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Introduction

Despite advances in science and understanding, being diagnosed with a
mental illness can still have a devastating impact on an individual’s life. Aside
from the illness itself, stigma, discrimination, exclusion and isolation all
contribute towards hindering recovery and feed a vicious circle of illness,
isolation, relapse and recurring illness.

Our Celebration is an independent provider of high quality recovery-focussed
mental health services in York and its surrounding area.

Our wide range of services helps up to 100 people as they recover from a
variety of mental health problems.

We are a leading local provider of services aimed at tackling the daunting
problems of recovery and social exclusion which face so many people with
mental health problems.

We focus our efforts in three key areas:

Social and leisure activity designed to help individuals make new
contacts and friends

Training activity designed to meet gaps in skills or education and
provide qualifications that lead on to employment or mainstream
learning

Work placements within our Design and Print Workshop for those
ready to develop their employability skills and begin preparing for
move-on from mental health services

We have 23 years experience of responding to local mental health needs and
reaching out to our service-user group. We give a high priority to working
closely with other organisations and agencies active in this field. We operate
from modern, custom-built premises funded by the Big Lottery Fund. We are a
registered charity and we value our independence.

Our Mission

Our mission is to improve the lives of adults recovering from enduring mental
health problems.

Our Values

We use our values to describe the way we want to be, and how we want to be
seen by everyone who comes into contact with us. We believe in providing
care for people who come to us. We will accept them as individuals

and respect their beliefs, needs and wishes. We aim to provide a happy
environment in which to encourage recovery and progression.



What we aim to achieve
Our Celebration is not just about staying still, it's about Recovery....

‘Recovery’ is a personal process of tackling the adverse impact of
experiencing mental health problems, despite their continuing or long-term
presence. Used in this sense, recovery does not mean "cure".

Recovery is about people seeing themselves as capable of recovery rather
than as passive recipients of professional interventions. The personal
accounts of recovery suggest that much personal recovery happens without
(or in some cases in spite of) professional help.

Recovery involves personal development and change, including acceptance
that there are problems to face, a sense of involvement and control over one's
life, the cultivation of hope and using the support from others, including
collaborating in solution-focused work with informal carers and professional
workers.

Our Celebration has adopted the recovery concept for many years and has
developed its projects to facilitate this process.

Main Ingredients of Recovery

Belief by the person experiencing mental illness/distress that they can
and will recover

Belief by people supporting them

Commitment by the person experiencing mental distress to recover

A personal strategy for recovery

Resources to enable the person to recover

Personal growth is shared with others seeking to recover

Social Inclusion

Reducing personal isolation has always been one of Our Celebration’s core
activities and for us forms an important part of the recovery process.

Our Celebration is one of several organisations working with service-users in
the area to reduce social exclusion: Sycamore House, The Driveway, Mind,
Mainstay and many more mainstream organisations provide an opportunity for
service-users to meet and socialise with other people. Our own service has
been centered on social and leisure activities that run throughout the week.
Like other providers, our projects are typically buildings based ones where
participants are encouraged to attend but progress and monitoring is kept to a
minimum.

The other aspect of social inclusion that we have been involved in is helping
people gain the confidence and skills they need to move into mainstream
activity once they have reached that point in their recovery. We do this work



as we believe inclusion in mainstream activity is one of the most effective
ways of combating social exclusion.

What Our Celebration can do to help

Our Celebration has evolved over the years and now exists to help people
recover and improve their lives. Our activities have purpose and are designed
to help service-users gain the skills and confidence to progress further in their
recovery.

Everybody who comes to Our Celebration does so in order to achieve a
specific set of outcomes — these outcomes are entirely at the discretion of the
individual themselves and the person who is referring them. At their initial
interview we will look at the outcomes they want to achieve and see which, if
any, of our projects can help them to do so.

In order to measure recovery we have a robust monitoring framework that is
carried out as part of our regular mentoring and support sessions. Indicators
for progress are tracked using a variety of methods and follow up monitoring
is carried out to ensure our work provides long term benefit. Without this focus
neither we, nor the service-users can measure the success of their work.

Many of our service-users will experience set backs and relapses during their
journey towards recovery. Often this may only be a temporary blip but
sometimes people will need to start again, almost from the beginning with a
new plan and set of outcomes for what they want to achieve.

Recovery is a personal journey often taking many years. Our Celebration has
an important role to play in part of that journey and can begin to support
people as soon as they are well enough to join in with and benefit from our
projects.

Our Celebration will remain involved as long as we can help our service-
users achieve useful outcomes that will assist their recovery. For those with
severe and enduring difficulties it is inevitable that progress will take
considerable time and outcomes, especially in the early days may be modest.
Our hope is that for a service-user who is relatively stable, over time, useful
outcomes will include progression into mainstream services and a reduced
reliance on mental health services in the future.



Our Projects
Social and Leisure

Our Social and Leisure activities aid our clients to overcome the devastating
effects of isolation and social exclusion which often accompany mental ill
health. Our activities aim to improve clients’ self esteem which gives them the
confidence in real life situations such as exploring the possibility of voluntary
work or paid employment.

For others, Social and Leisure is an opportunity to develop a network of
friends, share experiences and, in turn, avoid isolation, and this plays a crucial
role in promoting their wellbeing.

Craft

This is a craft club whose members learn and practise all aspects of craft and
textiles activities. Our Celebration helps provide the materials and patterns for
club members to explore their ideas and create a range of craft based items
under the guidance of the club’s experienced supervisor.

Leisure Club

Leisure Club is attended by a growing number of clients. Normal sessions
usually attract between 5 and 15 clients. Other activities such as the annual
Our Celebration BBQ, the Christmas party and a coach trip to Beningbrough
Hall have attracted up to 28 clients each.

Leisure activities might include: painting, food tasting, karaoke, quizzes,
bowling, parties for Christmas and Halloween, a Chinese tea tasting
workshop, trips to the cinema, museums, art galleries and stately homes.

Computer Club

These Clubs are designed for those new to computing or those who want to
refresh their computer skills. Members work at their own pace and have the
opportunity to explore a number of computer operations including basic
desktop publishing, graphic design and the use of email.

