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I appreciate you taking the time to read this 
handbook, which is designed to give you 
a simple and straightforward guide to your 
employment with us at Affinity Trust.

Inside the handbook, you will find an overview 
of the support we provide and how we are 
structured. We have also included short 
introductions to many of our policies and 
procedures that will affect you the most in 
your day-to-day work.
 

The main part of your role, wherever you work, will be to contribute to Affinity 
Trust providing person-centred support for people with learning disabilities 
across England and Scotland: 

• Helping them identify and fulfil their aspirations to live active 
lives as valued members of their communities.

• Providing support which is personalised for each individual.

We will do all we can to help you provide people with the best possible 
support. You can get support from your manager, colleagues and our Head 
Office Support functions. You will also have clear guidance, policies and 
training that will help you to perform your work effectively, safely and to a 
level of excellence of which we can all be proud.

Do make use of this handbook often, whether it is to check some information 
or to help you decide who to ask for help.
 
I hope that you will enjoy working with some of the amazing people that 
we support and hope to meet you at some point during my travels visiting 
people.  I wish you a happy and fulfilling career with Affinity Trust.

Leo Sowerby, Chief Executive

Who we are
Welcome to the team

About Us

Introduction 
Affinity Trust provides person-
centred support to over 950 
people across England and 
Scotland, enabling people to live 
as independently as possible. We 
are a growing, national charity. 
Underpinning our success is our 
belief that everyone has the right to 
an active and fulfilling life.

We have been supporting people 
with learning disabilities for more 
than 25 years.  We have a strong 
track record of supporting people 
with more complex needs including 
autism, mental health needs, 
physical disabilities, profound and 
multiple learning disabilities.  We 
employ over 2000 staff.

We are dedicated to supporting 
people to live the lives they want 
to. Whether helping someone to 
live in their own home, providing 

opportunities to make new friends, 
or supporting people to be active 
members of their community, we 
aim to ensure that those we support 
can live life to its fullest.
We support people with a range 
of needs, from those who need 
little support to people who require 
round-the-clock, specialist support. 

Many of the people we support 
have come from long-stay 
hospitals. We have worked with 
them to transform their level of 
independence and often, as a 
result, their quality of life. We offer 
a number of models of support to 
suit the needs of the individual.  
Please see the section on models 
of support on page four of this 
handbook. 

Affinity Trust is a registered 
Charity and a Company Limited by 
Guarantee.

Who we are
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Mission Statement

“To enable people with learning disabilities to pursue active 
and fulfilling lives, gain increased independence and 

achieve equal rights as citizens.”

Our values
In all our dealings with everyone we work with, we will be:

Committed
to doing our very best for the people we support and 
never giving up on someone we support.

Reliable
and always do what we say we will do.

Honest & Open
in all of our relationships and transactions.

Respectful
of others, their views and their rights.

Inclusive
in how we value diversity, support equality of access 
to opportunities and challenge discrimination.

Creative & flexible               
in our thinking, in our work and in how we use our 
resources.

Our Leadership
Affinity Trust is managed by a senior team led by Leo Sowerby, the Chief 
Executive and is based in the Thame office.  The Chief Executive reports to 
the governing body the Board of Trustees. The Trustees are also Directors of 
the Company.

Leo’s Senior Management Team is made up of:

Our Mission and Values 

You will be given an individual ‘Affinity Trust values’ card in your starter pack 
which gives examples of what the values look like in every day practice.

Victoria Neish

Director of Operations
& Quality, (midlands, 
central, north, north west 
& scotland divisions)

Donna Leedham

Director of Operations
& Quality, (east, east 
anglia, south east, south 
west & south divisions)

Chris Brooks

Finance Director
Nicola Brittle

Development Director
Anne Kippax

Human Resources 
Director

Who we are
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Supported living
Around two thirds of the people 
we support live in their own home. 
We call this supported living. The 
people we support may be tenants 
or, occasionally, property owners.

Depending on the needs of the 
individual, this support varies from 
a few hours a week to 24-hour 
support for people with complex 
needs.

We use assistive technology, such 
as home sensors linked to our 
support staff’s phones, to promote 
independence. 

We have supported many 
people move into their own 
home from hospitals or shared 
accommodation. They have 
flourished with the change and 
become more active in their local 
community.

We aim for everyone in supported 
living to follow their aspirations, 
develop their skills, find work if they 
want to, and be as independent 
and self-supporting as they can.

Shared Living
We manage several shared living 
houses across the country where 
small numbers of people live 
together in shared accommodation.

The support we offer to people is 
always person-centred: tailored to an 
individual’s needs while promoting a 
person’s independence, dignity and 
right to live the way they want in their 
own individual space. We know this 
approach is important to the people 
we support.

Children and young 
people’s support
Our offer includes:

• Supported living (age 16+)
• Transition support (aged 14+)
• Life skills development
• Positive Behaviour support

Involvement of the young person, 
as well as their family, is key 
to providing person-centred 
support that offers real choice 
and progression towards agreed 
outcomes. We will place the child 
or young person at the centre of 
decision making and seek to 
bridge the gaps that can exist 
between agencies.

Our Models of Support

Throughout this handbook, you will see references to certain policies and 
procedures covering both your employment and work with Affinity Trust.  

The policies and procedures mentioned, plus many others concerning your 
work with Affinity Trust, are available via the Affinity Trust intranet and via 
affinity4you – our employee discount and communication platform.  In 
addition, if you work with people in their own home, copies of key policies 
are held on site, and to which you have easy access. Your line manager will 
make you aware of these policies and procedure and how they affect you 
during your induction.

Our Policies and Proceedures

Who we are
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Opportunities 
services
Opportunities services are a variation 
on what used to be called day 
centres and we offer a range of 
projects in which people with learning 
disabilities can actively take part.

The opportunities we offer for 
people to make friends, experience 
new things, and take part in local 
community activities are always 
shaped around the individuals 
and the budget involved.

Our opportunities team provide 
support with theatre, sports, music 
and art projects as well as gardening, 
health and beauty activities.

Transforming Care
NHS England’s Transforming Care agenda is about improving health and 
social care services so that more people with learning disabilities can live in 
the community rather than in hospitals or other secure settings.

