Members of the public are covered in the following areas:

• in arrangements made for receiving bookings for services

• in allocating resources

• in relation to contact with representatives of the organisation

• and in any other area related to the provision of services.

6.   RESPONSIBILITY FOR IMPLEMENTING THE POLICY
6.1    Overall responsibility for the implementation of this policy rests with the

Management Committee. 

6.2    Each individual member of staff'/volunteers and Management Committee has responsibility
for ensuring that she/he acts in the spirit of the policy.

7.   COMPLAINTS
7.1    If any person has a complaint of discrimination, intimidation, victimisation, or

harassment of any kind, that member of staff/volunteer is  encouraged to raise that complaint
either formally or informally with the Chairperson of C.R.D.A. committee.

8.    DISCIPLINARY ACTION
8.1    Any allegation of discrimination, victimisation, intimidation or harassment will
be thoroughly investigated. Where an allegation is upheld against a member of
staff disciplinary action may be taken. In serious cases where allegations are
upheld the offender may be summarily dismissed.

9.    MONITORING

9.1    C.R.D.A. will monitor the effectiveness of this policy annually.

10.   TRAINING
10.1   C.R.D.A. will provide equal opportunities training for those responsible for implementing the policy.

11.   COMMUNICATION
11.1   A copy of this Statement of Policy will be given to all employees, applicants, volunteers and all members of the Management Committee.

11.2  A copy of this Statement of Policy will be displayed on the staff notice board. 

11.3  Applicants for posts will be informed that the organisation operates an Equal

 
Opportunities Policy. Reference to the Equal Opportunities Policy will be made in job advertisements and in recruitment literature.

11.4 This policy statement has been agreed with staff, prior to adoption.

APPENDIX D

CHILD PROTECTION POLICY.
CRDA is committed to practice, which protects children from harm.
Staff and volunteers in this organization accept and recognize our responsibilities to
develop awareness of the issues, which cause children harm. We will endeavor to
safeguard children by:

1. Adopting child protection guidelines through a code of behaviour for staff and
volunteers

2. Sharing information about child protection and good practice with children,
parents, staff and volunteers

3. Sharing information about concerns with agencies who need to know and involving
parents and children appropriately

4. Following carefully the procedures for recruitment and selection of staff and
volunteers

5. Providing effective management for staff and volunteers through supervision,
support and training

We are also committed to reviewing our policy and good practice each year.

Definition of Abuse

Throughout this policy the term abuse is used to refer to neglect, physical
abuse, sexual abuse, mental abuse and emotional abuse.

Behavioural Guidelines for Staff and Volunteers
It is important that children and young people are valued and respected. They should
be listened to and encouraged and praised where appropriate. Children and young
people involved with the Club should be offered an opportunity to participate in
decision making within the Club.

The following guidelines can reduce likely situations for abuse of children and
help protect staff and volunteers from false accusations by making sure that, as a
general rule, it doesn't make sense to...

• Spend excessive amounts of time alone with children away from others

• Take children alone on a car journey, however short

• Take children to their home

• Meet with children outside organised activities.

Where occasions arise where it is unavoidable that these things do happen,
they should occur with the full knowledge and consent of someone in charge
of the organisations or the child's parents.

The Director will meet with the CRDA committee to decide what action needs to be
taken. Notes of this meeting will be kept. If at this meeting the decision is taken that
there is a risk to a young person, social services or the police will be informed. If
appropriate the parent(s)/guardian of the child will be contacted and informed.
The person who initially raised the concern will be kept informed of the outcome of
this meeting.

Complaints/suggestions
All staff, parents and children will be able and welcome to make suggestions/

complaints regarding the work that is being undertaken and programmes implemented.

The Club will introduce a suggestion box and also a complaints form will be drawn

up.

All complaints/suggestions will be treated in the strictest confidence and will be dealt

with by the executive committee of the CRDA.