Drama

The Drama sessions facilitated at Our Celebration are fun, informative and
empowering. The exercises undertaken in the sessions aim to aid participants
understand life and cultural circumstances more objectively and therefore
guestion things they wouldn't usually question. During the drama workshops
we aim to promote assertiveness, raise aspirations, and to build confidence
and self esteem.

The drama workshops offer clients the positive time and space to evolve as
well as some light hearted fun which gives all involved positive energy after
the session.



Yoga

Our weekly Yoga sessions are delivered by a specialist Yoga tutor and aim to
teach participants how to benefit from yogic exercise and breathing. Designed
to create a calming space during the week, our Yoga group creates an
improved awareness of the body, mental calmness and reduction in stress
levels.

Reading Group

The reading group aims to offer a range of literature, covering short stories,
novels, poetry and plays. Individuals are of course encouraged to participate,
and read out loud if they wish, but it is never required of anybody. The content
of the literature is wide and of high quality, so that it offers something of depth
which engages with and develops the reader’s experience.

Reading groups are not only enjoyable, they can improve the confidence and
self esteem of participants and help participants make new friendships and
support networks.

Walking Group

We know from research the physical activity is an important part of
maintaining our mental health as well as our general health and well being
and our walking group can be an easy introduction to gentle, regular exercise.

This small group meets weekly for a 45-60 minute walk and is also a useful
opportunity for talking to other people and making new friends.

Coffee Club

Primarily aimed at those not yet ready to engage in our more formal activities,
Coffee Club creates a space for those who just like to drop-in from time to
time to catch up and keep in touch with Our Celebration.

Training

For people who have been unable to complete their formal education due to
the onset of mental iliness, or those who have been unwell for some time and
are now ready to progress, our training programme continues to be one of our
most successful projects, delivering a whole range of outcomes for people
unable to access mainstream provision.

Providing places for around 25 people at any one time, the courses are
designed to offer participants a period of stability within a safe environment
whilst working towards practical qualifications that will be of benefit to them in
the long term. Participants study for up to a year and receive ongoing support
and encouragement from the tutors and mentor.

ICT Training
Our ICT courses cover a range of skills from word processing through to
spreadsheets and databases, Desk Top Publishing, PowerPoint and



Electronic Communication - internet, email. The clients are taught skills that
they will use either in the workplace or in home computing.

We have recently improved the project by introducing a “Communication”
session each week designed to give students an opportunity to use and
improve their communication and team working skills within a safe and
supportive environment

Healthy Eating

Whilst recovering from mental ill-health, many people find it difficult to plan
meals and motivate themselves to eat properly. We know from research that
eating a healthy, balanced diet can have a direct effect on our mental health
and this innovative new course has been specially designed to provide
practical knowledge around health and nutrition for people recovering from
mental ill-health.

Delivered over the course of twelve weeks, this course covers a variety of
topics and includes both theory and practical sessions.

Stepping Out

For those who are ready to start thinking about moving on from mental health
services, our Stepping Out project provides a twelve week course covering
confidence, personal effectiveness and goal setting.

Leading to an accredited qualification, the course allows participants look at
where they want to be next and how to get there and what barriers they might
have to overcome on their journey.

Social Enterprise and Work Placements

Our work placements are designed to provide genuine work experience for
people who have not yet reached the stage in their recovery where they are
able to undertake mainstream activity. Our specialist staff work closely with
clients to help them develop their employability and team working skills whilst
at the same time improving their confidence and self esteem so that they are
ready to move on to the next stage in their recovery. Those participating in the
work placements receive a therapeutic training allowance in order to
encourage attendance and motivation.

Working as a team and having pride in the products produced, the clients
improve self esteem, motivation and communication. From this supportive
environment many move on to paid and voluntary work.

Design & Print Studio

The Design and Print Studio provides a supportive place for 14 clients each
week. Using skills gained in the IT courses, the students produce a wide
range of merchandise including books, fliers, tickets, posters, business and
wedding stationery. Working to deadlines, they use customers’ information to
design logos and create proofs.



COPE (Communicating Our Personal Experience)

Established in January 2009, this new social enterprise aims to train and
support service-users to deliver training around mental health issues to a
range of professional and community groups.

Currently focussing on four key courses, At War with Depression, Living with
Schizophrenia, Mental Health Awareness and general information about Our
Celebration, the project provides placements for 2 clients each week to
develop their training, presentation and communication skills to a level where
they can be included in their CV and open up new opportunities for future
employment.

Mentor Support

Advice, encouragement and general support is a vital area of our work for all
clients at Our Celebration. Mentors work with course tutors and workshop
supervisors to best support clients individually and help them deal with any
short term difficulties they may face either in their work, or in other areas of
their lives.

Mentors help clients develop plans for moving on in their lives, recognising the
need to keep well and avoid relapse in their mental health. Mentors also
provide information advice and guidance on employment opportunities and
further training.



How to join Our Celebration

Our Celebration works with adults recovering from mental ill-health to help
them achieve aims or goals that will progress them towards recovery, social
inclusion and integration in mainstream activity such as learning, volunteering
or employment.

We carry out this work through a variety of projects that are supported by one-
to-one mentoring and motivational / goal planning work designed to facilitate
recovery.

In order to join Our Celebration we usually need a referral from a mental
health professional who is involved in an individuals care. We use this
approach as we believe it is important that activity at Our Celebration should
complement other support being provided and form part of a ‘recovery
package’ rather than just an isolated activity.

The Referral Form

Using a standard form that is available on our website a referral can be made
that includes details of the aims or goals the potential service-user hopes to
achieve during their first twelve months at OC. A referral cannot proceed to
the next stage until this section has been completed.

We ask all new service-users to have a goal in mind when joining Our
Celebration as this helps us make sure that our work is making a difference to
their lives and helping them progress on their recovery journey rather than just
providing a place to go and be kept ‘occupied'.

