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Introduction 
 
Positive Support for You CIC is a provider of care and support working across the North-East 
of England. 
 
Originally established as Positive Support in Tees CIC in 2010, it has been working with 
adults with learning disabilities, Autistic Spectrum Conditions and Mental Ill Health, and 
sometime complex presentations and histories since this time. 
 
We passionately believe everyone can have a great life in their own community, with good 
support in their own home. Everyone we support lives in their own home or with family. 
 
We understand that because the people we work with have complex life histories and 
presentations they need care and support which is highly personalised and in line with their 
needs and wishes. We understand we must work harder and be more resilient to help the 
person deal with the challenges in their lives. 
 
We Remember: 

 Everyone is equal and different , with their own gifts 
 Everyone has the ability to develop 
 Everyone has needs and the right to support in keeping with their human rights 
 Everyone’s relationships are valuable 

 
We are registered as a care provider with the Care Quality Commission. 
 
All our staff get this handbook and while it may not answer every question you have I hope 
that it is helpful. 
 
The work we all do is really important, and we can together make a real difference in the 
lives of the people we support, and their families through our efforts. 
 
I hope you find your work with us fulfilling and enjoyable. If you have any concerns, queries 
or worries don’t be afraid to ask your Line Manager or a colleague for advice or help. 
 
Dave Barras 
 
Chief Executive  
 
January 2018. 
 
Who We are 
 
Positive Support for You CIC is a Social Enterprise, registered as a Community Interest 
Company. We were originally “Positive Support in Tees CIC” and began trading in 2011. We 
changed our name to better reflect the areas we work in. 
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We are a care provider registered with the Care Quality Commission.  We have a very 
experienced team of Senior Managers with extensive experience in the public sector in 
delivering Social and Health Care Services, and some private sector experience too. 
 
Our teams of front-line staff are matched to meet individual needs and wishes. 
 
Our Board of Directors are all volunteers who give their time freely to regularly meet and 
help provide good Governance to our Organisation. 
 
What We Do 
 
We deliver highly personalised care and or support to meet the individual needs of the 
adults we work with. 
 
The People we support usually have a learning disability, mental ill health and /or Autistic 
Spectrum Condition. They may have had difficult life histories or experiences and may have 
a number of diagnoses or labels. 
 
We understand that to get great outcomes for each person we need to understand them 
really well and provide the most consistent care and support. To achieve this, we match 
staff to the individual and staff wont usually work in more than two settings. This enables 
our teams and the people they support to build trusting and sustainable relationships. 
 
We use person centred approaches and principles of Positive Behavioural Support to help us 
deliver good quality care and support which matches individual needs, fulfils wishes and 
minimises identified risks. 
 
We believe in using the least aversive approach possible in supporting people who 
experience challenging behaviours. 
 
We operate services in the Tees Valley – Hartlepool, Stockton, Redcar and Cleveland and 
Middlesbrough, and also Durham and Northumberland.  
 
All our work is in the Community, and people we support live in their own homes or with 
their families. 
 
We have offices in Middlesbrough at : 
Southlands Business Centre, Ormesby Road Middlesbrough TS3 0HB;  
CVL Centre, The Greenway,TS3 9PA; 
The Head Office is at South Shields Business Works, Henry Robson Way, 
 South Shields NE33 1RF 
 
Our Office Contact number is 01914274777 
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                  Our Vision at Positive Support For You CIC 
 

All people with disabilities as living a full and meaningful life as equal citizens. 

 

 

To support, enable and empower people with disabilities to lead fulfilled lives and to effectively 
participate in their community.  

 

 

1 2 3 4 

To support people 
with learning 
disabilities, and/or 
autistic spectrum 
conditions and/or 
mental ill health. This 
is to enable living in 
their own home and 
be connected to their 
community.  

To promote choice 
and independence for 
individuals and to 
provide person 
centred support to 
meet personal choices 
and needs.  

To promote equality 
for people with 
disabilities and to 
challenge any 
negative views or 
prejudice about 
people with learning 
disabilities, and/or 
autistic spectrum 
conditions and/or 
mental ill health. 

To promote and 
improve the economic 
and social wellbeing 
of people with 
disabilities living and 
working in the areas 
where the company 
operates. 

1 2 3 4 5 6 

Ensure that PS 
For You CIC 
delivers quality 
outcomes to 
the people we 
support, 
Commissioners 
and the wider 
community. 