To ensure a smooth transition to a new life in the community, we take a 
values-based approach. We:

• Use a multi-agency partnership approach to provide person-centred 
support.

• Use our psychology team to provide proactive support for individuals 
and their support teams.

• Adopt a positive risk-taking approach which enables individuals to 
live a fulfilling life.

• Increase the independence of the people we support and seek to 
reduce reliance upon paid support.

Outreach
Our Outreach support is designed 
for people who need fewer than 30 
hours’ support a week. The support 
is tailored to their needs, at times 
that suit them. This might include 
help with paying bills, managing 
their budgets, or accessing 
community-based activities.

Supporting people 
to get a job
People with a learning disability are 
far less likely to have a job than the 
general population. We recognise 
that work can bring about new 
skills, a sense of fulfilment and 
allows people to feel like a valued 
member of the local community. 
Our support teams work closely 
with anyone we support who would 
like to get a job to help them find 
work. We find out what someone 
wants to do and support them to 
look for a job while building their 
confidence and any skills that they 
may need.

We also offer workshops and 
employment opportunities at 
Englefield Garden Centre near 
Reading, to people with learning 
disabilities enabling them to grow in 
confidence and fulfil their potential.

Quality and 
regulation
Most of the support we provide 
is regulated by the Care Quality 
Commission (CQC) in England and 
the Care Inspectorate in Scotland.  
Our CQC inspection results are well 
above the national average for this 
sector, at the time of publishing 
all our current support is rated as 
‘Good’.

Who we are

“Every day is different. 
You learn something 
new every day from 
people we support, 

from staff, and from 
the environment. There 

is no typical day.” 

Ajitha, Support Manager, 
Maidenhead
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Our Head Office Departments

Operations Support
This includes Learning and 
Development, Health and Safety, 
Psychology and our Management 
Information System: Carista.

The Learning and Development 
team provide values-led training, 
whether through traditional 
classroom-based learning or via our 
own bespoke eLearning provision. 

The team ensure that the training 
we offer equips staff with the skills 
and knowledge to complete their 
job with confidence. 

Our Health and Safety Manager 
provides advice and support to 
ensure we work safely, both for 

ourselves, the people we support 
and others we come into contact 
with.  This includes raising our 
awareness about health and safety 
matters as well as for auditing our 
performance in this key area.

The Management Information 
System is called Carista and 
enables us to maintain records 
on people we support as well as 

staff.  We are able to use it to 
track our performance, quality 

and to produce reports 
to ensure we deliver 

great support.

Our Divisions

Our Head Office departments exist to support the operations of the 
organisation, and all staff. Here is a brief overview of some of the 
departments with which you are most likely to come into contact.

We run our services in geographic divisions across the country, led by a 
Divisional Director, who is supported by a team of operational and support 
managers.

• Scotland

• North West

• North

• Central

• Midlands

• East

• East Anglia

• South East

• South

• South West

Thame: Head Office

Bradford: Children & 
Young People Services 
(C&YP)

Who we are
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“I wanted a change 
of career and liked 
the sound of being 
a support worker. I 
wasn’t sure how I’d 
find it, but liked it 
pretty quickly and got 
into the flow of it. It’s 
nice to feel you’re 
enabling people to 
do things, and it’s 
also nice for them to 
have familiar, friendly 
people to support 
them.” 

Jon, Support Worker, 
Oxfordshire

The Communications and Marketing 
Manager manages our website, 
social media and other publications 
promoting the services and ‘brand’ 
of Affinity Trust.
 

Finance 
The Finance team is responsible 
for maintaining our management 
and financial accounts to ensure 
that we manage our income and 
expenditure in line with our budgets 
and produce monthly and annual 
reports so that we can monitor and 
manage our financial performance.

Finance handles all the invoicing 
for the support we provide and 
generates billing.

The Payroll team process pay for 
the 2,000 monthly-paid employees 
and over 200 weekly-paid Bank 
workers.  They ensure new 
starters are added to payroll, 
and leavers receive P45s. They 
process additional hours, as well 
as recording all staff sickness 
to ensure that people are paid 
correctly. They offer support with 
staff queries on pay, tax codes, 
deductions, and pensions.

IT and Office 
Management 
Equipment and telecom services 
are provided and maintained by 
our IT department. They ensure 
that our equipment is in working 
order and our data is handled and 
stored legally and economically.  
The team supports around 450 
staff, and are responsible for the 
purchasing, creation and upkeep 
of: email addresses; laptops and 
desktops; smartphones and other 
mobiles; landlines and broadband 
connections. 

Human Resources 
The Human Resources or HR team 
provides support services focused 
on staff and their employment with 
Affinity Trust.  You can email them 
on hr@affinitytrust.org.  This 
includes:

HR Administration; all 
documentation connected with 
employment, contracts, changes to 
personal details, changes to work 
details etc.

HR Business Partners; work 
closely with operational managers 
and staff on HR policies and 
procedures, ensuring we meet 
legislative requirements, supporting 
managers and in turn staff, in 
meetings to improve performance, 
sickness and disciplinary issues.

Specialist support such as 
Recruitment and Employee 
Engagement which covers 
recruitment campaigns and 
literature, internal communications, 
benefits and the employee opinion 
survey.

Development
The Development team is 
responsible for seeking out growth 
opportunities, including tendering 
for new business and managing our 
public facing communications and 
marketing.  

Who we are
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Keeping informed

Effective communication is the key to success in any organisation, 
especially if geographically dispersed. We use the main communication 
channels below to keep you informed and give you the opportunity to feed in 
your own ideas and concerns.  We run a confidential employee survey every 
18 months to get your views on working for Affinity Trust so we can continue 
to improve.

Communication and Engagement

Staff Newsletter: Stargazer
Sharing news and stories throughout Affinity Trust, Stargazer is published 
every three months. Please ask your line manager for the latest edition or 
visit the Intranet or the affinity4you site to find out what’s been happening!  
We’re always on the look-out for stories about the great work that goes on 
in the organisation so do let us know of any achievements we can celebrate 
and share.