All complaints/suggestions will be treated in parity irrespective of age, background

and so forth. All correspondence will include a rationale for the implementation of the

suggestion or its inability to be fulfilled and all complaints will be treated in line with

existing policies.

Support and Supervision
All staff and volunteers have support and supervision as outlined within their
relevant policies. Training will be provided as identified by the individual or
management and will be delivered in order to suit their needs and expectations.

APPENDIX E 

HEALTH AND SAFETY

GENERAL POLICY STATEMENT
1.0 The CRDA regards the promotion of health and safety measures as a mutual objective for everyone.

2.0 It is therefore the CRDA’s profile to do all that is reasonably practicable to prevent personal injury and damage to property, and to protect everyone from foreseeable hazards as they come into contact with the Association, or its services.

3.0 In particular, The CRDA has a responsibility to:

a. Provide and maintain safe and healthy working conditions taking account of any statutory requirements;

b. Provide training and instruction to enable employees to perform their work safely and efficiently;

c. Make available all necessary safety devices and protective equipment and to supervise their use;

d. Maintain a constant and continuing interest in health and safety matters applicable to the Association’s activities, in particular, by consulting and involving employees, or their representatives, wherever possible.

4.0 Employees have a duty to co-operate in the operation of this policy by:

a. Working safely and efficiently;

b. Using the protective equipment provided and by meeting statutory requirements;

c. Reporting incidents that have led, or may lead, to injury or damages;

d. Adhering to CRDA procedures; jointly agreed on their behalf, for securing a safe workplace;

PRACTICAL APPLICATION OF POLICY
4.1
Free access in corridors and stairways is essential for safe entry and exit.  Nothing must be left in corridors other than fire extinguishers.

4.2
You should not lift, carry or move anything so heavy as likely to cause injury to you.  You should move furniture, heavy packages etc. only with assistance.

4.3
Anything, which is likely to prove an accident risk, must be kept out of reach when not in use by training operators.

4.4.1 Filing cabinets: the stresses imposed on drawers in the wrong places by not putting files in hanging folders, makes for very poor operation and ultimate breakdown, leading to accidents.  Use your cabinets with gentle persuasion.  Only one drawer of a filing cabinet or desk should be open at any one time, and should be closed immediately after use.

4.4.2 Nothing should be stacked on tops of high cupboards.

4.5
All faults or repairs needed of a maintenance nature must be reported to the CRDA Chairperson.

4.6
Equipment found to be faulty, furnishings such as carpets and floorings in   

A dangerous condition, failures in power and water supplies, the misuse of any facilities provided or anything which appears to present a hazard must follow isolation procedures if appropriate and report to the CRDA Committee.

4.7
Electric fittings, wiring etc. needing repair or replacement must be reported to CRDA Committee so that a qualified electrician can deal them with.  You must not attempt your own repairs to electrical equipment.

4.8
Papers and/or decorations must not be attached to electric wiring or light fittings and must be positioned so that they do not hang near electric lights.  Notices and other papers should be secured at all four corners.

4.9
No electrical equipment or appliance, nor any other heating appliance, may be used on the premises, except those approved by CRDA committee.

4.10
All electric machines must be switched off when not in use and plugs must be removed from sockets.  Unauthorised persons must not use machines requiring skilled operators.

4.11
Machine operators must ensure that long hair; jewellery and items of clothing are not allowed to get near moving machine parts.

4.12
All machinery must be used properly in accordance with the manufacturers’ manuals and, in particular, the danger of using an unguarded guillotine is drawn to employees’ attention.

4.13
Protective clothing and equipment provided must always be used and any faults in such equipment reported immediately to CRDA committee.

4.14
Alcohol is forbidden to be sold on CRDA premises without consent of CRDA Committee and with proper licence.  
4.15
Smoking is not permitted in any part of CRDA premises.

4.16
Cables of telephones and other electrical appliances or machines must be positioned so that people cannot trip over them.

4.17 Before leaving the building, check that:

(i) All windows are closed.

