Staff
Manual

Of

Monster Productions
Buddle Arts Centre
258b Station Road

Wallsend
Tyne & Wear
NE28 8RG

ProdulCTions



Documents contained within this Staff Manual:

¥

¥

Rules of the Workplace
Business Expenses Policy

Equal Opportunities Policy
Child Protection Policy

Health and Safety Policy
Maternity Policy
Disciplinary Procedure

Grievance Procedure



This Staff M anual provides a our ce of reference to the policies, rules and
procedures of Monster Productions Ltd. Please note that these policies, rules
and procedures, togeher with your terms and conditions of employment
constitute the terms under which the Company employsyou.

RULES OF THE WORKPLACE

Dress Code
¥  You are expected to dress appropriately for your daily duties. Therefore,
members of staff who are meeting with customers, clients, or suppliers are
expected to wear smart clothing.
¥ Members of staff who have no contact with customers or clients may wear
more casual clothing. The Company reserves the right to request that
anyone dressed inappropriately be sent home to change and may face
disciplinary action.
If you have any questions on this matter, please feel free to contact Doreen Ford in
the company office.

Use of Company Property

a) Telephones:

¥ Obviously, there will be times when you have to make a personal telephone
call, during work time, using a Company telephone, for example to make a
Doctor's appointment. If the situation arises, contact Doreen Ford who will
give you the required verbal permission.

¥ Unauthorised use of any Company property will be dealt with severely in
accordance with the Company disciplinary procedure, which is also contained
within this Staff Manual.

b) Company Vehicles:

¥ Ifyou have been provided with a Company vehicle, specific rules and
regulations regarding its use will already have been discussed with you. There
is no automatic right to a Company vehicle; the provision of such is not
contractual and is at the sole discretion of the Company, and may be given as
a Company benefit or as an aid to facilitate the fulfillment of the duties of
your employment.

¥ It should be noted that any loss or damage to a Company vehicle, due to lack
of care on the part of the employee, will be the sole personal liability of the
employee.



¥ Any Company vehicle, provided for a limited or unlimited amount of time,
may be withdrawn at the sole discretion of the Company. Factors which may
be considered in such a decision may include obvious lack of care of the
vehicle, unauthorised use by the employee or any other person, whether
employed by the Company or otherwise, and lack of effective use, especially
if it has been provided to facilitate the fulfillment of the duties of your
employment.

Training and Development

¥ The Company is committed to the development and training, and therefore
has made the following provisions for your smooth transition into the
Company.

¥ Upon commencement of employment, you will be given training in the areas
that you will be responsible for during the course of your employment.

¥ In addition, if at any time during the course of their employment, the
employee or their supervisor feels that extra training would be of benefit, the
matter may be discussed with Lesley Wood who will endeavour to provide as
much support as possible.

Time off work

¥ The Company understands that there are certain times when you will require
time off work other than due to sickness or injury, or as part of your holiday
entitlement if you are entitled to it. Those times that will normally be unpaid
include, but are not limited to, serving as a Justice of the Peace, Territorial
Army Training, Armed Forces Reserves, domestic reasons, and religious
holidays.

¥ Time off work where employees will normally still be paid include jury
service, attending court as a witness, and compassionate leave due to the
death of a friend or relative, and for the purpose of attending funerals.

¥ Decisions regarding the eligibility for pay are made on an individual basis.

¥ As soon as it appears you may require time off work, please contact Doreen
Ford who will take up the matter with the relevant department on your behalf
and inform you of any decisions made.

Appeals regarding this matter may be taken up through the Company's grievance
procedure details of which are also contained within this Staff Manual.



Appraisals

The Company is of the opinion that staff appraisals are an important part of an
employee's progression within the Company. Appraisals are therefore conducted for
each employee at least once every six months or at the end of each project.

The appraisal will take the form of an informal discussion and interview with you
and your supervisors to discuss your progress within the Company, followed by a
discussion on the results of your appraisal.

Fire

¥ All employees must familiarise themselves with fire exits, evacuation routes,
assembly points, and the procedures surrounding what should be done in the
case of a fire. In the event of a fire, do not hesitate to contact the emergency
services as quickly as possible.

¥ The evacuation route is via the front doors of the office.

¥ The assembly points to go to once the building has been evacuated are in the
courtyard next to the Surestart building

¥ Employees should never tackle a fire if doing so may endanger their personal
safety in any way. If you are unsure as to what would constitute a personal
risk, please contact the person having overall responsibility for Health and
Safety within the Company, Doreen Ford.

¥ In the event of a fire, if you are in any doubt whatsoever, evacuate the
building by the prescribed route and allow the fire to be dealt with by the Fire
Brigade. Also inform Buddle Front of House if they are unaware of the fire.

For further information on fire prevention and safety at work, please refer to the
Company's Health and Safety Policy also contained within this Staff Manual.



First Aid / Accidents

To ensure that any accidents at work are dealt with correctly, there is a trained First
Aiders within the Company Doreen Ford. Whilst not on the premises please contact
the first aider attached to the venue.

¥ In the event of a minor injury to yourself or a colleague, contact the closest
First Aider, who will administer the necessary treatment.

¥ In the event of a more serious injury to yourself or a colleague, do not attempt
to move the injured, but contact the closest available First Aider, who will
identify the seriousness of the injury and decide what action is required,
including but not limited to a decision as to whether the injured person should
be taken to hospital for further treatment.

¥ All accidents, no matter how minor, must be reported correctly, by detailing
the occurrence and any treatment given in the accident record book, which is
situated within the company office or with your tour manager.

Smoking

¥ The Company holds the view that smoking constitutes both a health risk, and
a fire hazard, and therefore is not allowed anywhere on Company property,
including in Company vehicles.

