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Who’s Who at New Era XE "Who’s Who at New Era" 
New Era Enterprises is a membership organisation - a co-operative company limited by guarantee. Membership is open to all who share its aims.  Workers are encouraged to join the company.  At its Annual General Meeting the membership elects Directors who set the policy and are responsible for the business of the company.  The company is managed by the Board Steering Group, which is composed of all Directors including Chair, Vice Chair, Secretary and Treasurer, all the Operations Managers, and representation from staff as and when delegated by staff meeting.  The Board Steering Group meets bi-monthly, takes reports from projects and sets the following period’s work progress.  The day to day management of the company is delegated to the “Operations Group” which consists of all operations managers, project workers, and the Office Manager and meets weekly formally, but informally works together on a daily basis.
Board of Directors XE "Board of Directors" 
The Board of Directors is elected at the Annual General Meeting and currently consists of: -
Ann Marie Wrigley
Chair

Elaine Sharples
Secretary

Karen Pashley
Treasurer

Kath Rowley

Sue Rae

Emma Horsfall
Sarah Simpson
Wendy Woodfine

The Board Steering Group XE "Steering Group" 
The Board Steering Group is delegated to oversee the running of the business and is composed of Directors, Key Workers of all Projects & Admin & Accounts, and delegates from Staff Meetings.
Ann Marie Wrigley
Chair, retired former Key Worker works with the Operations Group and Board
Karen Pashley
Treasurer of New Era and Lead Finance Manager
Elaine Sharples
Secretary, New Era Operations Manager 
Sue Rae
Director, New Era Lead Operations Manager
Wendy Woodfine
Director, New Era Operations Manager
Emma Horsfall
Director, former staff member-Key Worker 
Kath Rowley
Director, Former Key Worker on Admin 

Sarah Simpson
Director, Project Worker/Childcare Co-ordinator
Staff Representative
as and when delegated from staff meeting
Staff Representative
as and when delegated from staff meeting
Equal Opportunities XE "Equal Opportunities" 
New Era is an equal opportunities employer, and its Equal Opportunities Policy is set out in Appendix 11.  New Era is committed to the elimination of all forms of harassment in the workplace and agrees to take all appropriate action to do so.  A Code of Practice on Harassment at Work is set out in Appendix 18.
Current New Era Projects and Activity XE "Projects" 

 XE "Current Projects" 

The Blossom Tree Project
In 2015 New Era obtained funding from the Big Lottery for a 3-year funded project working in partnership with Primary schools supporting families with children.  This project began on 1st September 2015, and plans to support 300 families annually, with issues that are causing them problems, helping to build a stable and enabling home life for children. 
Building Better Opportunities Changing Futures

This project, funded by Big Lottery and ESF, is managed by SELNET Lancashire wide involving 47 partners and began in February 2017.  It is to improve the lives and working options of people in Lancashire.  Part of the bid is to provide childcare to all partners to enable them to deliver to clients where caring responsibilities are a barrier to moving forward.  New Era will also work with a number of people who are at risk of exclusion form the labour market.  - “Changing Futures”. 

Building Better Opportunities Invest in Youth
This project, funded by Big Lottery and ESF, is managed by SELNET Lancashire-wide involving partners and began in October 2016.  This project is to work with young people aged 15 - 24 years who are not in employment or economically inactive (NEET) to improve their lives and working options.
New Era Enterprises Training and Assessment
Through various funded projects training has become an increasingly important part of Project Delivery.  New Era is an approved centre for the delivery of CACHE/NCFE courses, some of which are Childcare, Health and Social Care, Paediatric First Aid and Preparation for Work.
New Era has delivered training under contract with RWP, and is still delivering under Preston College and Lancashire Adult Learning, as well as delivering its own commercial training.

Sue Rae is Centre Co-ordinator, and New Era employs qualified teachers and assessors to deliver awards.
The Childcare Agency

The Childcare Agency provides quality creche workers for venues throughout East Lancashire.  The Childcare Co-ordinator Project Worker and admin manage the delivery of the agency, and New Era employs qualified creche workers on a casual basis to run the creches.