Deliver 
personalised 
support to 
individuals in a 
way which 
effective 
manages risk – 
whilst 
balancing 
happiness and 
wellbeing.  

Safeguard 
people from 
abuse. Work in 
line with the 
Care Act 2014, 
CQC and Local 
Authority 
Guidelines 

Uphold a 
culture of 
wellbeing and 
safety for our 
staff. Be a fair 
employer and 
comply with 
relevant 
legislation.   

Promote 
equality and 
active 
citizenship 
opportunities 
for individuals. 
Challenge 
inequality and 
build positive 
relationships 
with family 
members, 
professionals 
and the wider 
community.  

Guarantee 
financial 
sustainability so 
that we are able 
to deliver the 
objectives and 
outcomes we 
seek. Aim for 
future 
development 
and growth of 
the 
organisation. 

 Our Mission 

Our Aims  

Our Objectives  



Page | 6 
 

Code of Conduct for Employees 
 
1. What is the code and why does it exist? 
The way that employees conduct themselves influences the public’s opinion of Positive 
Support for You CIC.  This code of conduct is intended to guide the employee through their 
day-to-day work, to support them in maintaining standards and to help protect the 
employee from misunderstanding or criticism. 
 
It forms part of Positive Support for You CIC conditions of employment and is designed to 
help the employee carry out tasks in a way that will bring credit to them and the 
organisation.  Any employee, who is unsure about any aspect of the code, should check with 
their manager. 
 
2. Summary 
As an employee of Positive Support for You CIC you are expected to: - 
 
 Treat other with dignity and respect 
 Work with colleagues to achieve goals 
 Participate in organizational lfe 
 Maintain high standards of work and behaviour 
 Promote the values and aims of Positive Support for You and implement relevant 

policies 
 Seek help, in confidence, if for any reason you are unable to make your proper 

contribution 
 
3. Treating other with respect 
Treat people with courtesy and consideration.  Respect people’s right to privacy. If you can’t 
say it to the person then don’t say it. 
 
3.1 The local community and service users 
Always work with and for service users with dignity and respect, following the policies and 
procedures of Positive Support for You. 
 
3.2 Colleagues 
Apply the same high standards to your dealings with colleagues. Giving and receiving 
feedback is crucial and helps us build a learning and reflective organisation. 
 
4. Working with Colleagues to Achieve Goals 
Positive Support for You expects employees to work together and support one another to 
achieve positive outcomes for service users.  
 
5. Maintaining High Standards or Work and Behaviour 
 
5.1 Work 
The standard of work that employees are expected to deliver should be described in their 
job outline / role definition or in the personal targets agreed in each year’s personal 
development plan. 
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5.2 Behaviour 
The public is entitled to and expects high standards from all employees.  The following 
sections detail the standards in particular areas.  If an allegation is made and proved that, 
for example, a gift has been given to you as an employee, you will have to demonstrate that 
the reward has not been corruptly obtained. 
 
An employee must not, in their official capacity or otherwise, use their position improperly 
to confer on or secure for any person, an advantage or disadvantage. 
 
5.2.1 Gifts 
To safeguard yourself, do not accept any gift or other benefit offered to you during your 
work.  Refuse them with courtesy and tact (there may be exceptions, including gifts of token 
value - check with your manager - if in doubt, err on the side of cautions). 
 
5.2.2 Hospitality 
Check with your manager first if you are offered hospitality. 
 
5.2.3 Use of Resources 
Use Positive Support for You resources for authorised, official purposes only.  If in doubt 
check with your line manager. 
 
5.2.4 Copyright and Intellectual Property 
You should ensure that nothing you create in the course of your employment infringes 
copyright, beyond that which would be accepted as “fair dealing” i.e. normally copies of 
parts of work.  If in doubt discuss the matter with your manager who may seek legal advice 
if appropriate. 
 
5.2.5 Additional and Outside Employment 
As your employer, Positive Support for You has to be satisfied that conflicts of interest do 
not arise.  For this reason, employees must inform their manager that they intend to seek 
any outside employment (paid or unpaid, and where expenses may be offered) and check 
for any conflict of interest. 
 
5.2.6 Personal Interests, Bribery and Corruption  
Do not make official decisions about matters in which you have a personal involvement. This 
is in line with The Bribery Act 2010. The Company takes a zero-tolerance approach to 
bribery and corruption and is committed to acting professionally, fairly and with integrity in 
all its business dealings and relationships wherever it operates.  
 