(ii) All electrical appliances (e.g. kettles, fires, typewriters etc.) have been switched off and all plugs removed (with the exception of the fixed heating system) and the Heating is turned off

4.18
Ensure when the Building is empty the door is padlocked and the Main Entrance gates are locked (assuming the premises are vacant)

The Order makes it clear that every individual is required to take reasonable care for the health and safety of him/herself and others, while at work, to co-operate fully with his/her employer in meeting the requirements and not intentionally or recklessly to interfere with, or misuse anything at the place of work.

Any authorised user of the premises who has suggestions for improving or extending existing precautions and for promoting and developing awareness of such precautions should contact the CRDA committee to whom all enquiries should also be addressed.

5.
ACCIDENTS AT WORK AND FIRST AID
5.1
First Aid Box

First Aid boxes are situated in the Kitchen.  The First Aid box should be accessible to all employees and should not be locked away at any time

5.2
Accident Reports

All accidents at work must be reported no matter how small.  The Accident Record book must be kept on the CRDA premises in the Office and be regularly examined and an investigation and recommendations for remedial action should be made following an accident.  The procedure for investigating an accident should be as follows:

· Discuss the accident with the injured person and with any witnesses.

· Discover exactly what the person was doing just before and at the time of the accident.

· Were there any unusual circumstances or was normal procedure being followed?

· What could be done to remedy the situation, e.g. more training, repairs, remove unsafe equipment?

6
HEALTH

6.1
Smoking

Smoking is banned from the premises as per The Smoking (Northern Ireland) Order 2006 .
6.2 Consumption of Alcohol

Under Health and Safety legislation, CRDA has a general duty to ensure so far as is reasonably practicable, the health and safety and welfare of all members.  Alcohol related illnesses are on the increase and we forbid the selling of Alcohol on CRDA premises unless with proper licence.  We promote a Healthy living environment and will try to advise all our members of the dangers of high alcohol consumption.

6.3
Drugs / Substances

CRDA does not condone the illegal activities in association with the use of drugs and would have to take immediate action under the Misuse of Drug Act should any employee be found to be using or supplying illegal drugs.
7
Fire prevention
(a)
Read the instructions:

(i) Find out where the fire extinguisher is;

(ii) The arrangements for evacuating visitors and colleagues with disabilities;

(iii) Alternative exit routes – should your normal ones be blocked.

(b)
Fires are caused by carelessness:


Dispose of waste paper regularly;

(i) Switch off machines at night and remove plugs;

(ii) Do not stand portable heaters where they can be knocked over or where they might set light to things;

(iii) Do not place paper near portable fires or on storage heaters;

(iv) Never prop open a fire door.

(c) Electrical equipment

Look out for and report to any member of the CRDA committee:

· Loose connections

· Unearthed equipment

· Damaged cables

· Defective insulation

· Overloaded circuits

· Broken switches

· Worn or dangerous appliances

· Trailing leads

· Liquids which could cause a short circuit if split

(d) Lifting and carrying

(i) There is less strain when lifting heavy loads if you bend your legs and keep your back straight.

(ii) Be able to see over the top of the load

(iii) Make two journeys if you have to.

(iv) Get somebody to help you.

(e)
Machinery

(i)
Read any operating instructions

(ii)
Learn how to stop any energy supply in an emergency.

APPENDIX F

Non Party Political and Anti-Sectarian Position Statement
1. CRDA recognises that it is a strategic representative organisation for the voluntary and community sector in the CRDA area and commits itself to being non-party political and using its strategic position in a way which will have the maximum positive impact on community relations.

2. CRDA reiterates its commitment to treating all staff, volunteers and individuals from other organisations in a fair and equitable way, in accordance with CRDA Equal Opportunities Policy

3. CRDA will seek to provide opportunities for contact between the members of different organisations, which may be based in politically segregated parts of the CRDA area.

4. CRDA will seek to initiate, facilitate and support activities aimed at developing understanding between people from different religious, cultural and political backgrounds.