Staff Forum
Instrumental in enhancing the 
two-way communication process 
with our employees, the Divisional 
Forums allow staff the opportunity to 
share their thoughts, suggestions, 
stories and ideas and to be 
involved in decisions that affect the 
way they work. To find out more, 
please speak to your line manager 
to find out when the next one is 
taking place. 

Your line manager
They will update you on company 
policy and procedural changes that 
may affect you and will be your first 
point of contact for any information 
or help that you need.  Your line 
manager is your first port of call if 
you have any questions, concerns 
or problems.  They are there to 
support and guide you in your work 
and in any difficulties that you may 
experience.  

Team Meetings
These are organised regularly by 
your line manager to ensure that 
you and your colleagues are kept 
up to date with any changes and 
continue to improve the support we 
provide to each person. This is the 
ideal opportunity to discuss ideas, 
ask questions and give feedback to 
your line manager.

One-to-ones
These regular monthly/six 
weekly meetings are to support 
you in your work. They are an 
opportunity for you and your 
line manager to discuss your 
successes and progress, and 
any areas identified for further 
development or improvement. 

Communication 
Books
We keep these in people’s homes 
to keep staff up to date with 
information relevant to the team.  
This could be specific to the people 
you support, team or organisation-
wide notices that we want everyone 
to be aware of.

Direct email
Information which we consider 
to be personal to you (such as 
contractual changes) or important 
organisational information relating 
to your employment will be sent 
to your home address or email 
address.

Keeping informed
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Timely and appropriate learning and development opportunities are crucial 
for all staff, regardless of their role.

Your learning and development is a continuous process that starts with 
your specific induction as a new employee and continues throughout your 
employment with us. 

We are accredited by Investors in 
People, which demonstrates our 
commitment to you as a member of 
staff.

Learning and development opportunities 

The learning and development you 
receive will depend on your job 
role, but topics will include:

• Specific induction to your 
job role, e.g. mandatory and 
person-specific training 

• Moving and handling (office 
or people specific)

• First Aid at Work
• Information technology
• Specialist courses 

It is important to recognise that not 
all learning and development takes 
the form of a course. Other routes 
of training include:

• Shadow shifts
• One-to-one sessions
• Attending meetings
• Topical bulletins or ‘crib 

sheets’
• Reflection sessions
• eLearning or DVDs
• On the job development  

and coaching
• Distance learning

Support worker 
induction
You will complete the Care 
Certificate via a blend of learning 
and development methods. For 
further information on the Care 
Certificate, and other training you 
will receive, please ask your line 
manager.

The person-specific and specialist 
training you attend will depend on 
the needs of the people that you 
will be supporting and your own 
personal development plan.

Qualifications
If you are a support worker or 
work within operations, then you 
may be offered the opportunity 
to apply to complete a vocational 
qualification in Health and Social 
Care. Prior to beginning your 
qualification, you will be asked 
to sign a learner agreement that 
details what is expected of you 
during the completion of your 
qualification. It also details the help 
and support that you will receive, 
both locally and from the Learning 
and Development team.

Learning and Development

Keeping informed

“I have worked as support worker for Affinity Trust for 15 
years. I really enjoy my job, we receive excellent training 
within the company. It’s really fun! I hope you enjoy working 
for Affinity Trust as much as I do!” 
Gillian, Support Worker, Leeds
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“As a support worker, my role is varied and presents 
many different challenges every day. Ultimately 
though, it gives me a great deal of pleasure to 
see Jayne – as well as those closest to her – living 
happily through my support, making my role all the 
more worthwhile.”
 Debbie, Support Worker, 
Yorkshire

Training
You are expected to be on time and behave professionally when attending 
training, just as you are when attending your work shift:

• Take the time to prepare for any courses that you attend. 
This includes planning your travel; reading any necessary 
information beforehand and taking with you some paper 
and a pen. 

• If you are running late please alert the learning and 
development team

• If you are no longer able to attend the course you must 
contact your line manager immediately. Treat course 
attendance the same as you would do turning up for a 
shift – it carries the same level of importance.

• It is compulsory for you to attend all training that is 
booked for you.  All the training provided for you has 
a purpose and ensures that you can provide the best 
possible support to the people you work with. 

• Some of the training provided is mandatory so that you 
meet the requirements of CQC and SCI.  All staff need to 
keep their mandatory training up to date, as you cannot 
work safely without current knowledge in these key areas.  
In some cases, you may not be able to perform certain 
duties if your mandatory training is not in date. 

• Aim to arrive around 10 minutes early for a course. This 
will give you time to settle in and enable the course to 
start on time. 

• Arriving more than 10 minutes late is likely to result in you 
being asked to leave the course and attend it at a later 
date so that you get all of the key information from the 
course.

Discuss the training with your line 
manager prior to attending the 
course so that you are aware of 
the content and the importance of 
it to your job role. After completing 
the training please give feedback 
directly to your line manager about 
how useful and enjoyable it was 
and how you can implement this in 
your work to improve the support 
people receive. 

You will always be asked to 
complete a training questionnaire 
following the completion of a 
course. Please complete this 
as accurately and with as much 
detail as possible so that we know 
whether or not it is meeting the 
needs of the people we support.

Keeping informed
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“It’s a hard job to beat”
Matthew, Support Manager,
North Division “I think Affinity Trust is 

one of best companies 
I’ve worked for in this 
Sector.”
Support Worker

Pensions
From September 2013 the Affinity Trust pension arrangements changed 
under pension auto-enrolment. All employees not in a qualifying pension 
scheme will be automatically enrolled if certain criteria are met and 
contributions will be deducted as per the minimum contributions required 
under auto-enrolment. Employees must contribute the statutory minimum 
and Affinity Trust will match up to a maximum of 6%. For further information, 
please contact the Payroll department. 

Other Benefits 

• Employee Discount Scheme: ‘affinity4you’ – Offers amazing 
discounts from well renowned retailers that contracted staff can 
access online or via your smartphone once you have an employee 
number.