¥ No smoking is allowed within view of the building.

Any breach of these rules will be dealt with under the Company's disciplinary
procedure

Business Expenses

Please refer to the policy laid out in the Staff Manual for information on the rules
governing the reimbursement of legitimate business expenses.

Security / Personal Property

¥ Personal property remains the sole responsibility of the owner, and the
Company cannot be held liable for any loss or damage to such items.

¥ Should any loss or damage occur, please report it immediately to Doreen Ford

¥ The security of the property and personnel of the Company is a matter of the
utmost importance. Generally, no unauthorised visitors will be allowed on the
premises, and no Company property may be removed from the premises
without prior authority. The property of the Company includes all
information, howsoever stored, confidential or otherwise.



Computers and Software

The person having overall responsibility for the care and maintenance of computer
hardware and software is Doreen Ford. However, each computer user has a personal
responsibility to ensure that their computer is maintained and used correctly, and
information stored on it, or available through it, is secure. If you are in any doubt as
to your technical ability in these matters, or have any other query regarding the use of
computers and software, please contact Doreen Ford who will be able to further
advise you.

¥ Computers and software are to be used for Company-approved purposes only,
and any evidence that machines are being used to play games on will be taken
as evidence of misconduct and treated accordingly under the Company's
disciplinary procedure details of which are available in the Staff Manual

¥ Each item of computer software is subject to individual licensing agreements
which must be adhered to when using the software in question, but generally
include rules to disallow any unauthorised copying, reproduction,
transmission or other method of distribution of the software, without the prior
written consent of the publisher.

Contr ol and Protection of Confidential | nformation

There is one matter upon which we are most insistent. This concerns the
confidentiality of your work. You will, in connection with your work, gain
knowledge of our business, our business contracts, our procedures, as well as those
of our customers and clients. It is fundamental that at any time during your
employment or at any time after your employment has terminated, you will not
disclose to anyone and you will not use for your own benefit or for the benefit of
anyone else any of this confidential information that you acquire. Confidential
information includes, without limitation, all and any information about business
plans, new business opportunities, research and development projects, processes,
designs, sales statistics, financial information or contact data of clients, suppliers or
customers, whether recorded in writing or on electronic media. You will not take
from the Company's premises any records or papers which may relate to our
business.
¥ Unauthorised disclosure of such information is a serious breach of
confidence, and will therefore be treated as gross misconduct.
¥ Staff responsible for such information must take care not to leave it
unattended, and when disposed of, must ensure that it is thoroughly
destroyed. If in doubt, refer the matter to your immediate supervisor.
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BUSINESS EXPENSES POLICY
Policy Statement
It is the policy of Monster Productions Ltd (""the Company") to ensure the
reimbursement of employees for all necessary expenses incurred while carrying out
authorised Company business.
¥ Any liability for non Company-approved expenditure will be deemed to be a
personal liability of the employee.

Personnel Responsible for Reimbur sement of Business Expenses

¥ The person having overall responsibility for ensuring those employees
entitled to expenses are reimbursed is Doreen Ford

BUSINESS EXPENSES POLICY - PARTICULARS
Requirement of Receipts
¥ The relevant receipt(s) must accompany all requests for reimbursement of
business expenses. The member of staff should keep these until such time as
Doreen Ford requests them.

Requirement of a Written Claim for Reimbur sement

All requests for reimbursement must be accompanied by a completed official written
purchase order (available from Doreen Ford).



Time Limitations

¥ All claims for the reimbursement of business expenses must be forwarded to the
Operations Manager within the first week of the month following the month in
which the expenses were incurred. Therefore, any claims for expenses incurred
in September must have been forwarded to the Operations Manager by the 7th
October for reimbursement to occur.

¥ Any variation to this rule may only be made with the express written permission
of Doreen Ford

¥ All legitimate claims for reimbursement will be honoured by the end of the
month following the one in which the expenses were incurred, dependent upon
the employee submitting their claim within the time limit outlined above.

M ethod of Reimbur sement

The method of reimbursement for legitimately incurred business expenses is at the sole
discretion of the Company, but will normally be by one of three methods.
¥ You may be given cash or a cheque by the accounts department at any point
during the claim period,
Or
¥ Alternatively, especially for larger amounts, the reimbursement may be included
in your next wages by BACS payment.
¥ Details on the method of reimbursement are available on request on an
individual basis per claim from Doreen Ford.

Advance Reimbur sement

Any request for advance reimbursement must be accompanied by an official claim
form, passed through the usual channels, and include a written account of the reasoning
behind both the request for expenses, and the amount requested.

I ssue of Company Credit Cards

¥ Ifitis decided that a company credit card is an economically viable method of
allowing for payment of business expenses, the Operations Manager will
approach the member of staff concerned.

¥ There is no facility to request a Company credit card be issued, so please do not
attempt this and risk embarrassment.



Grievances regar ding Reimbur sement of Business Expenses

Any grievances regarding these rules and procedures should in the first instance be
taken up with the Operations Manager. If no satisfactory solution is reached at this
stage, the matter should be taken up in accordance with the Company's grievance
procedure.

Monitoring of Expenses Reimbur sement

The Operations Manager has a duty to monitor their part in the expenses reimbursement
procedure to ensure that any member of staff is not abusing it.

¥ Any abuse will result in appropriate disciplinary action, normally for gross
misconduct, for which the appropriate action is summary dismissal. This will be
the normal procedure where it appears after investigation, that the employee in
question has attempted to defraud the Company.
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EQUAL OPPORTUNITIES POLICY
Policy Statement

Monster Productions ("the Company") is an equal opportunity employer and is
committed to a policy of treating all its employees and job applicants equally.

