
Coast Youth Community Trust – Policy Handbook 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Coast Youth Community Trust 
 
 

Policy Handbook 
 

August 2021 
 
 
 
 
 
 
 
 

 
 
 
 



Coast Youth Community Trust – Policy Handbook 

Table of Contents 

INTRODUCTION	 1	

STAFFING	POLICY	 2	

POLICE	VETTING	POLICY	 4	

PERFORMANCE	APPRAISAL	POLICY	 5	

CODE	OF	CONDUCT	 7	

BULLYING	AND	HARASSMENT	POLICY	 9	

DISCIPLINARY	ACTION	POLICY	 14	

WELLBEING	POLICY	 16	

DIVERSITY	AND	INCLUSION	POLICY	 18	

CHILD	PROTECTION	&	DISCLOSURE	OF	ABUSE	POLICY	 21	

HEALTH	AND	SAFETY	POLICY	 23	

SMOKING	AND	DRUG	POLICY	 25	

TIME	OFF	IN	LIEU	POLICY	 26	

CONFIDENTIAL	INFORMATION	AND	PRIVACY	POLICY	 27	

INFORMATION	TECHNOLOGY	POLICY	 29	

WORK	FROM	HOME	POLICY	 32	

DRIVING	POLICY	 33	

CLIENT	COMPLAINTS	POLICY	 36	

SOCIAL	MEDIA	POLICY_____________________________________________________________39	

CREDIT	CARD	POLICY______________________________________________________________40	

ACKNOWLEDGEMENT	 41	



 

1	
	

	

Introduction 
This handbook is intended to assist employees (“the employee”, “staff”, “you”, “your”) to 
understand how Coast Youth Community Trust (“the employer”, “the Trust”, “CYC”, “we”, 
“us”, “our”) operates by providing a single reference source of all of our current policies and 
procedures. 

The policies in this handbook may be updated from time to time. 

If staff are unsure about the policies described in this handbook, or have any questions or 
suggestions, they are encouraged to speak to their supervisor. 

These policies form part of your employment agreement (unless the context or your 
individual employment agreement indicates otherwise). 

Where there is a conflict between this policy and your individual employment agreement, 
your individual employment agreement is the authority. 

This policy handbook will be made known to you at the beginning of your employment and 
be available to you at any time throughout for your reference. 

By signing the acknowledgement section at the end of this handbook, you indicate that you 
have read and understood its contents and agree to act consistently with it. However, the 
absence of a signed copy of the policy handbook is not an indication that it has not been 
made known and available to you, or that the requirement of compliance with these policies 
has not been made clear. 
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Staffing Policy 
1. Purpose 

 CYC Trust is committed to recruiting and retaining the best possible candidates for 1.1.
available positions. The Trust is committed to providing equality in employment for all 
people employed or seeking employment. Definition of Staff - Staff are defined as those 
who have a current Employment Agreement for contractual, full- time or part time 
employment with CYC Trust or have a Volunteer Services Letter. 

2. Fairness in recruitment 

 As an equal opportunity employer, we are committed to ensuring that our 2.1.
recruitment process and all associated decisions are fair, genuine and free from any 
form of discrimination. Factors such as race, biological sex, gender, sexual 
orientation, socio-economic status, disability, religion, age or any other unjustified 
superficial factor will not be taken into account during the recruitment and selection 
process – all candidates will be treated fairly, and judged solely on their merits and 
anticipated fit with the role, our organisation as a whole and our values. 

 All staff appointments will be ratified by the Board of Trustees and follow the 2.2.
procedures as set out in the following paragraph. 

3. Fit and proper person 

 Our work is closely connected to the community and working with young people – 3.1.
we expect all of our employees and volunteers to be positive role models to the 
young people we serve and uphold our good reputation in the community. As part of 
our staffing process to ensure we fairly select the best candidate for any particular 
role, we will make an assessment of whether that person is a fit and proper person. 
Among other things, we may consider whether the person: 

a) is of good character including being reliable, trustworthy and honest. 

b) displays respect for other people and the cultural and social values of 
New Zealand. 

c) has ever had civil proceedings (other than divorce or dissolution of civil 
partnership) brought against him or her, for example a Protection or 
Trespass Order taking into full consideration the circumstances of the 
proceedings and any explanation offered. 

d) is or has been the subject of any complaints or professional disciplinary 
proceedings in New Zealand or overseas. 

e) is or has been the subject of any allegations of misconduct, including 
academic misconduct or disciplinary proceedings or investigation at a 
post-secondary educational institution. 

f) has had their name removed from any professional register in New 
Zealand or overseas; and 

g) has any criminal convictions in New Zealand and overseas and the 
circumstances of that offending. 
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4. Recruitment 

 The hiring process includes: 4.1.