5. CRDA will provide opportunities for the discussion of ways in which community relations in the area can be improved.

6. CRDA will seek to collectively represent its member organisations on issues which have an impact on community relations.

7. CRDA will support the development of activities by other organisations in the CRDA area, which are aimed at improving community relations.

8. CRDA will use its influence with statutory agencies and other bodies to seek to ensure that issues, which impact on community relations, are addressed by such agencies and bodies.

9. CRDA shall support the development of activities by other organisations as long as those activities do not contradict nor act against those objectives as held in the current CRDA constitution. 

10. CRDA shall NOT support activities by other organisations, if those activities are divisive to political gain for any constitutional party, which make use of CRDA facilities. Any group acting outside this policy shall be subject to CRDA investigation, which may result in disciplinary procedures being enacted against said group. 

11. CRDA reserve the right to restrict activities by any group or refuse activities if they cannot comply with this policy.  

12. Additional restrictions may be binding with funding bodies, wher CRDA may be contracted. 

APPENDIX G
Financial Management and Controls

1.
Introduction

1.1
Financial records will be kept so that CRDA can:

a. Meet its legal and other obligations, e.g., Charities Acts, Inland Revenue, Customs & Excise, Companies Act, and Common Law.

b. Enable the Executive Committee to have control of the organisations finances.

c. Enable the organisation to meet contractual obligations and the requirements of funding bodies.

1.2

The organisation will keep proper books of account, which will include:

a. A cash book analysing all the transactions in the organisation's bank account(s).

b. A petty cash book if cash purchases are being made.

1.3

The financial year for the CRDA will end on 31st December.

1.4

Accounts will be drawn up after each financial year within 3 months of the end of the year and presented to the next Annual General Meeting.

1.5

Before the start of each financial year, the Executive Committee will approve a budgeted income and expenditure account for the following year.

1.6.
 A paper comparing actual income and expenditure with the budget will be presented to the Executive Committee every 3 months and on a monthly basis to both the Chairperson and the Treasurer.

1.7.
 Treasurer shall present assistant Treasurer with monthly accounts to be audited. Accounts shall be audited and signed by Assistant Treasurer and presented to monthly CRDA meeting for approval. 
2.

Bank

2.1 
CRDA will bank with the First Trust Bank at its Ballymena branch where the accounts will be held in the name of CRDA. The following accounts will be maintained: Current and Business, Reserve, and any other project accounts as agreed and approved by the CRDA Executive Committee.

2.2

The bank mandate (list of people who can sign cheques on the organisation's behalf) will always be approved and recorded in the minutes by the Executive Committee as will all changes to it.

2.3

CRDA will require the bank to provide statements every month and these will be reconciled with the cash book at every month and the Executive Committee will spot check that this reconciliation has been done at least twice a year, and sign the cash book.

2.4

CRDA will not use any other bank or financial Institution or use overdraft facilities or invest speculatively unless authorised, approved and recorded in the minutes by the Executive Committee.

3.

Receipts (income)



The aim is to demonstrate that the CRDA has received all the income to which it is entitled and that it is all reasonably evidenced.

3.1

All monies received will be recorded promptly in the cash analysis book and banked without delay (note this includes sundry receipts such as payments for telephone calls, photocopying, etc.) The organisation will maintain files of documentation i.e. letters from funding bodies to back this up.

4.

Payments (expenditure)

4.1 

The Treasurer will be responsible for holding the cheque book (unused and partly used cheque books) which should be kept under lock and key.

4.2

Blank cheques will NEVER be signed.

4.3

Whenever possible, the same person should not be responsible for ordering, processing and checking invoices as well as raising cheque requisitions, signing cheques and payments.

4.4

Cheques greater than the value of £50.00 will require the approval of the Chairperson.  Signatories to cheques which are greater than £100.00 must be different to those requesting purchase of items.  All payments will be reviewed at an Executive Committee Meeting.