It is the policy of the Company to take all reasonable steps to employ and promote
employees on the basis of their abilities and qualifications without regard to race,
religion, colour, sex, national origin, disability, or sexual orientation.

The Company will appoint, train, develop and promote on the basis of merit and
ability alone.

Employees have a duty to co-operate with the Company to ensure that this policy is
effective to ensure equal opportunities and to prevent discrimination. Disciplinary
action will be taken against any employee who is found to have committed an act of
improper discrimination. Serious breaches of the equal opportunities policy will be
treated as gross misconduct.

Employees must not harass or intimidate other employees on the grounds of race or
sex, disability or sexual orientation. Such behaviour will be treated as gross
misconduct in accordance with the disciplinary procedure.

Employees should draw the attention of their immediate superior to suspected
discriminatory acts or practices.

Employees must not victimise or retaliate against an employee who has made
allegations or complaints of sex or racial discrimination, or discrimination on the
grounds of disability or sexual orientation, or provided information about such
discrimination. Such behaviour will be treated as gross misconduct in accordance
with the disciplinary procedure.

Employees should support colleagues who suffer such treatment and are making a
complaint.



Sour ces of Recruitment

The recruitment process must result in the selection of the most suitable person for
the job in respect of experience and qualifications.

Advertisements

Recruitment publicity must positively encourage applications from all suitably
qualified and experienced people.

When advertising job vacancies, in order to attract applications from all sections of
the community, the Company will, as far as reasonably practicable:-

a)  Ensure advertisements are not confined to those areas or publications, which
would exclude or disproportionately reduce the numbers of applicants of a
particular gender, racial group or disability;

b)  Avoid prescribing any unnecessary requirements, which would exclude a
higher proportion of a particular gender, racial group or disability;

c)  Avoid prescribing any requirements as to marital status;

d)  Publicise vacancies that may be filled by promotion or transfer, to all eligible
employees in such a way that they do not restrict applications from employees
of any particular race, gender, or those who have a disability;

e)  Not recruit new employees solely on the recommendation of an existing
employee;

Selection Methods

The selection process will be carried out consistently for all jobs at all levels. The
Company will ensure that this Equal Opportunities Policy is available to all staff and
in particular is given to all staff with responsibility for recruitment, selection and
promotion.

The selection of new staff will be based on the job requirements and the individual's
suitability and ability to do, or to train for the job in question.



Selection Tests

Selection tests that are used will be limited to questions relating to the particular job
and/or career requirements. The tests will measure the individual's actual or inherent
ability to do or to train for the work or career. Thus, questions or exercises on matters
which may be unfamiliar to racial minority applicants, applicants of a particular sex,
or those who have a disability, will not be included in the tests if they are unrelated to
the requirements of the particular job.

The tests that are used will be reviewed from time to time in order to ensure that they
remain relevant and free from any unjustifiable bias, either in content or in scoring
mechanism.

Applications and Interviewing
All applications will be processed in the same way.

The staff responsible for short-listing, interviewing and selecting candidates will be
clearly informed of the selection criteria, and of the need for their consistent
application.

Wherever possible, all applicants will be interviewed by at least two people.
All questions that are put to the applicants will relate to the requirements of the job.

If it is necessary to assess whether personal circumstances will affect the
performance of the job (for example, if the job involves unsociable hours or
extensive travel) this will be discussed objectively, without detailed questions based
on assumptions about race, sex, religion, national origin, sexual orientation,
disability, marital status, children and domestic obligations.

All procedures are regularly monitored and reviewed to ensure fairness

Promotion, Transfer and Training

The Company will take such measures as may be necessary to ensure the proper
training, supervision and instruction for all management staff in order to familiarise
them with the Company's policy on equal opportunities, and in order to help them
identify discriminatory acts or practices and to ensure that they promote equal
opportunity within the departments for which they are responsible.

All persons responsible for selecting new employees, employees for training,
whether induction or promotion training, or for transfer to other jobs, will be



instructed not to discriminate on gender or racial grounds and on the grounds of the
employee's disability or sexual orientation.

Where a promotional system is in operation, the assessment criteria will be examined
to ensure that they are not discriminatory.

The promotional system will be checked from time to time in order to assess how it
is working in practice.

When a group of workers predominantly of one race, sex, or type of disability, is
excluded from access to promotion, transfer and training and to other benefits, the
promotional system will be reviewed to ensure that there is no unlawful, indirect
discrimination.

Where general ability and personal quality are the main requirements for promotion
to a post, care will be taken to consider favourable candidates of all races, both sexes,
and all classes of disability, with different career patterns and general experience.

Terms of employment, benefits, fadlities and services

All terms of employment, benefits, facilities and service will be reviewed from time
to time, in order to ensure that there is no unlawful discrimination on the grounds of
race, gender or marriage or any discrimination based on disability or sexual
orientation.

Grievance, disputes and disciplinary procedures

All allegations of sex or racial discrimination or discrimination on the grounds of
disability or sexual orientation will be dealt with seriously, confidentially and
speedily.

The Company will not ignore or treat lightly grievances or complaints from members
of a particular sex, racial group, or those of a certain class of disability, on the
assumption that they are over sensitive about discrimination.



Monitoring equal opportunity

The Company will regularly monitor the effects of selection decisions and personnel
practices and procedures in order to assess whether equal opportunity is being
achieved.

The Company will, from time to time, look at:-

a)  The sex and ethnic composition of the work force of each department and
changes in distribution over periods of time, including monitoring the
composition of the workforce with regard to disabled employees;

b)  The selection decisions for recruitment, promotion, and training, according to
the sex, racial group, or specific disability of candidates, and the reasons for
those decisions.