• Employee Assistance Programme - Health Assured 
Membership: A 24-hour helpline to support you or a family member 
through life’s issues or problems, such as: legal; counselling; 
consumer; family; financial; medical; work and stress.  There is also 
an online portal which provides a range of tools on wellbeing.   
0800 030 5182 or www.healthassuredeap.co.uk.  
Username: Affinity 
Password: Trust

• Death in Service: To give you peace of mind should the unthinkable 
happen there is a scheme for all employees’ next of kin or nominated 
person(s) to receive a lump sum of 2 x salary in the event of your 
death.

Pay 
Permanently contracted staff are 
paid on the 27th of each month, 
unless it falls on a weekend or 
public holiday, when it will be paid 
on the last working day prior to 
the 27th. Bank staff are paid on a 
weekly basis. 

Salaries are paid directly into bank 
accounts and payslips are sent by 
post from Head Office. 

Basic salary is calculated per 
calendar month and is paid at the 
end of the month worked. Additional 
hours (worked with prior approval), 
bank holidays and sleep-ins are 
calculated per pay period and are 
paid one month in arrears.

It is vital that operational 
staff fill in the hours that 
they have worked on the 

weekly/monthly timesheet 
including training, annual 
leave and sick days. This 
information is necessary 
for processing wages and 

ensuring that staff are 
paid correctly.  

If you have a 
query about how your pay 

has been calculated, please 
raise it with your team leader 

or support manager in 
the first instance.  

Pay and Benefits

Change to personal circumstances
If you change your name, your address or your bank details, it is very 
important that you let us know. Tell your line manager who will help you 
to complete a ‘change of details’ form and send it to the HR and Payroll 
departments at Head Office.

How we work 
together

How we work together
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W ELCOME!

C ongratulations!

Welcome Angie

Welcome Tim

Refer a Friend
As one of our members of staff, you know what we’re looking for!  The ‘Refer 
a Friend’ scheme is a process through which staff can refer someone to 
Affinity Trust for recruitment. If the person that is referred is subsequently 
recruited and starts employment a payment will be made to the referring 
staff member as follows: 

Working Hours

Allowances and Expenses

Bank Support Worker £100.00

Support Worker, Senior Support 
Worker, Team Leader and 
Support Manager

£200.00

Office based staff members 
and Managers £200.00

Operations Managers, Divisional 
Directors, Head of Departments 
or Company Director

£400.00

Hours of work
The standard hours of work for most of our full-time staff is 37.5 hours a 
week. Please refer to your contract for your personal working hours or 
discuss any changes with your manager. Your line manager will also inform 
you of lunch and break arrangements as applicable.

Staff members who transfer to us under TUPE legislation may have different 
working hours. Please check your terms and conditions for details. 

Your line manager will talk to you about any allowances or expenses that you 
are able to claim, if applicable. You can also refer to the Expenses Policy.

Flexible Working 
Policy
If you are considering flexible 
working hours, please discuss this 
with your line manager and refer to 
our Flexible Working Policy.

Working Time Policy 
We place great importance on 
staff achieving a good work-life 
balance, and our Working Time 
Policy reflects this by setting out 
our approach to working hours and 
rest breaks. 

We understand, however, that 
in recognising the needs of the 
people we support this may not 
always be straightforward and there 
may be times when exceptions 
need to be made. On the whole, 
however, you should expect to 
have your working hours and rest 
times respected. Please refer to our 
Working Time Policy for full details.

Working Time Opt 
Out Agreement 
Any staff member who 
voluntarily works in excess 
of 48 hours per week over 
a 17-week reference period 
must complete the Affinity 
Trust Working Time Opt Out 
Agreement Form.  You will be 

given the form when you first join 
us.  Further forms are available from 
your line manager or on the intranet 
under HR – Forms – Working Time 
Opt Out Agreement. 

Rotas
Rotas are designed to meet the 
needs of the people we support 
whilst also recognising staff have 
commitments outside of work. 

You will receive your rota in 
advance so that you can plan your 
home and work responsibilities 
accordingly. You will not be 
required to work more than your 
contractual hours. There may, 
however, be opportunities to pick 
up extra hours in agreement with 
your line manager, if you have 
opted out of the Working Time 
Agreement. 

The start and finish time of the shift 
will be clearly written on the rota 
next to your full name. The rota also 
includes when you are scheduled 
to attend team meetings, one-
to-one’s and training within your 
contracted hours. You need to 
make a note of your shift times and 
make sure you are on time to start 
each one.

Any changes to the rota must be 
agreed and discussed with your 
manager.

How we work together
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Time Keeping
It is essential that you arrive for your shift or work, including training courses, 
on time. If you are going to be late you must telephone (not text) your line 
manager to notify them; so you can discuss the reasons; how late you might 
be etc. You will need to inform your line manager when you are due in and 
your reasons for your delay. To enable the people we support to receive 
good quality and the right support it is important that you are punctual. 

Probationary 
reviews
You will have regular one-to-one 
meetings with your line manager 
during your six-month probationary 
period, including a three-month 
and six-month probationary review 
meeting to enable you to work 
effectively in your role as soon as 
possible.  Your line manager will 
give you feedback and highlight 
any areas which may require 
improvement or extra support. 
It is also your opportunity to ask 
questions, raise concerns or 
provide feedback on your role 
and employment.  Once you have 
successfully completed your 
probationary period, it will be 
confirmed in writing.

Performance and 
Development 
Reviews
After you have completed your 
probationary period, you will 
continue to have one-to-one 
meetings with your line manager 
once every four to six weeks.  You 
will also have a mid-year review 
and an annual performance 
review to assess what’s gone well 
and areas which need additional 
development. Objectives for 
the coming year and personal 
development goals will also be set.  
You will be provided with a form to 
help you to reflect on your role and 
skills and your line manager will 
discuss the form with you and give 
you their feedback.  Your manager 
will then write up the review for you 
both to sign.

Sickness absence 
If you are unwell and unable to 
attend work, you must phone 
in as soon as possible, so that 
appropriate cover can be arranged 
to ensure that the people we support 
are unaffected.

Reporting sickness
You must telephone (not text) your 
line manager (or nominated/on-call 
manager) as soon as possible to let 
them know that you are sick. Ideally, 
this would be a full shift in advance. 
For operational staff this should be 
no later than two hours before your 
shift is due to commence. Where 
this would involve contact at an 
unreasonable time (prior to 7:00am) 
local arrangements will be made for 
advising sickness absence. 

