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Policy Statement

This organisation believes that its Service Users should receive a consistent, well managed and well-planned service which is of the highest possible quality to ensure that Service Users receive a consistent, well managed and planned service. Its staff are supported by a suitable and appropriate management structure and operational infrastructure. 

This organisation believes in providing a working environment that is safe and easy to use for service users, their relatives, visitors and staff. We believe that access to buildings is a critical part of their design, especially for domiciliary care agencies whose users may include the disabled, the elderly and young families. 

In particular, entrances and exits to organisation offices need to balance welcome and ease of access with the obvious need to control access and ensure safety and adequate levels of security.

The Policy

Access to Office

This organisation is committed to providing safe and easy access to all parts of its premises for all Service Users and staff, including those with disabilities wherever reasonably possible. Under the Equality Act 2010, employers are required to make “reasonable adjustments” for disabled people, such as providing extra help or making changes to the way they provide their service. Further, employers also have to take reasonable steps to remove, alter or provide reasonable means of avoiding physical features that make it impossible or difficult for disabled people to use a service or to be employed in a workplace. In addition, under the Building Regulations, new commercial buildings must cater for disabled visitors as well as for the people working in them; meanwhile building works to existing premises should not worsen any facilities for disabled people. To comply with these aspects of the law, and to provide full access as stated above, this organisation has put such measures in place that identify barriers to access, and regularly reviews its systems and processes for the way that its services are provided.

In this organisation:

· All access points to the organisation’s offices are kept clear of any obstacles or debris which may impede access. These access points are regularly checked throughout the day.
· Where necessary, reasonable adjustments will be considered and made for any staff who have a disability that can be accommodated within the office premises. All requests will be considered at senior management level.

· The premises will be regularly checked as a matter of course throughout the year in order to comply with health and safety and fire regulations.

Office Hours

Monday to Friday 09:00 – 17:00

Contact telephone numbers

Main Numbers - 
01803 527 659




01803 524 181

On-Call Number - 
07720 405 713

Resources

In this organisation:

· The organisation will work according to a robust and properly constructed business plan which will set out the strategic direction of the organisation and set goals and objectives for the organisation’s development

· The premises will be registered with Companies House as the registered address of the organisation, where appropriate.

· The premises will contain equipment and resources necessary for the efficient and effective management of the service; all equipment and fittings must comply with relevant health and safety laws and regulations and fire protection laws

· There is a management structure in place which has clear lines of accountability and which enables the company to deliver services effectively on a day to day basis and support its staff working in Service Users’ homes; this management structure will be explained to all staff on induction, published and a copy distributed to all staff

· There will be, at all times, adequate office staff cover to ensure the smooth operation of the company and to support care staff, this will include a 24-hour staffed office as appropriate when staff are deployed to sleep in, waking nights or live in situations.

· To ensure support for care staff who attend Service Users during the night all care staff should know who the person on-call is and how to contact them in an emergency.

· In the event of any utility failure, for example gas, electric or water, contingencies plans will be put in place to allow us to continue to run the service. Back up discs which are stored externally will be available and alternative premises will be used by staff while the main office is out of commission.
· In the event of a serious fire the above contingency plan would be put in place.
Environmental Management

This organisation believes that environmental issues such as pollution, waste management, energy and water conservation, transport issues and the recycling of resources, should be important items on the agenda of the modern employer. This organisation believes that it has a duty to act in a responsible, sustainable and ethical way and to work towards contributing to nationally-agreed environmental objectives. 

The organisation understands that the aim of such sustainable development is to maintain the quality of the environment, both now and for generations to come. This includes:

· The conservation of energy, wood, paper, horticulture and water

· The reduction of pollution, especially pollution by ozone depleting substances, vehicle emissions, asbestos, hazardous substances, batteries, solvents and paints, biodegradables and litter

· The procurement of supplies and resources from renewable or environmentally friendly sources

· Responsible waste management.

In order to improve its environmental management and to ensure that all of its activities and developments are as sustainable as possible this organisation will:

· Adopt and implement an environmental and sustainable development policy which will be agreed with all members of staff

· Ensure that all organisations with whom the organisation contracts with and purchases from will be asked if they too have similar policies, and the organisation will gradually move its systems of procurement to more environmentally friendly sources

· Conduct a regular audit of its processes and wastes to identify areas where it can commit to long-term waste reduction targets

· Reduce waste levels by reusing whatever can be reused

· Maintain a recycling system in collaboration with local authorities, other local businesses and waste disposal organisations, particularly in regard to materials such as paper, tins, glass, plastic, cardboard and other packaging

· Recycle printer ink cartridges and consumables wherever possible

· Dispose of all electrical equipment according to the Directive on Waste Electrical and Electronic Equipment (the WEEE Directive), including such things as computer equipment, fridges and freezers

· Use energy efficient and low-power equipment wherever possible

· Ensure that all buildings, pipes and lofts are properly insulated and maintained in such a way as to be as energy efficient as possible

· Conserve power and water by encouraging staff to:

· turn off non-essential lights and power sources when not in use

· keep windows and doors closed when using heating

· Report and repair malfunctioning thermostats on radiators and dripping taps immediately

· Only use as much water as is necessary

· Reduce the harmful effects of car exhausts and congestion by maintaining vehicles in good condition and by cutting back on unnecessary journeys wherever possible

· Ensure that potentially dangerous substances are used as little as possible and are disposed of properly

· Ensure that staff are trained to comply with these policies.

Related Policies

Control of Substances Hazardous to Health (COSHH)

Good Governance

Infection Control

Out of Hours Emergency on Call Cover
Related Guidance
· Management of Healthcare Waste  http://www.hse.gov.uk/healthservices/healthcare-waste.htm
· Gov.UK Waste   http://www.hse.gov.uk/healthservices/healthcare-waste.htm
· Environmental Protection Act 1990 

http://www.hse.gov.uk/healthservices/healthcare-waste.htm
· The Health and Social Care Act 2008 Code of Practice on the prevention and control of infections and related guidance https://www.gov.uk/government/publications/the-health-and-social-care-act-2008-code-of-practice-on-the-prevention-and-control-of-infections-and-related-guidance
Training Statement
All staff, during induction are made aware of the organisations policies and procedures, all of which are used for training updates. All policies and procedures are reviewed and amended where necessary and staff are made aware of any changes. Observations are undertaken to check skills and competencies. Various methods of training are used including one to one, on-line, workbook, group meetings, individual supervisions and external courses are sourced as required.