New Era Nursery
This is an Ofsted registered facility for children aged 2-5 years and providing sessional day care.  It is based at the Sion Church, Church Street, Burnley.  New Era manages the centre (Elaine is Nursery Manager) and employs qualified and experienced staff to provide fun, learning and an opportunity to socialise for its children.


NESOS (New Era Selling Out Services)
New Era provides a variety of support services – conference organisation, project support, accounts, administrative support, recruitment support, pay bureau – to organisations - and employs existing staff to fulfil this work, which can vary from a one-off couple of hours, to a substantial number of hours per month over a period of time.  Admin and Accounts staff normally carry out this work.
Staff
Karen Pashley – is Lead Finance Manager.
Sue Rae – is Lead Operations Manager, and Tutor and is an accredited assessor
Elaine Sharples – is an Operations Manager and is an accredited assessor

Sarah Simpson - is the Childcare Co-ordinator Project Worker

Wendy Woodfine – is an Operations Manager and Tutor and is an accredited assessor.
Julie Standage – Office Manager

New Era Nursery Staff – New Era manages the Nursery, and Sarah Durkin, Level 4 Childcare Practitioner, Nasima Begum, Level 3 Childcare Practitioner, Emma Birch, Level 2 Childcare Practitioner Christina Lawrence, Nursery Manager
Creche Staff – New Era employs approximately 15 qualified creche workers on a casual basis and on “block-bookings” to fill creches in various venues in East Lancashire.
Payment of Salaries XE "Salaries" 

 XE "Payment of Salaries" 
After the first month (when payment is by cheque at the end of the month), salaries are paid by direct payment into employees’ bank accounts for the 15th of the month.  The Company Employment and Pay Policy is set out in Appendix 15.

Timesheets XE "Timesheets" 
Workers are expected to keep their own records of the hours that they work including details of meetings attended and appointments kept. 

A pre-programmed timesheet has been created on computer for each employee.  This should be completed each week.  The timesheet should show the total number of hours worked for each project and the hours taken as holidays, sickness, family leave or study leave.  A summary will be printed each month, signed by the employee, and verified by the relevant operations manager then passed to Accounts.  

For other information about working hours etc. see your own contract.  For details on how to fill in timesheets see Appendix 6.

Holidays XE "Holidays" 
As indicated in your contract.  The company accepts that holidays are essential for the health and well being of workers and you are encouraged to take all your holiday entitlement within each calendar year.  The company policy will allow employees to carry forward no more than 5 pro rata working days into the following calendar year.
If you wish to keep more than 5 days for a specific holiday in the first quarter of the following year (January – March) please discuss with your operations manager as far in advance of the end of the year as possible.

If you are planning to take holidays please discuss with your key worker/project team in advance, inform Admin as soon as you know, and admin will fill in the holiday chart.  We should try to ensure that not everyone is away at the same time!!!
Staff Meetings XE "Staff Meetings" 
Staff Meetings deal with essential items of New Era policy, procedure and training, and it is vital that all staff attend.  It is therefore obligatory that staff attend, and unauthorised absence is regarded as a breach of contract. Staff Meetings are held on a Monday morning, a week before the Board Steering Group meeting. A schedule for the meetings is set out in Appendix 1.
Information Advice and Guidance for Staff XE "Staff Review Procedure" 
New Era is committed to providing staff with good quality information, advice and guidance so as to enable them understand how to get: -
· information about job opportunities in New Era and advice on how to apply;
· information about how performance is managed and how to take part in appraisal;
· information and advice about personnel issues, terms and conditions, policies, entitlements, benefits and working conditions;

· information and advice for leavers including pensions, job search etc.
· information about the company’s aims and objectives and how a staff member’s job helps it to achieve them.

There is a wide variety of forums – from recruitment through to staff supervision, and staff leaving procedures where the delivery of IAG is carried out, and these are set out in Appendix 17.  