4.5

The relevant payee's name will always be inscribed on the cheque before signature, the cheque stub win always be filled in.

4.6

No cheques will be signed without original documentation.

4.7

Money will only be spent to meet conditions and requirements of the funding bodies and in pursuance of the Objectives of the Constitution.

4.8

The Chair and/or the Treasurer with (in either case) one other committee member shall not approve expenditure of more than £100.00 nor an overspend on a particular budget heading of more than 10% unless this approval should be written down, signed by both people approving it, and reported to and recorded in the minutes at the next Executive Committee meeting.

5.

Payment Documentation

5.1 Every payment out of the organisations bank accounts will be supported by an original invoice (never against a supplier’s statement or final demand). That original will be filed and kept for seven years. The person who signs the cheque should ensure that the CRDA cheque requisition slip is fully completed. This includes the following.





CHEQUE NUMBER





DATE CHEQUE DRAWN 





AMOUNT OF CHEQUE 





WHO SIGNED THE CHEQUE

5.2

The only exceptions to cheques not being supported by an original invoice would be for such items as advanced booking fees for a future course, VAT, etc. Here a cheque requisition form (see attached) will be used and a photocopy of the cheque kept.

5.3

Wages and Salaries - There will be a clear trail to show the authority and reason for payment.  Every payment will have a cheque requisition slip showing who has authorised the payment and what it was for i.e. salary, temporary work, Inland Revenue, etc.  All employees will be paid within the PAYE, National Insurance rules.  The Treasurer will process all salaries.

5.4

All staff appointments will be authorised by the Executive Committee, details of the dates and salary level will be recorded in the minutes.  Similarly, all changes in hours and other payments such as overtime. etc., will be, authorised by the Executive Committee.

5.5

Petty cash will always be maintained using the Imprest system where by the Chairman is trusted with a float as agreed by the Executive Committee.  When that is more or less expended, a cheque will be drawn for sufficient bringing up the float to the agreed sum (currently agreed at £50.00), the cheque being supported by a complete set of expenditure vouchers and when possible receipts, totalling the amount spent.  The expenditure will be analysed in the petty cash book.

5.6. 
Expenses/Allowances - CRDA will, if asked, reimburse expenditure paid for personally by staff, providing:




Fares are evidenced by tickets (where possible).




Other expenditure is evidenced by original receipts.




Car mileage is based on local authority scales.

6.


Cheque Signatures and cash cards

6.1


Each cheque will be signed by at least two people.

6.2


Hole in the wall type cash cards will not be used and if issued by the bank will be immediately cut in half.

7.

Other Undertakings

7.1

CRDA does not accept liability for any financial commitment unless properly authorised. Any orders placed or undertakings given, the financial consequences of which are, prima facia, likely to exceed in total £200.00 must be authorised and recorded in the minutes by the Executive Committee. (This covers such items as the new service contracts, office equipment purchase and hire).

7.2

All fund raising and grant applications undertaken on behalf of CRDA will be done in the name of the organisation with prior approval of the Executive Committee or in urgent situations the approval of the Chairperson who will provide full details to the next Executive Committee meeting.

8.

Confidentiality

8.1

The confidentiality of employees financial circumstances will be respected at all times.

8.2 
Committee members, volunteers and employees will at all times act in the best interest of the organisation and if they experience a conflict of interest they will not divulge sensitive information.

9.

Other rules

9.1

The Executive Committee will consider the level of reserves that is prudent for the CRDA to have at its first meeting after the AGM. Consideration will be given to redundancy liabilities, lease agreements and any other significant factors that should be taken into account were the CRDA to close.

9.2.
The CRDA will adhere to good practice in relation to its finances at all times, e.g. when relevant it will set up and maintain a fixed met register stating the date of purchase, cost, serial numbers and normal location of the asset(s).  If it holds stocks of goods, e.g. books, etc., of significant value, it will maintain proper records.

9.3.
These controls will be reviewed at the first Executive Committee meeting after the AGM.
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