Declare it to your manager if: - 
 
You have any personal interests, whether financial or not, which could overlap or bring 
about conflict with Positive Support for You. 
5.2.7 Communicating Information 
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Do not use information gained at work for your personal gain or pass it to others who do 
not have a legitimate work involvement. 
 
Be aware of what information you can and cannot release.  If you need guidance on this, ask 
your manager. 
 
Only reveal information regarding other employees if you have obtained the approval of the 
person concerned first, or the law permit’s the information to be disclosed. 
 
When completing and responding to reference enquiries you should give an honest and 
factual response. 
 
5.2.8 Data Protection 
Observe the requirements of the data protection legislation.  You may not disclose personal 
data about an individual, from which he or she can be identified and which is held on 
computer equipment or manual records, unless disclosure is to those who are registered as 
receivers of such information. 
 
5.2.9 Social Media 
You should take care that your personal use of Social Media mains confidentiality and does 
not bring Positive Support for You CIC into any disrepute 
 
6 Seeking help, in confidence 
If anything prevents you from fulfilling your part of your contract of employment you should 
approach your manager. 
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Confidentiality and Security 
 
As an employee or person working on behalf of Positive Support for You CIC in any capacity, 
you must not discuss confidential matters outside the organisation unless you have the 
express permission of the Chief Executive or Operations Director, or the information is in 
the public domain. 
 
In the course of your work with Positive Support for You CIC you may have access to 
information concerning the medical or personal affairs of vulnerable people, children, 
people cared for or staff colleagues or others, both in manual and computerised form. 
 
Such information is strictly confidential, and unless acting on the instructions of an 
authorised officer, on no account must information concerning any of the above, be 
divulged or discussed except in the performance of normal duty. 
 
In addition, records or computerised system must never be left in such a manner that 
unauthorised persons can access them – they must be kept in safe custody. Original records 
should not normally be removed from Positive Support for You CIC Premises, and any such 
removal should be logged in and out. All information taken off premises remains strictly 
confidential. Confidential information should not be transported in car boot and not  left in 
unattended vehicles. 
 
Where statutory provisions, Data Protection Act 1998, Copyright, Designs and Patients Act 
1998, and the Computer Misuse Act 1990 apply to the security of confidential information, 
such provisions must be strictly complied with. Any breach of these requirements will be 
treated as a serious disciplinary offence and may constitute Gross Misconduct. 
 
Employees are also reminded to have caution with regard to the risk of confidential 
information being accidentally shared inappropriately through overheard conversations in 
public places. 
 
Care should be taken when using Social Media accounts or other web based communication 
not to breach confidentiality or to bring the organisation into disrepute. 
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Pay Information 
Our standard pay date is the first working day of the month after the contracted hours are 
worked. If the first working day would have fallen at a weekend or Bank Holiday, then we 
pay on the first available working day after the weekend or Bank Holiday. This payment will 
comprise of contracted hours for the current period, additional hours over contract, 
overtime where authorised and sleep-in and on-call allowances are paid in the following 
month. 
 
Christmas Day, Boxing Day and New Year’s Day – support workers get time and a half for 
hours worked. 
 
If the Employee’s employment comes to an end and the Employee has taken more holidays 
than he/she is entitled to, a deduction will be made from the Employees’ final salary 
payment.  If no further salary payment is due to the Employee or if a balance of holiday pay 
is due to the Employer, the Employee will be liable to pay this to the Employer. 
 
Contracted Hours 
The Employees hours of work will vary weekly. Your actual working hours will be monitored 
over a rolling 12-week period.  
 
Sick pay 
The first three days of any sickness period are unpaid in all circumstances, thereafter 
employees can receive up to 7 days (pro rata for part time staff) sickness absence at normal 
pay in any sickness year. After this staff are entitled to receive Statutory Sick Pay, subject to 
meeting the conditions of the scheme. 
 
We ensure all pay is fully compliant with National Living Wage and National Minimum Wage 
for each member of staff. 
 
Payroll information 
We outsource our payroll to EQSB Ltd. Wage slips are e mailed to staff. 
 
Any staff with payroll queries should in the first instance contact our office on: 
 
01642 787547 or email l.relph@psforyou.org 
 
Contractual Entitlements 
Positive Support for You CIC employees are entitled to: 
 
Annual Leave - 28 days per annum for full time employees above 37 hours per week 
                             Pro rata for part time 
                             Note this includes public holidays. 
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Special Leave  
Positive Support for You CIC Special Leave Policy covers a range of absences for which staff 
can apply: 
 

 Dependent / Carers Leave 
 Domestic Emergencies Leave 
 Bereavement Leave 
 Disability Leave 
 Jury Service or acting as a Witness 
 Public Duties Leave 
 Parental Leave 
 Medical and Dental Appointments 

To help staff understand the process we have a policy document which sets out how these 
provisions work. 
 