Aims or goals need to be stretching, specific and make a real difference to a
person’s life i.e. John is able to leave his house at night and join a salsa
classes, John is able to obtain and look after an allotment, John is moving into
a paid job, John spends 4 hours each week volunteering at the library etc.

For service-users who are still quite poorly and have only recently started on
the path towards recovery outcomes might include things like, John
overcomes his fear of speaking to people and is able to chat about his
weekend, John feels ready to being looking for paid work, John get the
qualifications he need to get the job he wants, John gains good team working
skills, John is able to increase his social network, John is able to leave his
house for 4 hours twice a week, John feels comfortable joining a leisure group
to reduce his isolation etc.

The aims or goals need to relate to the project they are being referred to and
have a realistic chance of being achieved.

The Initial Meeting

All potential new service-users at Our Celebration are invited along with
whoever completed the referral for them, to an initial meeting to find out a little



more about us, meet some of the staff and decide whether they feel Our
Celebration is a place where they might be able to continue their recovery.
We will discuss how OC will help with achieving the outcomes identified, work
to help clarify them if necessary and decide what support might be needed
from other agencies to help the service-user succeed during their time with
us.

Mentoring

In addition to attending their regular activity, all service-users are assigned a
mentor who will work with them during their time at OC to overcome any
difficulties they might be facing and plan for where they want to be when their
time at OC comes to an end. Our mentors are experienced in helping service-
users develop coping strategies for managing their difficulties and exploring
move-on options that might include learning, volunteering or employment.

Potential difficulties during referral

From time to time, we receive referrals for people who do not meet our
referral criteria or are not yet ready to get make the most of the projects that
we offer. This might be due to misunderstanding on the part of the person
making the referral, a relapse in mental health or additional complications
such a drug or alcohol addiction.

If an inappropriate referral is made then we will contact the referring agency to
notify them of this and if possible signpost them to a more appropriate
provider. If we feel an individual is too unwell or has higher support needs
than we are able to provide we will suggest the referring agency continues to
work with the individual and make a fresh referral when their circumstances
have improved.

If either the referring agency or potential service user feel we have made a
mistake in refusing to accept a referral then an appeal against this decision
should be made in writing to the General Manager.

Due to the demands on our service, we often have waiting lists for many of
our projects that cause delays for new people wishing to join. In these
circumstances we usually offer the new service-user a placement within one
of our social or leisure activities until their preferred project becomes available
so that they are not left waiting without support or social contact.

Leaving Our Celebration

All placements at Our Celebration are time-limited. Throughout the time an
individual is with us, our mentors will be working with them to help them think
about and prepare for move-on at the end of their time here. Occasionally,
placements may be extended for further periods and in some cases this might
occur several times.



For service-users who are unable to complete their placement at OC due to a
relapse in mental health, poor attendance or motivation, the mentor will work

with them to assess whether OC is still an appropriate service for them and in
rare circumstance may end their placement if it is felt our service is no longer
able to provide the level of support needed.

All service-users at Our Celebration are expected to work within a set of
standards laid out in our statement of Rights and Responsibilities. If any
service-users are unable to meet this requirement then this will be raised with
them and if the problems continue their placement may be ended. Should any
service-user feel this has been handled badly they are able to complain about
their treatment using the Complaints Procedure set out in this handbook.
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Rights and Responsibilities

We respect the right of each service-user to lead as independent and fulfilling
life as possible. We have set out this Charter of Rights which we believe
should be the minimum entitlement for each service-user. Our staff are
sensitive to, and will observe the following standards which have been
identified:

It is the right of each service-user to make informed choices and to take risks;
there is a certain amount of risk associated with each aspect of our lives.

Each service-user is an individual with individual needs, wants and
desires. This individuality will be recognised and respected to ensure
promotion and maintenance of the service-users dignity and self-worth.

Each service-user, as an individual, has the right to fulfil his / her
potential for personal choice of lifestyle and opportunities.

Each service-user has the right to a service that does not discriminate
on the basis on race or ethnic origin, creed, colour, religion, political
affiliation, disability or impairments, marital status, parenthood, gender
or sexual orientation.

Each service-user has the right to access their personal records and to
annotate them accordingly. He / she has the right to be consulted with
respect to services provided and to be involved in on-going reviews of
the same.

Each service-user has the right to be assured that no personal or
confidential information concerning their affairs will be disclosed to a
third party without their express permission unless we have reasons to
fear for their own or anothers safety.

Each service-user has the right to complain about any element of the

service and to do so without fear of intimidation, recrimination or
reprisals.

In order to balance the rights of the individual, there are also certain
responsibilities that we expect all service-users to adhere to:

Each service-user will be committed to using their time at Our
Celebration to promote their recovery from mental ill-health.

Each service-user will attend regularly and phone to notify us if they
are going to be absent.

Each service-user will treat fellow users, staff and volunteers with
courtesy and respect.
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Each service-user will follow the health and safety or other specific
requirements of their particular activity.

Each service-user will ensure they register in the signing in book when
entering or leaving the building.

Each service-user will ensure they keep their work and communal
areas clean and tidy.

Each service-user will respect the personal property and possessions
of Our Celebration, staff, volunteers and other service-users.

Professional Boundaries

All paid and unpaid staff at Our Celebration work within an agreed Code of
Conduct that requires them to maintain professional boundaries with
individuals whom they are supporting.

These boundaries are in place to prevent exploitation or abuse and to enable
staff to treat all service-users within a framework of equal opportunity.

These boundaries prevent staff from forming personal relationships or
socialising with any service-users they are supporting outside of their work at
Our Celebration.

Inviting Family / Friends to visit Our Celebration

We encourage all service-users to involve their family and friends in their care
and are happy to arrange visits for carers and supporters to find out more

about Our Celebration and our work.

In order to keep the environment safe, these visits usually need to be planned
in advance and agreed with a member of staff.

12



Policies and Procedures
Procedures for reporting alleged or suspected abuse

If any service-user believes that they or anybody else is being exploited or
abused is it vital that they feel able to seek help from any of the staff at Our
Celebration.

Our Celebration, and all of the trustees, paid staff and volunteers working
here believes that every vulnerable person, regardless of age, has at all times
and in all situations the right to be safe and protected from any situation or
practice which may result in that person being physically or psychologically
harmed.