If your line manager/nominated 
manager is not available, you 
should leave a message including 
your contact details. Your line 
manager will call back at the 
earliest opportunity. In exceptional 
circumstances (e.g. if you are 
unable to get to the phone or speak) 
someone may call on your behalf.

Self-certification
If you are off sick for up to, and 
including, seven calendar days 
(including non-working days) in 

a row, you need to fill in a self-
certificate form to confirm that 
you were unwell and give the 
general cause or symptoms you 
experienced.  You will need to send 
this to the local administrator as 
soon as possible on your return to 
work.  In addition to this, your line 
manager will carry out a return to 
work interview with you to check 
how you are feeling and if you have 
any further medical appointments to 
attend. If you are sick for more than 
a total of five working days or seven 
calendar days per annum, we will 
require you to provide a fit note as 
per the section below in order to be 
paid occupational sick pay.

Fit notes (doctor’s 
certificates)
If you are off sick for more than 
seven calendar days in a row 
(including non-working days), or in 
total per annum, you will need to 
provide a fit note from your GP or a 
hospital. Your fit note must be sent 
directly to the local administrator 
in your regional office on the 
eighth day of absence, including 
non-working days.  The local 
administrator will inform Payroll 
so that your pay can be adjusted 
if appropriate.  Further fit notes to 
cover the whole period of absence 
should be forwarded to the local 
administrator immediately on 
receipt to avoid delays in payment.

Performance Management 
and Development
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25 26



Annual Leave

Sickness Absence and Occupational 
Health Policies
Full Sickness Absence and Occupational Health polices are available for 
reference.  The current level of Occupational Sick Pay is set out below and 
may be subject to change from time to time.

Employees who have transferred to us from another organisation 
may have a different eligibility to occupational sick pay. 

Length 
of years’ 
service

Probationary 
period

Post-
probationary 
period to 2 

years

2 – 4 
years

Over 4 
years

Maximum 
occupational 
sick pay in a 
rolling year

Statutory Sick 
Pay only

20 working 
days’ full 

pay and 20 
working days’ 

half pay

40 working 
days’ full 

pay and 40 
working days’ 

half pay

65 working 
days full 

pay and 65 
working days’ 

half pay

All employees are entitled to paid holiday every year. The purpose of annual 
leave is to provide an extended period of leisure time during which you can 
have a break from work, relax, and therefore, return to your job refreshed. 

Our annual leave year runs from 1 October until 30 September. You will have 
the opportunity to take your holiday entitlement within the leave year.  You 
will, however, need to give notice of when you would like to take leave and 
must receive agreement from your line manager before relying on the dates.  
Your manager will agree the dates providing they have been given adequate 
notice and are able to arrange appropriate cover. 

You will find your entitlement in your contract of employment. Please refer to 
the Annual Leave Policy for full details. 

Keeping in touch
During your absence, you must 
maintain regular contact with your 
line manager so that they can plan 
for any continued absence and 
offer appropriate and timely support 
as required. Your line manager will 
agree with you when and how you 
will need to keep in touch.  You 
will need to give advance notice if 
you won’t be able to keep in touch 
as planned because you are too 
unwell to do so.

Medical 
Appointments 
Please do your best to arrange 
medical appointments outside 
working hours. Where this is 
not possible you must seek 
authorisation from your line 
manager prior to taking time off. 
Appointments should be arranged 
at the beginning or end of a shift/
day to minimise any disruptions to 
the support we provide. Anytime 
spent absent from work for such 
reasons must be made up. 

How we work together
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Shared Parental Leave
Qualifying parents can share between them up to 50 weeks of leave and 37 
weeks of pay. The mother will be entitled to give notice that she wishes to 
end her maternity leave and start Statutory Parental Leave before the child’s 
birth. However, she can change her mind within 6 weeks of the birth. Further 
details can be found in the Shared Parental Leave Policy. 

Paternity Leave
Statutory Paternity leave is a maximum of two weeks’ leave following the 
birth of a child, taken by the father or carer for the new child. It can be taken 
as a single or as two consecutive weeks. It cannot be taken as odd days or 
two separate weeks. See our Paternity Policy for full details. 

Dependents Leave
If you have an emergency which you need to take time off to deal with, such 
as child care arrangements, you are able to take off up to three days per 
annum.  These days are unpaid but you may be offered the opportunity to 
make up the time if you wish. 

Adoption Leave
This is similar to Maternity Leave and Pay above.  Please see the Adoption 
Leave policy for further details.

Compassionate Leave
Up to three days’ compassionate leave will be granted to 
staff who need to take time off due to the serious illness or 
death of someone with whom you have a close family/
personal relationship.  Further details are available 
in the Compassionate Leave Policy.  

Other Types of Leave

Maternity Leave/Pay
If you become pregnant it is 
important that you inform your line 
manager no later than the end of 
the 15th week before the expected 
week of confinement. Your line 
manager will need to know when 
the baby is likely to be due and will 
carry out a full risk assessment as 
soon as possible. 

In line with current legislation, 
and provided that statutory 
requirements are met, all female 
employees are entitled to maternity 
pay and leave. Pregnant employees 
will be entitled to take 26 weeks 
Ordinary Maternity Leave and 26 
weeks Additional Maternity leave 
irrespective of their length of time 
working for the organisation. You 
are not permitted to return to work 
in the first two weeks after giving 
birth. 

Maternity leave can be taken at any 
time but no earlier than the 11th 
week before the expected week of 
your child’s birth. Please refer to our 
Maternity Policy for further details.

If you have at least 26 weeks’ 
continuous service by the end of 
the 15th week before the expected 
week of childbirth, and you are 
still employed that week, Statutory 
Maternity Pay (SMP) is payable for 
39 weeks provided your average 
weekly earnings are at or above the 
Lower Earnings Limit for National 
Insurance. The first six weeks 
however, are paid at 90% of your 
earnings.

How we work together

“We are all non-
stop in the house, 

it really doesn’t 
feel like work and 
time just flies by.”