Maternity, Paternity and Adoption Leave 
Our full policy document is available to staff. 
 
In brief summary, some of the maternity, paternity and adoption benefits under the policy 
include: 
 

 A pregnant employee is entitled to 26 weeks maternity leave regardless of service 
 An employee is entitled to 26 weeks adoption leave 
 Employees with parenting responsibilities for a new born child, or newly placed for 

adoption, are entitled to two /three weeks paternity leave, which must be 
completed within 56 days of the child’s birth or adoption date. 

 An employee is entitled to return to the same job on the same terms and conditions 
or if this is not practical /possible to suitable alternative employment. 

 
Allowances and Expenses 
 
Where staff undertake mileage as part of agreed duty we pay .40 pence per mile for this.  
 
Any claims must be supported by fully completed claim form and signed by your line 
manager. 
 
Any expense claims other than for mileage must be supported by a completed claim form 
and signed by the relevant line manager. 
 
Where staff are claiming business mileage they must demonstrate they have a full driving 
licence and appropriate valid business insurance. 
 
There are special rules in place for staff expenses incurred during supporting people on 
holidays and overnights away and these are available  when required and  on request. 
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If you need train or other travel tickets booking, or accommodation to support agreed 
duties you should liaise with your line manager in the first instance, who will get 
authorisation to source this from the Operations Director or CEO 
 
Expenses will be paid by the end of the month after submission of valid documentation 
directly to staff bank account via BACS payment. 
Pensions 
Positive Support for You CIC operates a stakeholder pension through NEST. 
 
New starters are auto-enrolled, although you can choose to opt out but have to tell us in 
writing. 
 
Pension Contributions are taken from your pay before tax so you receive tax relief on the 
amount you pay. 
 
Employees pay 1% and Positive Support for You CIC pay a 2% contribution of your 
contracted hours. 
 
In April 2019 this will increase to employee 3% and employer 2% 
 
Further information is available from the office regarding the Nest scheme. 
We are not able to offer pension advice. 
 
Homeworking 
Homeworking can only take place with specific permission of your line manager. 
 
Lone working 
Some of our direct delivery relies on 1:1 staff ratios, and managers often undertake duties 
as lone workers so this is an important area of our work. 
 
Where service delivery has 1:1 staff support a lone workers risk assessment will be in place. 
Ensure that this up to date and you have read and signed this. 
 
Ensure you have a telephone or means of contacting others for help, and know how to do 
so. We operate a two –tier Management on-call service to back up staff 24/7.  
 
If you are making visits which carry any risk or uncertainty let someone know where you are 
going, how long you will be and let them know you are ok at the end. 
 
See the full policy for further information. 
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Annual Development Review 
Each employee will receive an Annual Development Review, which is a systematic and 
recorded discussion with their line manager once a year. This will have a focus on the wider 
contribution the person makes and can review career development and training needs. 
 
Supervision 
Employees should receive 1:1 supervision, which is a meeting with their line manager which 
is documented, at least every eight weeks as a minimum. More regular supervision may be 
arranged dependent on individual circumstances. 
 
Staff Survey 
We undertake an annual staff survey and encourage all colleagues to submit this. This helps 
us check things are going well and identify areas where staff need more support. The 
findings are reported to the Board. Submissions are anonymous unless staff choose 
otherwise. 
  
Equality and Human Rights 
Equality, Diversity and Human Rights are integral to everything we do at Positive Support for 
You CIC. 
 
We are compelled both individually and as a whole organisation by law to comply with 
Equality, Diversity and Human Rights Legislation. 
 
We aspire to be a progressive organisation, and recognise and acknowledge equalities, 
diversity and human rights as being essential elements of this. 
 
We seek to ensure that we take account of equality, diversity and human rights both in the 
services we deliver and within and across our organisation. However, we recognise that this 
is not a start or stop process – we are continually evolving and developing at Positive 
Support for You CIC. 
 
Training 
Participation in training is required for staff by our Service Commissioners and CQC and this 
is in your contract. You must undertake required training when rostered to do so. This will 
help you improve your practice, remain up to date and evidence the quality of our work. 
 
Failure to undertake training could lead to disciplinary action. 
 