We believe that abuse and exploitation can happen in a variety of ways such
as:-

Physical abuse
Psychological abuse
Financial and mental abuse
Sexual abuse

Neglect and acts of omission
Discriminatory abuse
Institutional abuse

Domestic violence

If you report any alleged or suspected abuse to Our Celebration, we will follow
set procedures in handling this which will include:-

Any disclosure or suspicion of abuse will be reported as soon as possible to
the staff member’s or volunteer’s line manager.

The line manager will then consult the General Manager or Chair of the
Management Committee as soon as possible. Further information will then be
gathered by interviewing the staff member or volunteer, and if appropriate, by
directly interviewing the service-user or other person making the disclosure.

An action plan will then be made by the General Manager, (or other
designated senior manager). It will depend on the individual circumstances
but the action plan will often include the involvement of external agencies
such as Social Services, or the Police. If the disclosure or suspicion is
regarding a young person under 18 then the matter, in any event, will be
reported to Social Services in the first instance.

In the event that an allegation is made against an Our Celebration staff
member or volunteer then this must be reported to the General Manager who
will investigate the matter in line with the procedures detailed in Our
Celebration’s Disciplinary Policy, if necessary. If an allegation is made
against the General Manager, then this must be reported to the Chair of the
Management Committee.
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If a disclosure of abuse is made by a service-user to a staff member or
volunteer it may not be possible to maintain confidentiality.

If a service-user of Our Celebration makes an allegation about abuse from
someone outside the organisation, either a worker from another organisation,
family member or informal carer, the staff member or volunteer receiving the
report should pass the details to the General Manager of Our Celebration who
will gather more information and if appropriate report this to the relevant
external agency (i.e. Social Services or Police).

The following guidelines have been put in place for when immediate action is
required to report a disclosure or suspicion of abuse if there are serious
doubts about the person’s safety at the present time.

Once a report of alleged or suspected abuse has been made it may no
longer be possible to maintain confidentiality.

Staff and volunteers at Our Celebration will take all reports of abuse
seriously.

Staff and volunteers at Our Celebration will react calmly to any
disclosure and allow the service-user to fully explain the situation.

As maintaining an individuals safety is the priority it might be necessary
to pass the information on to a third party.

Staff and volunteers at Our Celebration will explain clearly what the
next steps will be. These will include:

1. Informing the General Manager of Our Celebration of the
disclosure.

2. Notes will be taken by the General Manager once he has been
informed of the disclosure, and he will decide if urgent action is
needed to report the suspected/alleged abuse to Social Services
or the Police. The person making the disclosure is to be
informed of this and that the notes will be kept on site, and
stored in a locked filing cabinet. He/she should also be
informed if his/her disclosure has been reported to an external
agency such as Social Services or the Police.

3. lItis important to acknowledge the risk to the vulnerable person if
a disclosure is reported, as disclosure may result in heightened
emotional and/or mental distress or fear of reprisals from his/her
alleged abuser. Therefore safety procedures may need to be put
in place. Emergency services may need to be contacted if the
vulnerable person threatens suicide or harm to him/herself or to
others. Referring the vulnerable person to other services or
agencies for appropriate support may be appropriate for crisis or
on-going support.

14



Complaints Procedure

Our Celebration is committed to providing good quality services. We
recognise however, that we sometimes get things wrong or make mistakes.
To deal with this we have a complaints procedure.

We do not look on complaints as unwanted. In fact, they may help us to see
where our services or procedures might be improved. So do let us know
where you feel we have made a mistake or done something which you found
unsatisfactory or unacceptable. Even if you do not think your particular
concern amounts to a '‘complaint’ we would still like to know about it. You may
help us to deal with something we would otherwise overlook.

How to complain
Step 1: Contacting us

The first step is to talk to a member of Our Celebration staff. This can be done
quite informally, either directly or by telephone.

Usually, the best staff member to talk to will be the person who dealt with the
matter you are concerned about, as they will be in the best position to help
you quickly and to put things right. If they are not available, or you would
prefer to approach someone else, then ask for their relevant line manager.

We will try to resolve the problem on the spot if we can. If we can't do this, for
example, because information we need is not to hand, then we will take a
record of your concern and arrange the best way and time for getting back to
you. This will normally be within five working days or we will make some other
arrangement acceptable to you.

Step 2: Taking your complaint further

We hope you will only feel the need to make a formal complaint as a last
resort and that you will complain to the person dealing with the matter first to
give them a chance to put things right. However, if you are still unhappy, the
next step is to put your complaint in writing to the General Manager of Our
Celebration, setting out the details, explaining what you think went wrong and
what you feel would put things right. If you are not happy about writing a letter,
you can always ask a member of staff to take notes of your complaint. You
should make sure you agree with what they have recorded and that they
provide you with your own copy for reference. This record will be passed
promptly to the General Manager to deal with.

Once the General Manager receives a written complaint, he/she will arrange
for it to be fully investigated. Your complaint will be acknowledged in writing
within five working days of receiving it and the letter will say when you can
expect a full response. This should normally be within three weeks unless the
matter is very complicated, such as where other organisations need to be

15



contacted. Where this is the case, we will still let you know what action is
being taken and tell you when we expect to provide you with a full response.

Step 3: The final stage

If you are not satisfied with the General Manager’s investigation you can take
your complaint to the Our Celebration Board. Our Celebration is a registered
charity and as such is managed by a Board of Trustees. All materials relating
to your complaint and to the General Manager's investigation will be sent to
the Chair of the Board (contact details will be provided for you). He/she will
normally let you know within seven working days that they have received your
complaint and tell you when to expect a full response from them.

16



Environmental Policy

We will use policies and procedures that will ensure the conservation of
natural resources while minimising any adverse environmental impact from
our operations, including, but not limited to, waste reduction and recycling.

We currently recycle all paper and card via City of York Council.

We aim to review our environmental policies and procedures regularly to
improve our performance and quality.

All employees, volunteers and clients are made aware of this policy and their
responsibilities for environmental issues.