The Company will, from time to time, review the selection criteria and personnel
procedures to ensure that they do not include requirements or conditions which
constitute, or may lead to, unlawful indirect discrimination.
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Child Protection Policy Statement

Monger Produdionsbdieves tha:

¥
¥

Thewelfare of thechild is paramount

All children, whatever their age, culture, dsability, gender, language, recia
origin, rdigiousbdiefs and/or sexud identity, have theright to praection from
abus.

All sugpicionsand dlegaionsof abuse should betaken srioudy and respondel
to swiftly and gopropiately.

All gaff (paid/unpad) working within the company have aresponsbility to repott
concernsto the approprate member of gaff.

A child is defined as a person unar theage of 18 (The Children Act 1989).

Policy Aims

¥

¥

To provide children and young peple with the approprite safety and proection
necessary, whilst invaved with any company ectivity.

To dlow dl gaff/volunteers to make informed and confident responges to gecific
child protction issues.



Good practice guidelines

All pesonnd should beencouraged to demondrate exemplary behaviourin orde to
protect themselves from false dlegations The following are common sense exampl es of
how to create a postive culture and dimate.

Good practice means:

¥

¥
¥
¥

K K K

Always working in an open environment avoiding private or unobsrved
situaionsand encouraging op& communication.

Treating dl young peple/disabled adults equdly with respect and dgnity.
Always puting the welfare of each youngperson first.

Maintaining asafe and gproprate distance with children (eg. it is not
approprite for gaff or volurteers to have an intimate relationship with achild or
to shae aroomwith them).

Building bdanced rdationshipsbased onmutud trugt and enpowering young
people to share in decision making.

Enauring that if any form of manud/physcal supportis required, it should be
provided openly and accordingto guiddines. If it is diffi cult to maintain hand
postionswhen the child is congantly moving, young peple should always be
conaulted andther agreement ganed. Some paents are becoming increasingly
sendtive abou manual supportandther views should dways be carefully
consdered.

Keeping up b dde with technical skills, qudificationsand insurance.

Involving paents/carers wherever posible.

Ensuring that at residential events, adults should notenter childrenOsoons or
invite children into ther roons.

Being an excellent role modd Bthis indudes not smoking or drnking alcohd in
the company of young peple.

Giving enthusastic and condructive feedback rather than negative criticism.
Recognising the developmental needs and capecity of young peple and disabled
adults Bavoiding excessive training or @mpeition and nd pusing them agang
ther will.

Securing paental conentin writingto act in loco paentis, if the need aises to
administer emergency first ad and/or other medical treatment.

Keeping awritten record of any injury that occurs dong with the details of any
treatment given.

Requesting written paental consent if club officias are required to trangoort
young pepleinther cars.



Practices to be avoided

Thefollowing should be avoided except in emergencies. If a case arises where these
situaionsare unavoidable (e.g. the child susainsan injury and needsto goto hogpital, or
apaent failsto arrive to pick achild up & theend of asession), it should bewith the full
knowledgeand mngent of someone in charge or the childOpaents.

Otherwise, avoid:

¥ Spending excessive amounts of ime alone with children avay from others.
¥ Taking or droppng offa child to an event.

Practices never to be sanctioned
The following ould never be sanctioned. You should never:

Engagein rough phyal or sexudly provocative games, induding horeplay.
Share aroomwith a child.

Allow or engage in any form of inapproprate touding.

Allow children to use ingpproprate language unchdlenged.

Make sexudly suggestive comments to achild, even in fun.

Reduce achild to tears as aform of control.

Allow dlegationsmade by achild to go winchdlenged, unecorded or nd acted
upon.

Do thingsof apesond naure for children or disabled adults that they can do for
themselves.

¥ Invite or dlow childrento gay with youat your hone unsipevised.

KK K KK KK

#

NB It may sometimes be necessary for gaff or volunteers to dothingsof apeasond
nature for children, paticularly if they are young or &e disabled. These tasks should only
be carried outwith the full undestanding and consent of paents and the young peson
involved. There is aneed to beresponsve to apesonOseactions If a person is fully
dependent on you,talk with him/her aboutwhat you ae doingand give choices where
possible. Thisis paticularly so if you aeinvolved in any dressing or undresing ofouter
clothing, or vhere there is physcal contact, lifting or asisting achild to carry out
particular activities. Avoid taking on heresponsbility for tasks for which you ae not
approprately trained.

I ncidents that must be reported/r ecor ded

If any of the following occur you $iould report this immediately to another colleague and
record theinddent. You hould dso ensure the parents of thechild are informed:

¥ If you accidentally hutt a participant

¥ If he/she seems distressed in any manne

¥ |If a paticipant appears to besexually aroused by your a&tions

¥ If a paticipant misunderstandsor misinterprets something you tave done



Use of photographic/filming equipment at events

Theuse of dl visud recording equipment induding mobile phones is prohbited, unkss
parental permission ha been oltained.

Recruitment and training of daff and volunteers

Monder Produdionsrecognises that anyone may have the potentia to ause children in
some way and tha al reasonable seps are taken to ensure unsuitable people are
prevented from working with children.

Pre-selection checks must included the following:

¥ All volunteers/staff should complete an goplication form. The gpplication form
will dicit information aboutan applicant's past and aself-disclosure abou any
criminal record.

¥ Consnt should beobtained froman gplicant to seek information fram the
Crimind RecordsBureau.

¥ Two confidential references, including ore regarding previouswork with
children. These references mus betaken up and @nfirmed through elephone
contact.

¥ Evidence of identity should be provided (eg. pasport or driving licence with
pho).