Darlene, Support Worker,
South East
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We expect all our staff to promote professional standards at work at all 
times, and act in line with the national Codes of Conduct.  Staff providing 
support will be given a full copy of the relevant code of conduct.  Following 
the guidance set out in the Code of Conduct will give you the reassurance 
that you are providing safe and compassionate care of a high standard.  

Code of Conduct (England)
We expect staff in England to actively promote the ‘Code of Conduct for 
Healthcare Support Workers and Adult Social Care Workers in England’, 
which was issued jointly by Skills for Care and Skills for Health in April 2013. 

The code says:

1. Be accountable by making sure you can answer for 
your actions or omissions.

2. Promote and uphold the privacy, dignity, rights, health 
and wellbeing of people who use health and care 
services and their carers at all times.

3. Work in collaboration with your colleagues to ensure 
the delivery of high-quality, safe and compassionate 
healthcare, care and support.

4. Communicate in an open and effective way to 
promote the health, safety and wellbeing of people 
who use health and care services and their carers.

5. Respect a person’s right to confidentiality.
6. Strive to improve the quality of healthcare, care and 

support through continuing professional development.
7. Uphold and promote equality, diversity and inclusion.

Code of Conduct (Scotland) 
The Scottish Social Services Council (SSSC) upholds the following Code of 
Conduct and uses them as a benchmark when investigating services.

The code says:

1. Protect the rights and promote the interests of service 
users and carers.

2. Strive to establish and maintain the trust and 
confidence of service users and carers.

3. Promote the independence of service users while 
protecting them as far as possible from danger or 
harm.

4. Respect the rights of service users whilst seeking to 
ensure that their behaviour does not harm themselves 
or other people. 

5. Uphold public trust and confidence in social services.
6. Be accountable for the quality of their work and take 

responsibility for maintaining and improving their 
knowledge and skills.

Code of Conduct

What you need to
know now
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The word ‘safeguarding’ relates 
to the action taken to promote the 
welfare of vulnerable adults, and 
children, and protect them from 
harm. Safeguarding is everyone’s 
responsibility. 

Those who work with vulnerable 
people must always act in their best 
interests and ensure they take all 
reasonable steps to prevent abuse 
or harm to them or others.

One of our main responsibilities is 
to keep the people we support safe 
from harm. It is essential we protect 
whilst taking into account measured 
risks, so that they can develop and 
live fulfilling lives.  Safeguarding 
concerns must be reported to your 
line manager or on-call manager 
immediately.  If in doubt, please 
speak to someone to ensure people 
are kept safe.

Please refer to the Safeguarding 
Policy (England) and Adult Support 
Protection Policy (Scotland) for 
further information and details. 

We are committed to achieving 
the highest standards of conduct, 
accountability and openness. 
Consequently, we want staff to 
talk to us about any concerns they 
might have.   Full details can be 
found in the Whistleblowing Policy.  

It is not uncommon for staff, at one 
time or another, to have concerns 
about what is happening at work. 
Usually, these concerns are 
easily resolved. However, when 
they are about abuse of people 
we support, unlawful conduct, 
financial malpractice or harassment 
or misbehaviour at work, it is 
especially important that staff let us 
know.

You are a whistleblower if you’re 
a member of staff and you report 
certain types of wrongdoing. This 
will usually be something you’ve 
seen at work - though not always. 
The wrongdoing you disclose must 
be in the public interest – meaning 
that it must affect others.

You will be encouraged to raise 
concerns about safeguarding 
following the Safeguarding Policy 
and procedure as described 
above.  If you have a concern 
about malpractice, we hope you 
will feel able to raise the matter 
with your line manager. If you feel 
unable to raise the matter with 
your line manager, for whatever 

to raise a concern using the 
Whistleblowing Policy or feel they 
may need advice on how to do 
so can contact the HR Director 
in confidence on 01844 267819 
or can obtain confidential and 
impartial advice from the charity 
Public Concern at Work by 
telephoning: 0207 404 6609 or by 
emailing: helpline@pcaw.co.uk.  

It is important that you fully 
understand the Whistleblowing 
Policy, due to its importance to 
both you and the safeguarding 
of the people we support.  We 
encourage you to raise concerns 
using this policy internally, however 
if you have followed this policy 
and procedure and still have 
concerns, or consider the matter 
to be so serious that you are 
unable to raise it within Affinity 
Trust, please contact the Care 
Quality Commission, the 
Care Inspectorate or 
the Local Authority 
Commissioning Team 
for your area.   

WhistleblowingSafeguarding
reason, you may go directly to their 
line manager or to another senior 
manager, up to and including the 
Chief Executive or a Trustee of 
Affinity Trust.  

You should give the nature and 
background of the concern and 
why you believe it to be true.  
Once you have informed us of 
your concern, we will look into it to 
assess initially what action needs 
to be taken.  This can include 
informal enquiries or a more formal 
investigation.  We are committed 
to ensuring that no-one suffers any 
detriment from raising a concern 
raised in good faith.  You should 
say if you wish to raise the concern 
in confidence and we will protect 
your identity as far as possible, 
although there may be occasions 
when we are required by law to 
reveal it. If this is the case, we 
will discuss with you how best to 
proceed and support you. 

Concerns 
about abuse or 
malpractice are not 
to be confused with 
staff feeling aggrieved 
about their personal 
position. If you feel 
aggrieved about your 
personal position you 
should raise concerns using 
our Grievance Procedure.
Anyone who is unsure whether 
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33 34

mailto:helpline%40pcaw.co.uk?subject=


Confidentiality
It is important that you familiarise yourself with the Confidentiality and Data 
Protection Policy. 

Our priorities are to protect and promote the best interests of people we 
support, staff and the organisation, and to act lawfully in line with the 
General Data Protection Regulations 2018. We recognise that confidentiality 
is a major responsibility, as information is powerful and comes in various 
forms. We also recognise the damage that can be caused by the misuse of 
information. 

With this in mind, we will: 
• Treat all personal and sensitive organisational information 

as confidential to the organisation. 
• Not disclose personal information without the prior informed 

consent of the individual concerned, except in emergency 
circumstances which will be outlined by your line manager 
in line with the Disclosure of Information Policy.