Our Celebration operates an energy conservation policy to ensure that
All non-critical equipment is switched off when not needed.
Low energy electrical equipment will be preferred for purchase.

Energy use is monitored to ensure we are aware of how our activities
may increase consumption.

Our Celebration will endeavour to perform business electronically, to reduce
paper usage

We will always seek to reduce consumption and to purchase products that are
environmentally friendly, re-usable, recyclable and that do not damage the
environment.

We will always seek to use public transport wherever it is practical to do so.
To encourage bicycle use we have been successful in obtaining a Home
Office grant that enabled us to install a secure bike rack for the use of staff,
volunteers and clients.

Whenever possible, Our Celebration re-uses incoming packaging materials.

This policy statement is on display in our premises and is made available to
the public via our website.
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Whistle Blowing Policy

Someone ‘blows the whistle’ when they tell their employer, a regulator, the
police or the media about a dangerous or illegal activity that they are aware of
through their work.

Examples of such concerns could include financial malpractice, a criminal
offence, endangering health and safety, damage to the environment, or
incompetent practice. The Public Interest Disclosure Act protects workers
from victimisation when they blow the whistle inside (and if there is good
reason) outside of the organisation.

Our Celebration is committed to maintaining the highest standards of honesty,
openness and accountability in all aspects of its role and responsibilities. All
employees are therefore assured that they can confidentially raise concerns
that relate to improper behaviour within the organisation without putting their
job at risk.

Our Celebration strongly encourages employees to feel confident enough to
report any concerns they may have using the organisation’s own
whistleblowing procedures. Providing an employee makes a report in good
faith then even if their concerns are not confirmed by subsequent investigation
their actions will be valued and appreciated. Employees will not be liable to
disciplinary action and their job will not be at risk.

Only if a false report is made, maliciously or for personal gain, or if an
employee knowingly withholds information that they should have disclosed,
will they be liable to face disciplinary action.

Employees have the right to have representation throughout the process if
they wish. Our Celebration will take all reasonable steps to preserve
anonymity whenever possible.

The independent charity Public Concern at Work can give advice about
whistleblowing and raising concerns about serious malpractice. Their
telephone number is 020 7404 6609 and their website is www.pcaw.co.uk .

Procedure for Whistle Blowing

If you suspect malpractice, incompetence, a criminal offence, inadequate
health and safety practice or if you have any other serious concerns about the
way Our Celebration operates then you must:

1. Raise the issue with your line manager. If the matter is straightforward
and it is clearly within your line manager’s power to resolve the issue
then they will take appropriate action in response.

2. If there is more serious cause for concern, or if dealing with the issues

you have raised clearly comes outside of the normal course of your line
manager’s responsibilities, then they in turn will raise the matter with

18



their own manager. This person will decide on an appropriate response
and will inform you of their actions.

If you are not satisfied with the response, either from your line manager
or from their manager (or if the matter concerns these people directly
and you do not feel that you can approach them in the first place) then
you can contact the Chair of the Management Committee who will
arrange to investigate the issue and/or will hand over any relevant
information to bodies such as the Police, Inland Revenue, Charity
Commission etc for investigation.

. Your concerns will be investigated and you will receive feedback as to
how the matter has been handled. If you raise your concerns
appropriately and in good faith via the channels listed above then you
are usually protected by the Public Interest Disclosure Act 1998 and
you will receive full support from Our Celebration throughout the
process. Your anonymity will be protected as far as is reasonably
practical. You are entitled to consult with a union or similar
representative throughout the process if you wish, for extra support.

If you are unhappy with the outcome or do not feel your concerns have
been listened to, you can raise the issue directly with the Management
Committee who will then form a sub group of trustees who have not
previously been involved in the matter to investigate and take action as
necessary.
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Smoke Free Policy
Purpose

This policy has been developed to protect all employees, clients, customers
and visitors from exposure to secondhand smoke and to assist compliance
with the Health Act 2006.

Policy

Smoking is prohibited in all enclosed and substantially enclosed premises in
the workplace. This policy applies to all employees, clients, volunteers,
trustees, consultants, contractors, customers or Vvisitors.

Implementation

Overall responsibility for policy implementation and review rests with the
General Manager. However, all staff are obliged to adhere to, and support the
implementation of this policy. The person named above shall inform all
existing employees, clients, volunteers, trustees, consultants and contractors
of the policy and their role in the implementation and monitoring of the policy.
They will also give all new personnel a copy of the policy during their
induction.

Appropriate ‘no-smoking’ signs will be clearly displayed at the entrances to
and within the premises.

Non-Compliance

Disciplinary procedures will be followed if a member of staff, client or
volunteer does not comply with this policy. Those who do not comply with the
smokefree law may also be liable to a fixed penalty fine and possible criminal
prosecution.

Help to Stop Smoking
The NHS offers a range of free services to help smokers give up. Visit
gosmokefree.co.uk or call the NHS Smoking Helpline on 0800 169 0 169 for

details. Alternatively you can text ‘GIVE UP’ and your full post code to 88088
to find your local NHS Stop Smoking Service

20



Data Protection Policy
General Policy

In order to provide an efficient service, Our Celebration needs to obtain,
process and retain some personal details on employees, volunteers, clients,
donors and committee members. These include:

Information provided on initial interview or during induction.

Individual care plans maintained by supervisors.

Information that may be provided by care professionals.

Job application information and interview notes.

Next of kin and doctor’s details recorded on health and safety forms for use in
emergencies.

Information needed for pay purposes.

Mailing lists for pay and fund raising purposes.

Personnel records and appraisals.

Personal information is normally kept for five years after an individual leaves
Our Celebration. Projects funded by the European Social Fund may require
us to retain personal information for up to seven years.

Our Celebration’s Undertaking

Our Celebration undertakes to use this information only for the purposes of
arranging and monitoring training, therapeutic and leisure activities and for
other reasons outlined above. It will not disclose this information to any
person or to any organisation except in connection with the purposes outlined
above. All employees, volunteers and clients of Our Celebration who agree to
the disclosure described above are asked to sign a form to this effect during
their induction programme. Our Celebration undertakes to do its best to
ensure that all personal information is accurate and kept up to date and held
securely.