If you need help to access training offered, talk to your line manager about reasonable 
adjustments. 
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Staff Meetings 
Staff meetings are essential to our organisation being able to deliver consistent care and 
support to the people we work with, and also enable us to support staff better. It is 
essential that staff attend meetings, and we pay you to do so. 
 
 
Health and Well Being 
Positive Support for You CIC is committed to embracing and practicing the highest levels of 
health and well -being standards possible. Health and safety is a shared responsibility and as 
an organisation we seek to build a collaborative environment where all staff can adopt both 
an active and reactive approach to delivering a workplace which is as safe and healthy as we 
can make it. We have a Health and Safety Group and workplace reps. If you are interested 
please let your line manager know. 
 
We have a separate Health and Safety Policy and we encourage you to read this. 
 
Getting support and more information – The Health and Safety Executive has a useful 
website full of advice and support and is available here http://www.hse.gov.uk/ 
 
Anyone wishing to report or comment on a health and safety related issue or matter can do 
so by emailing p.tait@psforyou.org 
 
Reasonable Adjustments 
Positive Support for You CIC understands the need to take account of individual 
circumstances and we would explore reasonable adjustments to help any employee on 
application. 
 
Policies and Procedures 
Positive Support for You CIC has a range of corporate policies and procedures which are 
regularly reviewed. 
 
Hard copies of these policies are kept at each of our offices, and can be accessed 
electronically or emailed on request. You can also access them via our website – you will be 
given instructions on how you can do this. 
 
Whistleblowing 
We recognise that employees have a right to whistle blow if they have concerns and we 
remind all colleagues on induction and at refresher of this.  
 
If you have a concern you should raise it – with your line manager, or a more senior 
manager, the Chief Executive or a Board Member. Martin Clinton is a Director with special 
responsibility for this and can be contacted on whistleblowing@psforyou.org 
 
Staff enjoy protection through our policy of Candour and our Whistleblowing policy. 
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Safeguarding Adults 
Positive Support for You CIC is committed to safeguarding and we have been dismayed by 
some of the terrible scandals that have occurred in Learning Disability Services in the UK in 
the past. We would want a zero-tolerance approach to this and would want all staff to 
understand the importance of raising and reporting any and all concerns in line with the 
relevant Local Safeguarding policy. 
 
Safeguarding Children 
We have a duty to Safeguard children whilst working in an adult environment. Staff receive 
training on this which is refreshed every two years. Any concerns must be reported 
immediately in line with legal and trained guidelines. 
 
Prevent 
Our society is faced by extremist challenges from various directions and as a public-sector 
provider organisation we understand the need to promote the PREVENT agenda. 
 
This seeks to identify, and report concerns regarding both radicalisation and potential 
terrorist activity and we encourage all staff to report any concerns to the relevant 
authorities: 
 

 See it  
 Say it 
 Sorted 

 
Bullying and Harassment 
Positive Support for You CIC is committed to ensuring equal opportunities and fair 
treatment in the workplace for all staff. 
 
As such we want to provide and promote a working environment in which all staff 
colleagues feel comfortable and in which everyone is treated with respect and dignity, 
regardless of gender, sexual orientation, transgender status, marital or family status, colour, 
race, nationality, ethnic, or national origins, creed, culture, religion or belief, age disability 
or any other personal factor or quality. 
 
Any complaint of bullying or harassment received will be promptly, efficiently and 
confidentially investigated and we will seek to resolve it as quickly as possible under the 
grievance policy of the Company. 
 
Positive Support for You CIC is committed to tackling incidents of bullying and harassment 
swiftly and decisively. Individuals should not feel that they must put up with bullying 
behaviour at work, or feel unwilling or unable to complain for fear of further victimisation. 
 
We recognise that people cannot contribute their best when under fear of harassment, 
bullying or abuse. 
 
Employees who raise a genuine complaint under this policy will under no circumstances be 
subjected to unfavourable treatment as a result of making a complaint. 
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If informal resolution is not possible the Grievance Policy should be used to raise any such 
concerns. 
 
Trade Unions 
Although we are too small an organisation to have any formal agreements with trade unions 
in place we will engage with Trade Unions where staff are members and the points where 
this happens are specified in our policy documents. 
 
 
Need more Information? 
If you have any queries, please contact our office on; 
 
01642 787547 or by email l.relph@psforyou.org 
 
And we will do our best to help you. 
 
Review Date Name Signed 
January 2018 Dave Barras 

  
 