I nterview and induction

All employees (and volunteers) will berequired to undego an interview carried outto
acceptable protocol and recommendaions All employees and volunteers should receive
formal or informal indudion, durihg which:

¥ A check should bemade that the application formhas been completed in full
(induding sctionson aiminal recordsand elf-discloqures).

Thar qudificationsshould besubgantiated.

Thejob reguirements and responsbilities should beclarified.

They should follow Monger ProdudionsRules of The Workplace.

Child proection pracedures are explained and training needsare identified.

K K K K



Training

In additionto preselection diecks, the safeguading pro@ss incdudes training dter
recruitment to hdp daff and vdunteers to:

¥
¥
¥

¥
¥

Andyse ther own practice agang established good pratice, and o ensurether
practice is likely to proect them from false alegaions

Recognise their responsbilities and report any concernsabout sugpected poor
practice or posible abu=.

Respond b conaerns expressed by achild or young peson.

Work safely and effectively with children.

Monster Productionsrequires:

¥

¥

¥

¥
¥

All gaff to ensurether practice is exemplary and to facilitate the devel opment of
a postive culture towards good pratice and dild proection.

All gaff and volunteers to complete a recognised avareness training onchild
protection.

Rdevant pesonné to receive advisory information oulining good pretice and
informing them abou what to doif they have concerns aboutthe behaviour of an
adult towardsayoung f@rson.

Rdevant personnd to undego retional first aid training (where necessary).
Attendance of updde training when necessary.

Responding to alegations or suspicions

¥

It is notthe responsbility of anyoneworking for Monder Produdions in apad
or unpad capacity, to decide whether or rot child abuse has taken place.
However, thereis aresponsbility to act on any concernsthroughcontact with the
approprite authorities.

Monger Produdionswill assuredl saff/volunteers that it will fully supportand
protect anyonewho in good &ith reports hissher concern that acolleague is, or
may be ausnga child.

Wherethereisa complaint against a member of gaff there may be three types of
investigation:

¥ A crimind investigaion
¥ A child protctioninvestigation
¥ A disciplinary or miscondud investigaion.

The results of the police and child protection investigaion may well influence the
disciplinary investigaion, butnot necessarily.



Action
1. Concer ns about poor practice:

¥ |If, following consderation, the dlegaionis clearly aboutpoor pactice, and then
the company shal deal with it as a miscondud issue

2. Concer ns about suspected abuse:

¥ Any sugicion tha achild has been abused by ether a member of gaff or a
volunteer should be reported to the Child Protection Cffi cer, Silvia Cataudo who
will take such gepsas consdered necessary to ensure the safety of the child in
guestion and any ather child who may beat risk.

¥ TheChild Protection Ofi cer will refer the dlegationto the sodal services
department, which may involve the police, or go drectly to the police if out-of-
hours

¥ Thepaents or carers of the child will be contacted as soon & possible following
advice from the soda services department.

¥ If the Child Protection Cffi cer is the subject of the suspicion/alegaion, thereport
mug be made to the approprate Manager.

Confidentiality

Every effort should be made to enauretha confidentiality is maintained for all concerned.
Information $hould be handled and dsseminated ona need to knowbasis only.

Thisincludes the following people:

The Child Protection Offi cer

The paents of the peson who is adleged to have been abused
The pason meking theallegation

Soda services/pdice

Thedleged abuser (and parents if the dleged abuser is achild).

KK K K K

Seek soda services advice on who $ould gproah the dleged abuser.

Information hould be stored in a secure place with limited access to designated people,
in linewith data protection laws (e.g. that information is accurae, reguarly updated,
relevant and scure).



Internal enquiries and suspension

¥ Monder ProdudionsChild Protection Officer will make animmediate decision
aboutwhether any individud accused of ebuse should betemporarily suspended
pending further pdice and da servicesinquiries.

¥ Irrespective of the findingsof the sodial services or polce inquiries the M onster
Productions Disciplinary Committee will assess al individual cases to decide
whether amember of gaff or volurnteer can bereingated and howthis can be
sengtively handled. This may be adifficult decision, farticularly wherethereis
inaufficient evidence to uphot any action by the police. In quch cases, the
Monger ProdudionsDisciplinary Conmittee mug reach adecision based upon
the available information, which could suggest tha ona bdance of probaility, it
is morelikely than notthat the dlegationis true. The welfare of the child should
remain of paramourt importance throughaut.

Support to deal with the after math of abuse

Consderation $1ould be given to the kind of supportthat children, parents and members
of gaff may nesd. Use of hdplines, supportgroupsand open meetingswill maintain an
open aulture and telp the healing pro@ss. The British Assocdiation for Counslling
Directory is available from The British Assodation for Counslling, 1 Regent Place,
Rugby C\21 2RJ, Tel: 01788 550899, &: 01788 562189, ihail: bac@bacp..uk,
Internet: www.bacp.co.uk

Consderation $ould be given to what kind of supportmay be approprate for the dleged
perperator.

Allegations of previous abuse

Allegaionsof abuse may be made some time after theevent (e.g. byan adult who was
abused as a child or by amember of gaff who is sill currently working with children).

Where such an allegation is made, the club should follow the procdures as deailed
aboveand report the matter to the sodal services or the police. Thisis because other
children may beat risk from this person. Anyonewho ha a previouscrimind conviction
for offences related to abuseis automatically excluded fromworking with children. This
is reinforced bythe details of the Protection of Chidren Act 1999.

Action if bullying is suspected

If bullying is sugpected, the same procedure should befollowed as set outin 'Responding
to sugpicionsor dlegaions above



Action to help the victim and prevent bullying:

Take dl sgnsof bulying veay serioudy.