The Data Protection Act 1998

This Act extends the rights of all individuals in respect of the information that
is held about them. Our Celebration fully accepts its responsibilities under the
Act and gives all employees, volunteers and clients an undertaking that it will
do everything it can to prevent personal information from being used in an
unauthorised or unlawful way.
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Arrangements and Responsibilities for Data Protecti on
These are:

The Management Committee is responsible for the data protection policy and
has made arrangements to review its policy annually.

All employees and volunteers will be briefed on their responsibilities for Data
Protection.

All personal information held on computers is only held on Our Celebration's
administrative computers. This is a secure server with restricted access.
The information is protected by a password system and the administrative
computers are in offices, which are locked when not in use. The computers
are also protected by a password system and access is restricted to key
administrative staff.

All manual records will be kept under lock and key in a secure cupboard or
filing cabinet, in an administrative office.

If an employee or volunteer needs to work on manual records at home, these
are to be kept locked in a secure place when not in use.

The General Manager is appointed as Data Protection Officer.

Continuity Plan for Data Records

Computer records are backed up at the end of every day onto CDs, and will
be kept off Our Celebration’s premises. Essential information will therefore be
available should our computers fail or there is a fire or other catastrophe.

Breaches of Information Security

All who are involved with the charity are asked to be alert to possible
breaches of information security and to report these to the General Manager.
Reports of breaches of information security are to be investigated by the
General Manager and reported to the Management Committee.

Access to Information

All employees, volunteers and clients are entitled to see the information that is
held about them. Anyone who would like to see this information should
contact the General Manager.

Questions on Data Protection

Our Celebration places a very high value on trust and openness. Anyone who
would like to know more about how Our Celebration is complying with the

1998 Data Protection Act should contact Our Celebrations' Data Protection
Officer, the General Manager.
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Email, Internet and ICT Systems Policy
General Policy

This policy sets out Our Celebration’s rules on the use of electronic mail (e-
mail) and the Internet. It defines the conduct expected of employees and
volunteers in their use of electronic communication on behalf of the Charity.

Our Celebration is committed to complying with the law concerning e-mail and
the use of the Internet. The law includes the Data Protection Act 1998 and
the Human Rights Act 1998. This policy will be amended as new legislation is
introduced and further guidelines become available.

Procedures for Use of Email and the Internet

Electronic mail (email) is used to facilitate communication on behalf of the
organisation. Most of the Charity's employees and volunteers have access to
email and the Internet. A high standard of respect, professionalism and
confidentiality guides us in our one-to-one interactions, telephone
communications and email dealings with anyone outside the organisation. In
adhering to this policy all employees and volunteers must ensure that the
Charity's e-mail and Internet system is used legally, securely and effectively.

Although e-mail and the internet are intended for work and not personal use,
the Charity accepts that it may be used for limited and appropriate personal
communication providing its use is kept to a necessary minimum, and that
personal use never affects an individual's or the Charity's work and that its
use does not bring Our Celebration into disrepute. Specific activities involving
the use of our systems, including email and / or the Internet are prohibited by
the Charity and by law in some cases. These include;

viewing, accessing, creating, transmitting or storing offensive, obscene,
indecent or pornographic material (visual or written) at any time or
under any circumstance

obscene or offensive screen savers

viewing, accessing, creating or transmitting material that may be
regarded as offensive or harassment

accessing chat lines or gambling websites

creating or transmitting chain letters or jokes

unauthorised use of others’ passwords or user names

sending information or communications that could be considered
libellous, threatening or abusive

any unlawful purpose including sending of copyrighted material &
hacking.

This policy applies to notebooks and other portable equipment which is the
property of Our Celebration, including mobile phones and text messaging.

The Computer Users Agreement, found in the Team Manual must be adhered
to at all times.
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Equal Opportunities & Diversity Management Policy
General Policy

Our Celebration is committed to equality of opportunity that is intended to be
an integral part of all our activities.

Our aim is to create an environment in which people treat each other with
mutual respect, regardless of age, disability, social background, marital
status, ethnic or national origin, religion or belief, gender, sexual orientation,
unrelated criminal convictions and other irrelevant factors.

This principle applies in respect of all terms and conditions of work, including
pay, hours of work, holiday entitlement, work allocation, earnings, sick pay,
pensions, recruitment, training, promotion and redundancy.

Our Celebration will ensure that all involved at the Charity are made aware of
this policy.

The Management Committee will review this policy annually to ensure that it
remains effective.

The purpose of this policy is to establish clear guidance regarding equality
and to establish key principles, structures and monitoring arrangements for
our organisation.

This policy applies to all employees and volunteers.
Implementing Equal Opportunities and Managing Diver sSity
To help achieve our aim, Our Celebration will:

Recognise its legal obligations under the Equality Act 2007, Race Relations
Act 1976, Race Relations (Amendment) Act 2000, Sex Discrimination Act
1975, the Equal Pay Act 1970 and the Disability Discrimination Act 1995 and
other employment legislation, as updated and amended from time to time.

Periodically review its selection criteria and procedures in order to maintain a
system in which individuals are selected, promoted and treated, solely on the
basis of merits and abilities, which are appropriate to the job.

Seek to give all those involved with Our Celebration equal opportunity and
encouragement to progress within the organisation (or on its training
programme).

Distribute and publicise this policy statement throughout the organisation and

elsewhere as appropriate. We will also take care that our publicity material
presents appropriate and positive messages about equality and diversity.
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Provide a procedure for anyone who believes that unequal treatment has
been applied to him or her within the scope of this policy, to raise the matter
through an appropriate grievance procedure.

Ensure that appropriate action is taken in the event of any breach of this
policy.

Provide training for all employees and volunteers who work at Our Celebration
in order to improve their prospects within the organisation.

Ensure that sub-contractors are aware of this policy and agree to adhere to it.

Regularly measure, review and reinforce the effectiveness of the policy
through a series of measures including client interviews, Steering Group
meetings, monitoring activity and the Investors in People Review Process.

