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Arun Sunshine Group Human Resources (HR) Policy

1. Purpose

This policy outlines how Arun Sunshine Group manages its employees and volunteers to ensure fair treatment, legal compliance, and support for personal and professional development.

2. Scope

This policy applies to:

· All paid employees (full-time, part-time, fixed term)

· Volunteers and interns

3. Recruitment and Selection

· All recruitment will follow equal opportunities principles.

· Roles will have clear job descriptions and person specifications.

· Shortlisting and interviews will be conducted fairly and consistently.

· References and relevant background checks (e.g. DBS where applicable) will be obtained before appointment.

4. Induction and Training

· New staff and volunteers will receive a structured induction including:

· Health & safety

· Safeguarding

· Organisational values and policies

· Ongoing training and development opportunities will be offered.

5. Equal Opportunities

We are committed to equality, diversity, and inclusion. Discrimination, harassment, or victimisation of any kind will not be tolerated. We will make reasonable adjustments to support access and participation.

6. Pay and Expenses

· Staff are paid according to agreed salary scales or terms of employment.

· Volunteers are not paid but may claim reasonable expenses (e.g. travel, meals).

· All claims must be submitted with receipts and pre-approved where necessary.

7. Working Conditions and Hours

· Employees will work hours in line with their contracts and the Working Time Regulations.

· Flexible working may be available by agreement.

· Breaks and rest periods will be respected.

· Remote or hybrid working will be supported where appropriate.

8. Sickness and Absence

· Staff must notify their line manager as soon as possible if they are unwell.

· Sick pay entitlement will depend on the terms of the employment contract.

· Return-to-work conversations will be held after extended absences.

9. Performance and Conduct

· Staff are expected to work to the best of their ability and behave professionally.

· Regular supervision and appraisals will be conducted.

· Concerns about performance or conduct will be addressed through a fair disciplinary process.

10. Grievance Procedure

· Employees have the right to raise concerns or complaints through a formal grievance procedure.

· All grievances will be treated seriously and investigated fairly.

11. Disciplinary Procedure

· Breaches of policy, misconduct, or poor performance may lead to disciplinary action.

· This may include verbal or written warnings, suspension, or dismissal in line with ACAS guidance.

· Employees have the right to be accompanied and to appeal any disciplinary decisions.

12. Health and Safety

· All staff and volunteers must follow the organisation’s Health & Safety Policy.

· Any risks, hazards, or accidents must be reported immediately.

13. Data Protection and Confidentiality

· Staff must comply with the organisation’s Data Protection Policy.

· Confidential information must not be shared outside the organisation without permission.

14. Safeguarding

· All staff and volunteers must understand and follow the Safeguarding Policy.

· Training and DBS checks will be provided where appropriate.

15. Policy Review

This policy will be reviewed annually or sooner if required due to changes in social media platforms or organisational needs.
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