Encourggeall children to eak and harether concerns (It is believed that up ©
12 dhildren per year commit suicideas aresult of bullying, ® if anyonetalks
aboutor threatens suicide, seek professional hdp immediately). Help the victim to
speak outand &ll the person in charge or someonein authority.

Investigae dl alegationsandtake action © ensure the victim is safe. Joeak with
thevictim and the buly(ies) separately.

Reassure the victim tha you @an betruged and will hdp them, dthough you
cannotpromse to tell no ore dse.

Keep recordsof what is said (what hgopened, by whom, when).

Report any concernsto the Child Protection Offi cer or the schod (wherever the
bullying is oacurring).

Action towards the bully(ies):

¥
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Tak with the bully(ies), explain the Stuation, and try to gd the buly(ies) to
undestand the consequences of thar behaviour. Seek an gpdogy © the victim(s).
Inform the bully(ies)Opaents.

Insist on hereturn of'borrowed’ items and that the bully(ies) compensate the
victim.

Provide supportfor the gaff involved.

Impose sanctionsas necessary.

Encourggeand supportthe bully(ies) to changebehaviour.

Hold meetingswith the families to reporton progres.

Inform al organisation members of action taken.

Keep awritten record of ation taken.

3. Concer ns outside the immediate company environment (e.g. a parent or carer):

¥

Report your mncernsto the Child Protection Offi cer, who hould contact socal
services or the pdice as oon & possible.

See 4. Bdow for theinformation odal services or the pdice will nesd.

If the Child Protection Cffi cer is not available, the person beng ld of or
discovering the abuse should contact sodal services or the policeimmediately.
Sodal services and the Child Protection Cifi cer will decide howto invdvethe
parents/carers.

The Child Protection Offi cer should aso report theincdent to Monster
Productions boad.

Maintain confidentiality ona need to know basis only.

See 4. Bdow regarding information needed for odal services.



4. Information for social services or the police about suspected abuse:

To enuretha this information is as hdpful as posible, addailed record $ould dways
be madeat the time of the disclosure/conaern, which should indudethe following:

¥ Thechild's name, ageand dde of birth of the child.

¥ Thechild's home address and telephonenumber.

¥ Wheher or nd the person meking the report is expressing ther own concernsor
those of smeonedse.

¥ Thenaure of theallegaion. Indudeddes, times, any gecid factorsand oher
relevant information.

¥ Make aclear distinction béween what is fact, opinion or hersay.

¥ A description of any visible brusing or oher injuries. Also any indirect Sgns

such as behaviourd changes.

Details of witnesses to the incidents.

The childOsccourt, if it can begiven, of wha has happened and howany

bruising or oher injuries occurred.

Have the paents been contacted?

If so, wha has been said?

Has anyonee se been conaulted? If so, record deails.

If the child was notthe person who reported the incident, has the child been

spoken t0?If so, wha was said?

Has anyonebeen alleged to be theabuser? Record ddails.

Where posible referral to the police or social services should beconfirmed in

writing within 24 hoursand the name of the contact that took the referral should

be recorded.

If you are worried aboutsharing concernsaboutabuse with a senior colleague youcan

contact sodal services or the pdice direct, or the NSPCC Child Protection Helpline on

0808 800 50000r Childline on0800 1111

K K

K K K K
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HEALTH & SAFETY POLICY

Safety Policy

¥ It is the policy of Monster Productions ("the Company") to take all reasonable
steps to ensure the health and safety at work of all employees and to take all
necessary steps to implement such a policy.

¥ Employees also have a duty to co-operate with the Company to ensure that
this policy is effective and to offer all necessary assistance to ensure the
health and safety at work of all employees.

¥ The Company also has a responsibility to ensure the health and safety of
others who may be affected by the work activity and reasonable steps will be
taken by all concerned to ensure that this duty is observed.

¥ The attention of all employees is drawn to the safety rules and procedures.
Disciplinary action will be taken against any employee who violates these
rules and procedures.

¥ The Company will consult with the employees periodically to ascertain what
measures should be taken to increase awareness of health and safety and to
ensure that all necessary measures are taken to make this policy effective.

¥ The Company will take such measures as may be necessary to ensure proper
training, supervision and instructions of all employees in matters pertaining to
their health and safety and to provide any necessary information.

Personnel Responsible for Health and Safety

¥ The person having overall responsibility for health and safety will be Doreen
Ford

¥ The Health & Safety Officer when on tour shall be allocated by the venue. It is
the duty of the Tour Manager to identify this person on arrival at the venue.

¥ Medical assistance will be provided at each venue. The names of those
qualified in first aid will be notified to the employees on arrival by the Tour
Manager

Arrangements for Health & Safety

The details and procedures for health and safety are annexed and must be observed
at all times by all employees.



SAFETY RULES

Workplaces

¥

Workplaces must be kept clean and tidy with rubbish and discarded materials
placed in the receptacles provided.

Proper attention must be paid to hygiene.

All materials must be properly and safely used and when not in use properly
and safely secured.

Care must be taken to ensure that the work place is not hazardous either to
employees or to third parties including trespassers.

Smoking

Smoking is prohibited at all times.

Fire

¥
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Employees should ensure that they are familiar with the position of the
nearest fire-fighting equipment, alarms and emergency exits.

They should ensure that they understand how to operate such equipment. In
particular, employees are asked to use electric fires and other heaters (if and
where permitted) with caution and to keep flammable materials, in particular
paper, away from sources of heat.

Employees should report any faulty electric cable or flex immediately.
Emergency exits, stairs, corridors and doorways should not be obstructed.
Fire doors should always be kept closed.