Responsibilities
These are:

The Management Committee is responsible for the content of this
policy and the associated action plan and will review both annually.

The General Manager has overall responsibility for implementing the
policy. If, during induction it becomes clear that an employee, volunteer
or client has special needs relating to this policy, the General Manager,
with the Chairperson, is responsible for making appropriate
arrangements. They will also ensure that the appropriate risk
assessments are also amended and carried out as necessary.

Specific responsibility falls upon all employees involved in recruitment,
administration and training.

Clients, employees and volunteers are required to accept their
personal involvement in the application of this policy.
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Health and Safety Policy
General Policy

To provide adequate control of the health and safety risks arising from
our work activities.

To consult with our service users, volunteers and staff on matters
affecting their health and safety.

To provide and maintain safe equipment.

To ensure safe handling and use of substances.

To provide information, instruction and supervision for all at Our
Celebration.

To ensure all service users, volunteers and staff are competent to do
their tasks and to give them adequate training.

To prevent accidents and cases of work-related ill health.

To maintain safe and healthy working conditions.

To review and revise this policy as necessary at regular intervals, at
least annually.

Responsibilities

Overall and final responsibility for health and safety is that of the Chairperson,
advised by the Management Committee. Day-to-day responsibility for
ensuring that the policy is put into practice is delegated to the General
Manager.

To ensure that health and safety standards are maintained / improved, the
following people have responsibility in the following areas:

Health and Safety Officer (General Manager)

All matters relating to fire safety and COSHH (Control of substances
hazardous to health). In addition, detailed day-to-day health and safety
matters have been delegated to this role holder by the Management
Committee. The Health and Safety Officer is also responsible for day-to-day
health and safety matters in the cleaner's room and the interview room. (In
this person’s absence the Recovery Manager takes responsibility).

IT Supervisors

Day to day health and safety matters in the IT Suite and storage area outside
the IT Suite.

Design & Print Supervisor

Day to day health and safety matters in the DAP room and cutting/folding area
outside the main room.
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Healthy Eating Tutor

Day-to-day health and safety matters in the kitchen, dining room, cook's
changing room, dry goods store and laundry room.

Activity Co-ordinator

Day-to-day health and safety matters throughout all social and leisure activity.
Employees, Volunteers and Clients

All employees, volunteers and clients have a responsibility to:

Co-operate with supervisors and managers on health and safety
matters.

Not interfere with anything provided to safeguard their health and
safety.

Take reasonable care for their own health and safety.

Report all health and safety concerns to the Health and Safety Officer
(or in his/her absence) the General Manager.

Health and Safety Risks arising from our Work Activ ities

The General Manager will carry out risk assessments every six months with
the Health and Safety Officer. The findings of the risk assessments will be
reported to the Management Committee.

Action required to remove or control risks will be approved by the
Management Committee. The General Manager is responsible for ensuring
that the necessary follow up action is taken and will check that the
implemented actions have reduced (or removed) the risks.

Assessments will be reviewed every six months or when the work activity
changes, whichever is the sooner.

Consultation with Employees, Volunteers and Clients
The health and safety representative for the above is the General Manager .

Consultation on health and safety matters with employees, volunteers and
clients is provided by:

Publication of health and safety matters in this Handbook - copies of
this are available in all offices and workrooms.

Steering group meetings held every 6 months attended by employee,
volunteer and client representatives.

Notices on health and safety matters displayed around the building and
on the notice board.

Briefings on health and safety matters during induction programmes.
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Safe Equipment

The Health and Safety Officer is responsible for identifying all equipment
which needs to be inspected and / or maintained. He/she will ensure that
appropriate maintenance is carried out and will record details in the log-book.

Any problems found with equipment should be reported to the Health and
Safety Officer (or in his/her absence) the General Manager. The General
Manager will check that new equipment meets health and safety standards
before it is purchased.

If an equipment manufacturer recommends a higher level of safety
procedures than that currently advised in our Health and Safety policy, these
are to be implemented.

Safe Handling and use of Substances

The Health and Safety Officer is responsible for identifying all substances
which need a COSHH assessment and for carrying out such assessments.
He/she will also ensure that all actions identified in the assessments are
implemented. The General Manager is responsible for ensuring that all new
substances can be used safely before they are purchased. Assessments will
be reviewed every six months or when the work activity changes, whichever is
the sooner.

Information, Instruction and Supervision

The health and safety law poster is displayed on the ground floor corridor next
to the notice board. Further advice on health and safety matters is available
from the Health and Safety Officer (or in his/her absence the General
Manger).

Competency for Tasks and Training

Induction training (including general health and safety matters such as first aid
and fire safety) will be provided for all joining Our Celebration in accordance
with the Induction Procedure.

Job specific training (which will also include detailed health and safety
aspects) will be provided by workshop / course supervisors. Course and
workshop supervisors will keep records of training.

The General Manager will monitor training records and identify and arrange
any additional training which may be necessary.
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Accidents, First Aid and Work-Related Il Health

A first aid box is kept in the staff office. The Health and Safety Officer is
responsible for ensuring that the box is suitably stocked.

The appointed first aiders are listed on the health and safety signs displayed
on the inside of each workshop and training room door.

All accidents and cases of work-related ill health will be recorded in the
accident book. The book is kept by Health and Safety Officer in the General
Manager’s office. After consulting with the General Manager, the Health and
Safety Officer will ensure that accidents, diseases and dangerous
occurrences are reported to the appropriate enforcing authority as required by
regulations.

Monitoring

In order to check our working conditions and ensure that safe working
practices are being followed, the Chair of the Management Committee will
review the risk assessments with the Health and Safety Officer every six
months. In addition, the General Manger will from time to time, carry out spot
checks on working conditions and working practices.

The General Manager is responsible for investigating accidents and for acting
on investigating findings to prevent a recurrence.

Emergency Procedures, Fire and Evacuation

Escape routes from various rooms in the building are to be kept clear of
obstacles. The employee opening the building each day is to ensure that
escape routes are free of obstacles — any potential problems are to be
reported to the General Manager.

