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Supplementary guidance for applicants on employing staff

September 2006
General

Not all voluntary and community organisations (VCOs) want or need to employ staff. Many thrive on the work of volunteers; others may bring in freelance workers to cover particular tasks. However many VCOs are already employers, or are seeking funding to take on staff for the first time. 

Being an employer is a serious business. The trustees of VCOs with paid staff must fully understand their responsibilities under employment law. Lots of advice is available through your local council for voluntary service, or through national bodies like NCVO, which publishes The Good Employment Guide for the Voluntary Sector.

The Foundation awards grants to VCOs so they can do particular things that meet with our aims and priorities. It is the responsibility of the organisation receiving the grant to make sure that the work takes place as agreed. Many of our grants pay for staff costs where the organisation is employing someone to do the work we’ve funded. The Foundation, however, is not responsible for these staff. So when drawing up their plans applicants should always consider the risks associated with being an employer. 

We want to work effectively with the VCOs we fund. This supplementary guidance sets out our expectations if your proposal includes paid staff, and describes which elements of staff costs we will support. Where something is a specific requirement of our funding, we have underlined the relevant text.

Job description and person specification

We expect you to have written job description for your employees. We will check to make sure the role and tasks you describe fit with the work you want us to fund. It’s also good practice to have a person specification setting out the skills, knowledge and experience you expect someone in the post to have. If we’re funding a new post we will want to see the person specification as well as the job description. We’ll also want to know how you supervise and support your staff.

Terms and conditions

We expect you to have written contracts of employment for staff. Trustees should consider what terms and conditions they can offer employees above the statutory minimum. We encourage VCOs to offer the best terms and conditions that they can, but trustees should take a sensible view:

‘…before deciding to offer more generous terms and conditions – particularly in relation to sick pay, maternity, paternity and adoption pay and redundancy pay – consider the financial implications. You need to strike a balance between ensuring the organisation can function effectively with adequate resources and providing good terms and conditions to employees.’

In practice this means that very small organisations, especially those with one main employee, may not be able to offer the same terms and conditions as a national charity or major public sector employer, much as a small business could not compare with a large company. Small VCOs can, of course, offer other benefits e.g. more flexible working and better job satisfaction.

Certainly it’s sensible to have at least a modest reserve in place before employing staff for the first time, and having an ongoing reserves policy that takes into account the necessary financial contingencies relating to employing staff. We’ll assess your position when we look at your application. We’re unlikely to offer funding for staff posts to organisations without reserves.
Recruitment

We think that VCOs should have the best people in place to carry out the work we fund. In most cases this means open recruitment for new posts. But we recognise that occasionally internal appointments or promotions may suit the work and the organisation better. We will ask how you’re going to recruit to new posts, and what your policy is when existing posts become vacant. If you ask us to fund a new post we will accept appropriate recruitment costs within your budget. 

Recruitment is not always straightforward. It’s important to us as a funder that you get the recruitment right rather than rush to fill a new or vacant post. It may be better to re-advertise to get the best candidate rather than appointing a less suitable person simply to get the work underway. It’s also a good idea to have a probationary period for new employees. 

If we are funding a new or existing post over several years we will accept an element for recruitment as a contingency should the post holder leave during the period of our grant. 

If a post we’re funding becomes vacant, you should inform your programme manager. We will normally continue paying our grant, but you should make sure you fill the vacancy as soon as possible. We may need to alter some aspects of our grant agreement with you if the work we’re funding is affected in any way.

Salaries

We recognise that VCOs need to offer competitive salaries so they can recruit and retain good quality staff. Organisations should cost salaries appropriately for posts, taking into account responsibility and seniority, necessary qualifications, skills and experience, and the job market in comparable fields and organisations.

We will also take these things into account when we look at your proposed salary for a particular post. We will accept the costs of anti-social hours payments or the equivalent if they’re necessary to support the services you provide.
Pensions

We encourage VCOs to offer pension contributions to their employees, and so we will accept an element for pension contributions within your staff costs.
Training and development

We think VCOs should offer appropriate training and development to staff, and so we will accept a budget for training and development costs associated with staff posts you are asking us to fund.

Redundancy

Trustees should familiarise themselves with their legal responsibilities for redundancy arrangements and payments.

If you ask us to fund a new post we will accept an element within your budget to cover liability for redundancy pay, based on the statutory amounts, for the duration the post-holder is employed using our grant.

If you ask us to fund an existing post, we will still accept an element within your budget to cover redundancy, as above, but only for the period to which our grant applies. You must meet any liabilities for years of employment prior to our grant in another way.

Sickness and maternity

In their normal course of employment staff are likely to experience short periods when they are absent from work due to sickness. Serious problems can occur, however, especially in very small organisations, when paid staff are absent for longer periods, say a month or more.

All VCOs should consider how to deal with sickness absence before appointing staff for the first time, and trustees should keep their policies under review. Very small organisations should consider whether they can realistically offer more than the statutory minimum sickness pay given their size and available reserves.

Employees have statutory rights to maternity leave and pay, which trustees should familiarise themselves with. Again, very small organisations should consider whether they are realistically able to offer more than the statutory minimum pay and leave.

Our primary concern is the work we agreed to fund. If this will be seriously affected by staff absence, you should talk to your programme manager at the earliest opportunity. In exceptional circumstances we may consider providing some additional support to you to help you address the situation. 

Grievance and disciplinary matters

Paid employees have certain other rights relating to discrimination, health and safety and disciplinary matters. Trustees should familiarise themselves with the relevant legislation and with good practice guidance. Most issues can be resolved through good day-to-day management practice, but sometimes more serious problems do occur. Again, you should talk to your programme manager at the earliest opportunity if a situation has arisen that could affect the work we fund, for example if you have to suspend an employee and carry out an investigation under your disciplinary procedure. You should note, however, that we would not cover any costs arising from claims made against you at an Industrial Tribunal.
Sources of further help and advice on employment practice and law

ACAS

ACAS provides information, independent advice and training on employment issues, and runs a helpline on employment questions Monday - Friday 8am to 6pm:
08457 47 47 47 
08456 06 16 00 (Textphone users) 


www.acas.org.uk
NCVO

The National Council for Voluntary Organisations has a comprehensive website covering a wide range of employment matters: www.askncvo.org.uk/hr
NCVO also publishes The Good Employment Guide For the Voluntary Sector
020 7713 6161
www.ncvo-vol.org.uk
Local councils for voluntary service

To find your local CVS, look in the phone book, or go to:

www.nacvs.org.uk/cvsdir
� Voluntary but not amateur – a guide to the law for voluntary and community groups, Ruth Hayes and Jacki Reason, LVSC 2004
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