Employees should be fully conversant with the fire drill and be aware of the
nearest fire exit and assembly points.

Lifts should not be used in an emergency.

Employees should leave the building quickly and in an orderly fashion
following the correct route.



Electrical Equipment

¥ Any equipment in a dangerous or worn condition must be reported by the
employee to the Operations Manager.

¥ All electrical equipment that does not require continuous operation should be
switched off when not in use and plugs removed from socket outlets

¥ Employees should never use equipment that is suspected to be faulty, or
where the cable or flex is damaged or connections are loose.

¥ Any faults should be immediately reported to the Operations Manager.

¥ Employees should not attempt to repair or interfere with electrical equipment
or wiring themselves, and should not use dual or other socket outlets unless
these have been properly authorised by an electrical engineer.

Floors

¥ Cables and wires should not be permitted to trail across the floor where people
may be passing, unless a covering is provided.

¥ Employees should take extra care on newly polished or wet floors.

¥ Any liquid spilt on the floor should be wiped up immediately.

¥ Damaged floor covering or surfaces should be treated with care and reported
immediately.

Ladders, Sepsand Sairs

¥ Where ladders or steps are used to reach above normal height, employees
should ensure that they are firmly based and secure.

¥ Where necessary, assistance should be sought to prevent them slipping.

¥ Employees should exercise care on stairs and handrails should be used.

Alcohol and Drugs

¥ No alcoholic liquor or drugs (other than those prescribed by a registered
medical practitioner and which do not affect the employee's ability safely to
undertake his duties) may be brought on to, used or consumed at any
workplace.

¥ The Company will suspend any employee who, in the opinion of the
Company, is under the influence of drugs or alcoholic liquor and appropriate
disciplinary action will be taken against the employee under the terms of the
Company's disciplinary procedure, which may lead to dismissal.



Access
¥
¥

¥

Carryi
¥

¥
¥

Means of access to and egress from the work place must only be used for the
purpose for which they are provided.

No employee must tamper with any means of access to or egress from the
work place.

Any means of access to or egress from the work place, which is in a
dangerous or unsuitable condition for use, must be reported by employees to
Operations Manager or to your Tour Manager.

ng Heavy ltems

Lifting or carrying items such as word processors, heavy bundles of papers
or files should be done carefully.

Employees should ask for assistance if there is any danger of strain.

Heavy objects should be lifted in the correct manner without bending the
back.

Accident or Illlness at Work

¥

Any accident or illness occurring on the Company's premises should be
reported to the Office Manager who should ensure that all details are entered
in the accident report book.

It is important that all injuries however slight should be reported.

If a dient isinvolved the employee must not in any way admit liability
on behalf of himself, other employees or the Company.

Employees should ensure that they know the names and locations of the
persons designated to take charge of the first aid cabinet and to render first
aid in an emergency.

In an emergency, if speed is considered essential, an ambulance should be
called.



General

¥ Employees must not engage in any horseplay or misuse any equipment or misuse
anything provided in the interest of health and safety.

¥ Any employee who fails to follow this rule will be subject to disciplinary action
under the Company's disciplinary procedure and may be dismissed.

¥ Employees should remain alert and report any practices they observe which in
their opinion could constitute a hazard to themselves or others.

¥ Where additional rules are issued to employees in relation to machinery or
operations, which they carry out, these additional rules, must be carefully
complied with.

¥ Employees should take particular carewhen visiting or working
temporarily in other work places wher e they may not be conver sant with the
health and safety rules.
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Rights For Parents

The Company accepts and will implement the rights for parents set out in
Government legislation.

The following is intended as a guide to the present scheme, but this may be altered
from time to time.

Adoption Leave

Adoption leave and pay are available to;
¥ Individuals who adopt
¥ One member of a couple where a couple adopt jointly

Adopters are entitled to up to 26 weeks adoption leave at the set government rate,
followed immediately by up to 26 weeks additional adoption leave unpaid. To qualify
an employee must
¥ Be newly matched with a child for adoption by an adoption agency and
¥ Have worked continuously for their employer for 26 weeks ending with the
week in which they are notified of being matched with a child for adoption.

M ater nity Leave

Any employee is entitled to 26 weeks maternity leave, irrespective of her length of
service.

You must notify us by the 15™ week:
a)  That you are pregnant;

b)  Ofthe expected week of confinement. We may ask you to obtain a certificate
from your doctor or midwife to confirm this;

c) Ifpossible 21 days in advance, the dates when you intend to start your
maternity leave.

If you are absent due to your pregnancy within the six weeks prior to the expected
week of confinement, your maternity leave will start automatically.

During this period you are entitled to all contractual benefits except pay.

Additional Leave

Employees with 26 weeks continuous service by the beginning of the 14™ week
before the expected week of childbirth are entitled to an additional 26 weeks
maternity leave.



Time off for antenatal care

All pregnant employees are entitled to time off with pay to keep appointments for
antenatal care made on the advice of a registered medical practitioner, midwife or
health visitor.

Right to Return to Work

Pregnant employees who have two years continuous service at the point 11 weeks
before the expected week of confinement are entitled to return to work up to 29
weeks after the week of the birth of the child, under the same terms and conditions
she had immediately prior to her absence.

If you qualify and wish to exercise this right, you must:

a)  No less than 3 weeks before, tell us in writing that you are pregnant, that you
are intending to go on maternity leave and the expected week of confinement;

b)  Where we ask you during the three-week period prior to your 14-week
maternity leave, confirm within 14 days whether you are intending to return;

c¢) Give us 21 days notice of the date that you intend to come back. This can be
extended on one occasion only by up to four weeks due to ill health.