• Not gain or attempt to gain access to information that we 
are not authorised to have.

This applies to information held on, or relating to, our staff as well as the 
people we support.

We require staff to:
• Not discuss sensitive issues in areas open to the public. 
• Lock away personal or private data.
• Not to allow sensitive documents to leave people’s homes 

unless absolutely necessary and with security procedures 
in place and manager authorisation.

• Obtain consent concerning sharing of information where 
appropriate. 

• Record information in a factual, accurate, necessary and 
clear manner.

• Check the identity of people who request information and 
ensure they are entitled to have access to it.

Confidentiality, Data 
Protection and Privacy

Gifts and Bribery

Unauthorised disclosure of information or images of a third party may make 
you liable to disciplinary action. A third person may constitute another 
person or organisation, publication or internet site (e.g. Facebook). 

The above confidentiality and data protection standards also apply to photos 
and visual images of the people we support, their homes and belongings. 

Please read ‘Data Protection: Simple guide to dos and don’ts for staff’ for 
further details.

Privacy Notice
Affinity Trust has set out how it handles the personal data of staff in a 
Privacy Notice which is available on our organisation’s website, intranet and 
affinity4you hub. The notice describes how we collect, use your personal 
information and ensure we keep it secure.  It also provides information on 
your rights in relation to the data we hold and how long we retain it for.

Affinity Trust is committed to the highest standards of probity, accountability 
and openness and regards bribery and corruption as completely 
unacceptable.  Further information about the arrangements in place to 
prevent bribery can be found in the Bribery Act Policy.  Whilst genuine 
business entertainment is not bribery, business entertainment should not be 
offered or received beyond a reasonable minimum level. Within Affinity Trust 
a reasonable minimum level would be considered to be restricted to meals 
in the course of a business meeting.

Occasionally a supplier may seek to gift small items (e.g. pens, calendars 
etc) to the Affinity Trust representative that they are engaging with. Small gift 
items such as this are acceptable. Gifts of a more substantial nature e.g. 
bottles of alcohol should however normally be refused and should only be 
accepted if the individual discloses that gift to their line manager and the 
line manager then may choose to, for example, donate that gift to a charity 
or share amongst a group of employees. 

People we support and/or their family or friends may also from time to time 
offer small gifts to the members of the staff team who support them. As 
set out under the separate operational policy Professional Standards and 
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Health and Safety

Disciplinary and Grievances
Disciplinary Policy
We follow a Code of Conduct that should be met by all employees. The 
disciplinary procedure is designed to ensure that these standards are 
adhered to, although we look to resolve matters informally in the first 
instance. The formal disciplinary process is applied when the facts of the 
case dictate that formal disciplinary action is necessary.  

The process is designed to ensure fair and consistent treatment of all 
individuals. The Disciplinary Policy contains information on the stages of the 
disciplinary process, the right to be accompanied to a disciplinary hearing 
and the nature of gross misconduct. 

You should ensure that you are aware of the conditions of employment in 
your contract, and the Code of Conduct that applies to you so that you do 
not inadvertently act at odds with then. 

Grievance Policy
We value the development of good working relationships between all staff. 
Nevertheless, we recognise that problems connected with work will arise 
from time-to-time. In such cases, our aim is to consider and resolve such 
issues as fairly and quickly as possible.

Should you have a grievance connected with work, please read the 
Grievance Policy and follow the guidance given. Where possible, matters 
should be reported to line managers and be dealt with informally prior to the 
formal grievance procedure being used.  

All employees and workers have a right to work in places where risks to their 
health and safety are properly controlled. 

Health and safety is about preventing you or anyone else getting hurt 
at work or ill through work activities, and while Affinity Trust has overall 
responsibility for Health and Safety, it is important to note that everyone 
must take responsibility for any and all known actions or circumstances that 
can affect them and others.

What you need 
to do
We have several Health and Safety 
Policies that clearly highlight what 
you need to do and be aware of. 
Your manager will highlight those 
that are most relevant to your role 
and location.   If you have any 
concerns about health and safety, 

please raise the matter with your 
manager in the first instance 

or Health and Safety 
Manager.

Infection control 
and hand hygiene
Whether you work in people’s 
homes or an office, good hand 
hygiene is vital in preventing the 
spread of infection. If you are 
suffering from an infectious or 
contagious disease, or have a 
bowel disorder, skin or mouth 
infection, you must inform your line 
manager immediately. You will not 
be able to return to work until your 
doctor has confirmed that you are 
no longer contagious.  If you work 
with people we support, then the 
correct procedure for effective hand 
washing should be discussed as 
part of your induction. Wash basins 
are readily available for all staff.  
More information on our specific 
arrangements can be found in our 
Infection Control Policy.

Personal Boundaries Policy and Procedure, it is essential to take care that 
staff do not accept gifts that may be construed as a bribe by others, or lead 
the giver of a gift to expect preferential treatment. Staff should consider 
how a member of the public would view the acceptance of a gift. There are 
exceptions to this rule, and these are in the case of small gifts of nominal 
value, such as token gifts for birthdays or at Christmas. Even these can raise 
questions and it may be best to encourage these small gifts to be given as a 
thank you to a team rather than an individual. Staff should discuss the offer 
of gifts or hospitality with a manager before accepting, except in the case 
of gifts of nominal value. In some circumstances, it may not be possible to 
do this, for example, if a person we support offers you a gift and an answer 
is required straightaway. It may be easier simply to explain that you are not 
allowed to accept any gifts. 
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Bullying and Harassment 
We are committed to creating a work environment free of harassment and 
bullying, where everyone is treated with dignity and respect.

Bullying and harassment within the workplace, in any work-related building 
and through any form of Social Media platform is totally unacceptable. All 
staff should work hard to create a friendly, non-hostile environment in which 
no other person feels targeted or uncomfortable. 

Part of your role in creating a positive environment in which to work is to take 
appropriate action if you see or have evidence that someone else is being 
harassed or bullied. 

Discuss your concerns with your line manager or a member of the HR 
department. Your concerns will be taken seriously and will be handled 
in a timely and confidential manner. Please refer to the full Bullying and 
Harassment Policy for more information.