There is a regular annual staff review process where Staff and Managers can discuss performance, development, training needs, and any problems relating to the work environment.  This process is set out in Appendix 17. During the 3-month probationary period for new staff there is a procedure for review which is set out in Appendix 14.  Between annual staff reviews staff and operations managers have regular support sessions where staff can discuss any issues or problems arising from their work.  
Conciliation

Should issues be unable to be resolved in the day-to-day running of the workplace, during the staff review process, or in staff support sessions, there is a procedure to resolve problems, which is laid out in Appendix 19.  This process also covers disciplinary procedures, and an appeals procedure.

Expenses XE "Expenses" 
Please ensure that the budget of your project allows you to claim for small items of expenditure before you incur any costs.  See Appendix 7 for details of expenses policy, current mileage rates etc.

Claims should be made on staff member’s personal expense claim forms, filed on the computer under General/Staff/Timesheets and Expenses, monthly towards the end of each month.  Payment of amounts of less than £20 will be paid in cash and of more than £20 by cheque, or by BACS.

Petty Cash XE "Petty Cash" 
Petty Cash should only be used for small items that cannot be ordered from our usual suppliers.  Petty cash is accounted for under specific New Era and Project categories, which are set out in Appendix 9.   Would you please write the category on the receipt with reference to this Appendix or with help from your operations manager or accounts, initial it and place it in the petty cash box.

Parking XE "Parking" 
It is the responsibility of each member of staff to cover costs incurred for Car Parking fees with respect to getting to work.  Any cost incurred in relation to car parking fees whilst on company business will be reimbursed by New Era.

It is recommended that a long term public car parking facility be used where possible when working from the office, thus ensuring that meetings and work time are not disrupted by constantly having to move vehicles.  
Diaries and Time-keeping XE "Time-keeping" 

 XE "Diaries and Time-keeping" 
A two-weekly timetable of all workers’ hours is kept in the admin office.  Please fill your movements in advance.  This will enable others to indicate when and where you may be contacted.  Please be as specific as you can on your movements – “IN” is not enough!  For Health and Safety purposes it is important to inform admin where you are – particularly if meeting individual clients in the community or in their own home.  Please see Appendix 13 on Personal Security.

Messages XE "Messages" 
Messages left at the office will be recorded on message pads (of which admin have a copy) and stuck in the message book. Please try to remember to pick up messages when entering and leaving the office.
Office Cover XE "Telephones" 
 XE "Office Cover" Though it is part of Admin job to cover reception and the phone, there may be times when admin will be unavailable. All workers are asked to help out by covering the office if and when they are able to do so. 

When you take over the admin desk you should turn off the answerphone if it is on and retrieve any messages from it.

If you are leaving the office and the building is empty put on the answerphone and lock the door.

Telephones 

There is only one line into the office which comes through to all the phones on the admin desks.  Project Staff have their work mobiles. Staff phone numbers are listed in Appendix 3 of this handbook.
If you are the last to leave XE "last to leave" 
If you are last to leave the office please make sure that all the windows are shut and lights, and the photocopier are switched off.  Computers, screens and printers should be switched off.  Switch on the answering machine and lock the door on your way out.  


There is a procedure for leaving the CVS Centre which is set out in their instructions.  New members of staff who are likely to leave the building after normal hours should ask for a tour of the building from Carol, Centre Manager, and have a copy of the instructions.
Admin Support XE "Secretarial help" 
Try to discuss your typing and other administrative support requirements in advance with Admin. S/he will then work out the best way of meeting your needs.   

Pens and Paper XE "Pens and Paper" 
All sorts of stationery requirements are stored in the cupboards in the office.  Help yourself.  If you need something which is not there, or you notice that we are running out of something, please inform admin. Orders will be placed when needed by admin.  

Re-cycling XE "Re-cycling" 
Try to re-use paper where possible. Paper which cannot be used again should be placed in a box separate from the rubbish. Staff are asked if they can take paper for recycling.  At the Audit Meeting of 8th August 2006 staff agreed to take home plastics/cans etc which they had used during the day to recycle.  Recycling is looked into in greater detail in the Environment Policy, Appendix 32.
Ordering equipment XE "Ordering equipment" 
If you need to purchase a larger item of equipment or a service you must first make sure with your operations manager that this is within the budget for the project.  