M ater nity Pay

If you have been employed for 26 weeks prior to the 15th week before your expected

week of confinement, and have an average weekly earning of at least the lower

earnings limit for National Insurance contributions; you are entitled to SMP at a flat
rate prescribed by the Government.

Health and Safety

Pregnancy can give rise to specific health and safety problems. We will endeavour to
anticipate these, but if there are matters that you need to raise, please inform us.



Pater nity Leave

Employees who:
¥ Have or expect to have responsibility for a child’s upbringing
¥ Are the biological father of the child or the mother’s husband or partner and
¥ Have worked continuously for their employer for 26 weeks ending the 15" week
before the baby is due can choose to take either one week or two consecutive
weeks’ paternity leave (not odd days)

This must be completed:
¥ Within 56 days of the actual date of birth of the child, or
¥ If the child is born early, within the period from the actual date of birth up to 56
days after the first day of the expected week of birth.
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DISCIPLINARY PROCEDURE

Overview

This disciplinary procedure provides for sanctions to be given for failure to meet the
Company standards of job performance, conduct (whether during working hours or
not), and attendance, or for breach of any terms and conditions of employment. The
procedure applies to all employees, who should familiarise themselves with its
provisions.

If you are subject to disciplinary action: the procedure is designed to establish the
facts quickly and to deal consistently with disciplinary issues. No disciplinary action
will be taken until the matter has been fully investigated;

¥

You will be advised of the nature of the complaint at every juncture and be
given the opportunity to state your case. You may also request representation
or be accompanied by a fellow employee of your choice.

You will not be dismissed or your contract terminated for a first breach of
discipline except in the case of gross misconduct, when the penalty would
generally be instant dismissal, or termination of contract without notice, and
without pay in lieu of notice.

You have a right to appeal against any disciplinary action taken against you
The procedure may be implemented at any stage if your alleged misconduct
warrants the action.

You have the right to request the attendance of a co-worker or union official
at a disciplinary hearing.

The Procedure

¥

¥

Before taking any formal disciplinary action, the company will make every
effort to resolve the matter by holding informal discussions with you. If this
fails to bring any improvement then the formal disciplinary procedure shall be
implemented.

First War ning

If conduct or performance is unsatisfactory, you shall be given a written
warning. This warning will be recorded and remains on file for a period of six
months.

You may also be informed that a final written warning may be considered if
there is no satisfactory improvement or change. In extreme cases a final
written warning may be given immediately.



Final Written Warning

¥ If the offence is serious, or there is no improvement in standards, or a further
offence of a similar nature is committed, then a final written warning will be
given.

¥ This will include the reason for the warning and a period of time will be given
in which you can improve your performance, before further action is taken.

Dismissal or action short of dismissal

¥ [Ifyour conduct or performance has failed to improve then you may suffer
demotion, or dismissal.

Statutory discipline and dismissal procedure

If you face dismissal or action short of dismissal then the minimum statutory
procedure will be followed. This involves;

¥ Step 1 A written note to the employee detailing the allegation.

¥ Step 2: A meeting to consider and discuss the allegation

¥ Step 3: A right of appeal, this includes an appeal meeting.

You will be reminded that you have the right to b accompanied by a representative.



Gross Misconduct

For gross misconduct the management will reserve the right to dismiss instantly and
normally dismissal will then be without notice. Examples of gross misconduct where

the management has reasonable grounds for believing that the following matters have
occurred are:
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dishonesty, theft or fraud;

communicating confidential information to third parties;

working for a competitor without permission;

falsification of Company records or unauthorised removal or sale of Company
products or property;

willful damage to Company property;

conviction of a serious criminal offence (taking into account the provisions of the
Rehabilitation of Offenders Act 1974);

taking bribes in connection with employment;

actions, which endanger an employee's safety;

knowingly breaking a legal requirement in connection with employment;

assault, threatening or inflammatory behaviour or rudeness to colleagues, clients or
customers;

willful refusal to carry out a reasonable and proper instruction;

false expense claims or fraudulent purchases;

loss of driving license where driving is an essential part of the employment;
being under the influence of alcohol or illegal drugs during work hours or on
Company property.

This list is not exhaustive.

Suspension

The Company reserves the right to suspend an employee on pay pending
investigation. Such suspension does not imply guilt and will be for as short a period
as possible.

¥ If the employee is dissatisfied with the outcome of any stage of the above
procedure he may appeal in writing to the Development Manager within one
week of the decision.

¥ At the appeal hearing the employee will again be given the chance to state
their case and the right to be accompanied by a fellow employee or union
official of their choice.

The Company's decision will be final.
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GRIEVANCE PROCEDURE

It is the policy of Monster Productions to ensure that employees with a grievance relating
to their employment can make attempts to have their problem resolved as quickly and as
fairly as possible.

If you feel that you have a problem then you should follow the procedure below.
I nformal Discussion

¥ Ifyou have a grievance to do with your employment then please bring it to the
attention of your immediate superior. The company hopes that at this stage the
matter can be resolved easily at to everyone’s satisfaction.

¥ Ifyou feel that the matter has not been resolved then you should put your
grievance in writing to your immediate superior. You will receive a response
within five working days in an endeavour to resolve the problem.

¥ Should you still feel unsatisfied then you should raise the matter in writing to
a member of senior management. You should detail all aspects of your
complaint. They shall contact you within five working days to offer you a
suitable time to meet. You are entitled to bring representation to the meeting.

¥ If you have exhausted the previous methods and are still unhappy then please
put your grievance in writing to the Monster Productions board. You will
receive a response within seven working days of the grievance being received
and a meeting will be arranged between yourself and either a member of the
board or their deputy.

The Boards decision isfinal