Equality and Diversity
We are committed to the principle 
and practice of equal opportunities, 
diversity and inclusion. This is 
reflected in our organisational 
values.  Our Equality and Diversity 
Policy provides the foundation 
for a fair and inclusive working 
environment for our employees 
and a respectful service for people 
we support. Affinity Trust operates 
in accordance with the Equality 
Act (2010) and our responsibilities 
under the public sector equality 
duty.  We are opposed to any 
discriminatory practices or attitudes 
and committed to tackling them 
and will actively oppose all forms of 
unfair or unlawful discrimination in 
all aspects of our work.
As an employee of Affinity Trust, 

you are expected to make the 
principles of equality and diversity 
integral to your working practice. 
You should be proactive in tackling 
discrimination, and actively promote 
dignity at work, contributing to 
building an environment where 
people we support can live free of 
intimidation.Drugs, alcohol and 

cigarettes 
The possession or use of drugs 
and/or alcohol whilst at work will 
be treated as gross misconduct. 
Partaking in alcohol or drugs prior 
to starting work, with ongoing 
effects that may reduce or impair 
your ability to complete your job, 
will be treated as gross misconduct. 
The Disciplinary Procedure will be 
instigated in such cases and this 
may result in dismissal.

It is the duty of all staff to report 
anyone suspected of breaching this 
policy, and failure to do so may be 
treated as a disciplinary issue in its 
own right.  Reporting is necessary 
to keep people safe and to ensure 
illegal drug activity is tackled 
immediately.

Staff must respect the right to 
smoke of anyone we support. If you 
are a smoker, you must only smoke 
during your breaks and outside 
the home of the person being 
supported. No-one can smoke in 
Affinity Trust offices.

Wellbeing
We recognise that we have a duty 
of care to look after the mental 
and physical health and well-
being of our staff whilst they are 
at work and to ensure, as far as 
possible, that workplaces and 
working environments are safe and 
do not pose a risk to health. We 
acknowledge the importance of 
identifying, reducing and monitoring 
workplace stressors. 

If you have any issues you 
should inform your line manager 
immediately. Within each one-
to-one meeting you will be given 
the opportunity to discuss your 
wellbeing at work, but you do not 
have to wait until then to discuss 
this with your line manager. 

The Wellbeing at Work Policy 
provides further information.  You 
can also contact our Employee 
Assistance Programme, Health 
Assured, an independent external 
organisation which offers a range of 
support.  See page 22. 

“My religion is Islam. I 
remember one staff member 
saying, you let us know if 
you need to pray. That really 
touched me. When I got 
home and told my mother, 
she was in tears. I mean, 
what else could I ask for?” 
Support Worker
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with content from third parties, 
could risk bringing the organisation 
into disrepute. 

Social media should never be used 
in a way that breaches any of our 
other policies or guidelines, such 
as Equality and Diversity Policy, 
Internet Usage Policy, Bullying & 
Harassment Policy, Safeguarding 
Policy, Confidentiality and General 
Data Protection, or any of our 
obligations to our regulators.  Staff 
who are found to be in breach of 
these policies will be subject to 
disciplinary action, including the 
possibility of dismissal.

We expect everyone to maintain 
an appropriate standard of dress 
and personal appearance at work. 
Managers are responsible for 
ensuring our dress code is followed 
in order to: 

• Promote a positive 
professional image to the 
people we support, external 
colleagues and colleagues.

• Respect the needs of men 
and women from all cultures 
and religions.

Although there are no specific rules 
about what you should or should 
not wear to work you must consider 
the following: 

• The people you are 
supporting may see you as a 
role model. 

• Dressing in an untidy or 
revealing manner when 
supporting people out in 
the community may devalue 
them in the eyes of the 
public and may also give 
confusing messages to the 
person being supported. 

• You should dress 
appropriately when 
supporting people to special 
events such as weddings or 
funerals respecting tradition 
and culture. 

Health and Safety is also a factor 
when deciding what you should 
wear.  For example: for manual 
handling and cooking purposes:

• Flat and supportive footwear 
that is enclosed should be 
worn.

• Hair should be tied back.
• Jewellery kept to a minimum. 
• Long and flowing clothing 

could also be hazardous. 

If your line manager does 
feel a certain item of dress is 
inappropriate they will discuss 
this with you. Ultimately, failure to 
comply with the dress code may be 
considered as misconduct.

Social media are websites and 
applications that enable users to 
create and share content or to take 
part in social networking.
Whilst you are working and 
providing support, you should not 
be accessing social media sites. 
 
Affinity Trust has company 
accounts on Facebook, LinkedIn, 
Twitter, Vimeo and YouTube. Staff 
are encouraged to engage with 

Social Media

these accounts by following them, 
liking them, sharing posts etc.
 
Some of the people we support 
have personal social media 
accounts and may try to contact 
staff through social media.
In such cases, professional 
boundaries should be maintained. 
Staff should not engage with people 
we support or family members on 
social media. This includes:

• Not trying to connect.
• Not accepting friend or 

connection requests.
• Not replying to messages 

from or sending messages.
• If people we support try to 

engage with you online, 
you should refer this to your 
manager for advice and 
action.

Staff should not post anything 
online about people they support. 
If you have something you’d like 
to share online, please contact the 
Communications and Marketing 
Manager.

Some staff choose to say they work 
for Affinity Trust on their social 
media accounts. 

Staff who comment that they work 
for Affinity Trust on their social 
media accounts should be aware 
that any activity carried out from 
those accounts, including engaging 

Final Word
Thank you for taking the 
time to read through this 
handbook.  If you have any 
questions about any of the 
content, do ask your line 
manager for clarification.

Please keep your handbook 
somewhere handy, so that 
you can refer to it easily in 
future.  Certain details may 
change from time to time, so 
if you are in any doubt, please 
check the full policy, if there 
is one, or speak to your line 
manager, just to make sure 
you have the most up-to-date 
information.

Further Information
Dress Code

Further information
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@AffinityTrust
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Our mission is to enable 
people with learning 

disabilities to pursue active 
and fulfilling lives, gain 

increased independence 
and achieve equal rights

as citizens.
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