When this has been done ask admin/accounts to raise a purchase order, which is authorised by the relevant operations manager, and make sure that they have all the details of the item, which expense category it is being purchased under, and its expected delivery.  Delivery notes should be placed in account’s pigeon hole to be checked against invoices when they come in.

Company Credit Cards
The Co-operative Bank visa cards are issued to Sue to be used on behalf of the company.  The card must only be used on company business to purchase goods and services for New Era.  Expenditure can only be made after a fully completed Purchase Order has been signed off by the relevant operations manager.  Please inform accounts that the purchase will be paid for using a company credit card so that this can be detailed on the purchase order.

Paying and filing invoices

Incoming, (unpaid), invoices are stamped with a rubber stamp when they arrive in the post and are put in Karen’s tray. All invoices have to have the approval of the relevant Operations Manager before they can be paid.  If staff can sign that the invoices are approved as they are coming in this will be useful.  Invoices currently being processed are in a file kept by Karen.   Cheques are then raised by Karen, signed by the relevant Operations Manager, and countersigned by another signatory.  Cheques are then sent out and the invoices are then filed in the accounts office.  This procedure is laid out in Appendix 8.
Computers

All the computers in the office are connected to Local Area Network. All files are stored on dropbox and can be accessed on all the computers - not all staff have access to all files - staff can decide which folders they need to access and they can be made available when they log onto a computer.  All documents should be saved within the dropbox directory (see Appendix 5).   Documents can be printed to the photocopier.
Filing

There is a system for paper filing and computer filing.  This is set out in Appendix 5.


Use of Rooms and equipment XE "Rooms and equipment" 
If you plan to use the project room on a particular day book it in the Computer Diary on computer in the google calendar
The Conference room can also be booked in the CVS Centre.  Please book with reception and record in the conference room booking record.
If you need to book rooms in other venues for events/training please see admin.
Notify admin also if you plan to use any piece of shared equipment at a particular time, and book it in the “Loaned Equipment” book in the admin office.  See Appendix 31 Equipment Loan.
Incoming Mail

All incoming mail is stamped with the date and the initials of who the mail is going to and put into the relevant pigeon hole. 

….and Outgoing Mail XE "Outgoing Mail" 
Letters to be posted should be placed in the “outgoing mail” pigeon holes in the admin office by 4.15 p.m.  Letters will normally be posted 2nd Class unless “1st” is written on them.  
E-mail XE "e-mail" 
Our email address is mail@neweraburnley.co.uk. Emails coming to this address will be sent to the computer on the mail@ admin desk and will be forwarded to your mail-box. Emails can also be sent to you directly to your mail-box with the address e.g. Sue@neweraburnley.co.uk. Staff’s email log-ins are listed on the Telephone and Email list – Appendix 3.  If you have people who are regularly contacting you by email please let them have your personal email address. 

Health and Safety XE "Health and Safety" 
Kath has responsibility for Health and Safety. Everyone is responsible for identifying and dealing with risks. If you notice anything which you believe may constitute a hazard please let her know. There is a first aid box on the shelf in the admin office with an accident book.   Please write any accidents into the accident book. There is a Health and Safety File in the office cupboard. Please read through the Health & Safety policy carefully.  Employees are obliged by law to comply with Health and Safety regulations and must attend company induction and training updates on company Health and Safety procedures. A copy of the company’s Health and Safety Policy is included in Appendix 12.
Rest Breaks at Work
The European Working Time Directive asserts that, where workers are required to work for more than six hours at a stretch, they have a right to a break period of 20 minutes. This break is to be taken during, not before or after, the six hours.

New Era believes that this is a minimum with which workers should comply and that no more than four hours should be worked without a break away from work of at least 15 minutes duration.  For the full recommendations on Rest Breaks at Work please see Appendix 27.
Personal and Premises Security

Staff should take all precautions necessary to ensure their own personal safety and the safety of the building.  See Appendix 13 for detail of procedures to follow. 
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