Fire extinguishers are to be maintained and serviced annually by our
approved contractor. This contractor will also test and service the emergency
lighting system every six months and the fire alarm system quarterly. Details
of tests and servicing will be recorded by the Health and Safety Officer in the
log book.

Emergency evacuation will be tested twice yearly during fire practices.
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Fire Action Plan
Fire Action Plan Notices are displayed throughout the building.

In addition to the instructions set out in the above notices, these
arrangements are to be followed:

On hearing the alarm, all employees and volunteers (if it is safe to do
so0) are to close windows and doors before leaving their rooms.

The General Manager (or in his/her absence, the senior member of
staff present) acting as Fire Marshall is to call the Fire Brigade (999 or
112). He/she is responsible for checking against the Fire Book that
everyone is out of the building.

Any wheelchair users on the first floor not able to be evacuated are to
be taken to the balcony next to the dining room and the Fire Marshall is
to be informed.

The Health and Safety Officer (or in his/her absence a member of staff
nominated by the Fire Marshall) is to act as 'sweeper' and (if it is safe
to do so) ensure that no one has been left in the building, including the
lift.

The above arrangements are to be practised at least twice yearly during fire
drills.

The alarm system is to be tested each Tuesday at 10.00am
Smoking

In line with our Smokefree Policy, smoking is not permitted anywhere in our
building.

Clearing the Building at Night

The employee locking up at night is responsible for ensuring that no one is left
in the lavatories or the lift.

Visitors
All visitors are required to sign the Fire Book on arrival. It is the responsibility

of the employee or volunteer responsible for that visit to ensure that visitors
are fully aware of our rules and procedures.
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Violence and Aggression Policy
General Policy

For the purpose of this policy, violence and aggression includes any assault
or abuse (either actual or threatened) or any violent action which challenges a
person's safety, well being or health.

Our Celebration recognises its responsibility for providing a safe workplace
and adopts a 'zero tolerance' approach to violence and aggression. With
these points in mind it undertakes to:

Take steps to reduce risks as far as possible.

Treat all reports of threats or incidents of violence seriously and ensure that
these are investigated thoroughly.

Provide any victims of violence or aggression with appropriate help and
support.

Avoid discrimination against people whose violent or abusive behaviour might
be due to mental illness.

Responsibilities

The Management Committee is responsible for the overall policy and reviews
this annually. It delegates day-to-day responsibility to the General Manager.
The Committee will review all reported incidents and will determine what
further action is to be taken.

The General Manager is responsible for:

Ensuring that this policy is fully covered during all induction sessions,
and that all concerned are aware of Our Celebration's rules on
appropriate behaviour.

Ensuring that de-escalation techniques are explained to clients,
volunteers and employees during induction.

Arranging appropriate training in de-escalation techniques for
employees and volunteers.

If present, taking charge once an incident occurs. (If the General
Manager is not present the senior employee present will take charge).
Taking action following an incident, i.e. recording information,
investigating the incident and reporting to the Chairperson.
Implementing any follow up action which has been agreed.

All involved at Our Celebration (clients, volunteers and members of staff) are
to be alert to the possibilities of violence and aggression and have the
responsibility of reporting any potential problems or actual incidents to the
General Manager.
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Handling of Incidents Involving Violence and Aggres sion

Where an incident involves a serious injury, the police and (if appropriate) an
ambulance is to be called. Where no injuries have occurred the General
Manager, or in his/her absence the senior employee present, will decide
whether the incident is sufficiently serious for the person responsible for the
incident to be made to leave the building.

If a major injury is sustained by anyone involved at Our Celebration the
General Manager is to ensure that, after dealing with any injury, this is
reported in accordance with the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 1995 (RIDDOR).
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Trustees, Staff and Volunteers
The Management Committee

The Management Committee, made up of the Trustees, is responsible under
the Charity's governing document for controlling the administration and
management of the Charity. At Our Celebration, the Trustees, when acting
together are normally referred to as the Management Committee.

The Committee provides the strategic direction for the Charity and monitors its
performance. It ensures that the Charity's assets are safeguarded and
applied for the charitable purposes declared in the governing document. The
Management Committee is required to act in the best interests of Our
Celebration, exercising the same duty of care that a prudent person of
business would exercise in looking after the affairs of someone for whom
he/she had responsibility. The Management Committee must act as a group
and not as individuals.

Staff and Volunteers

In order for Our Celebration to function properly, the Management Committee
employs paid staff and works with volunteers to run the service on their
behalf.

Staff and volunteers are recruited from a wide range of backgrounds for their

specific skills and experience in meeting the needs of Our Celebration and the
people it works with.
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Fees and Fundraising

In order to help as many people as possible we always try to keep our running
costs to a minimum whilst maintaining the best quality provision in all of our
projects.

The fees for attending our projects vary depending upon which route is
chosen and how long the service might be needed for. When calculating our
overall fees for an individual we include all of the additional mentoring
support, one-to-one support and access to social and leisure activity that
makes each individuals time at Our Celebration so successful.

Based on costs for 2009/10, the current fees are approximately:-

Twelve months on ICT Training £2200
Three month Healthy Eating Course £550
Three month Stepping Out Course £300
Weekly Social/Leisure support for twelve months £600
Twelve month work placement in Design & Print £2000
Twelve month mentoring programme £300

Funded Places

We understand that many users of our service will not have the means to fund
their own placement with us and endeavour to secure funding that will allow
us provide as many places as possible at ‘no cost’ to the individual attending.

We are grateful for the support we receive in this area to our many supporters
and fundraisers who contribute money to allow us to continue our work and
aim to provide a transparent service that allows our supporters to see how
their money is being used.

In addition to general grants and donations we have also secured a number of
contracts with learning providers that allow us to deliver our training courses
at little or no cost to participants. In order to access this income, there is often
paperwork and monitoring that needs to be completed but we hope this does
not detract too much from the training it allows us to provide.

Fundraising

If you would like to help Our Celebration in fundraising to help us maintain a
‘free’ service please have a chat with any member of staff.

NHS
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