(a) identifying staffing needs 

(b) writing job descriptions 

(c) recruitment 

(d) selection; and 

(e) making an offer of employment.	 

 Following a recommendation from the Management Committee to appoint further 4.2.

staff members, the Trustees will delegate the responsibility to proceed with a 
recruitment process.   

 A job description and details of the vacancy will be made available for candidates.   4.3.

 All candidates screened for suitability and those selected to be offered an 4.4.

interview.  

 After conducting interviews, a recommendation of the most suitable applicant is to 4.5.

be presented to the Board prior to any job offer being presented to a candidate. 
Selected candidates will undergo police vetting in accordance with our police 
Vetting Policy. 

 All staff appointments must be ratified by the Board of Trustees. 4.6.

5. Offer process 

 The offer process is set out below: 5.1.

a) The candidate is given a copy of the proposed individual employment 
agreement, and the offer letter. 

b) The candidate should then be given the opportunity to take independent legal 
advice (at minimum a few days). 

c) Before the commencement date the candidate should sign and return the 
employment agreement. 

 Following the above process allows the candidate to ask any questions or negotiate 5.2.
any changes to their employment agreement before they accept an offer of 
employment and begin work. Misunderstandings can arise where an employment 
agreement contains terms which are different to what a candidate believes was 
agreed. 
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Police Vetting Policy 
1. Purpose 

 All staff members in our organisation may require police vetting prior to their 1.1.
employment with us. This policy is designed to work alongside our staffing policy, 
outlining the responsibilities relating to police vetting. 

2. Procedures 

Who needs to be police vetted? 

 All staff, volunteers and Board members need to be police vetted. 2.1.

When are staff police vetted? 

 Staff must undergo the policy vetting process when they are initially engaged by us. 2.2.
Employment or engagement will be conditional on a satisfactory police vet. 

 All current employees, volunteers and Board members that were police vetted prior 2.3.
to their employment may be required to have their police vets renewed from time to 
time. 

What is the police vetting procedure for new staff who require vetting? 

 The following procedure applies to new staff who require police vetting: 2.4.

a) A prospective staff member will be asked to complete a police vetting form 
and provide two forms of suitable identification. 

b) We will process and review the police vetting information. 

c) Job offers will remain conditional until police vetting has been completed. 

d) Where the police vet yields information that is of concern, the Vetting Officer 
will discuss the concerns with the Director and the applicant’s prospective 
supervisor, and a decision will be made as to whether the employee will be 
engaged by us. 

3. Confidentiality 

 The information which is obtained as a result is police vetting should be treated as 3.1.
confidential. 

	

	  



 

5	
	

Continuous Improvement Policy 
1. Purpose 

 Our continuous improvement policy is designed to improve the effectiveness of our 1.1.
staff, support professional development and provide guidance on how performance 
problems will be managed. 

2. Performance evaluations 

 We aim to provide meaningful feedback to employees to assist them in becoming 2.1.
more effective in their current role, as well as provide a formal opportunity to hear 
employee feedback. 

 The principal objectives of performance evaluation are to: 2.2.

a) identify achievements and strengths; 

b) provide an opportunity for mutual feedback between employee and 
supervisor; 

c) identify staff professional development and training needs; 

d) ensure position descriptions are accurate; and 

e) discuss the employee’s goals and aspirations and plan the year ahead. 

 Formal performance evaluations are usually conducted yearly. Outside of formal 2.3.
evaluations the supervisor and employee are strongly encouraged to discuss job 
performance and goals on an informal and regular basis. Employees should be 
given at least two weeks’ notice of the meeting, so they have time to reflect and 
prepare their answers and points for discussion. 

3. Poor performance 

What is poor performance? 

 Poor performance occurs when an employee is not meeting the standards or levels 3.1.
of performance required of their role. Poor performance is not misconduct, it is a 
management problem. However, in some cases of ongoing poor performance 
formal disciplinary action (including dismissal) may be justified after the employee is 
provided with assistance to improve and been subject to a graduated warning 
system. 

4. Policy 

 We will be active in improving employees’ performance by:  4.1.

a) reminding the employee of the required standards or level of 
performance; 

b) telling them how those standards are currently not been met; and 

c) providing them with any information, training or supervision to help them 
achieve the required standards. 
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 Supervisors should also consider whether there are underlying issues which are 4.2.
impacting an employee’s performance such as resource issues, unclear targets or 
priorities or relationship problems with colleagues. 

 A performance improvement plan should:  4.3.

a) clearly identify areas which need improvement and the required standard; 

b) measure improvement based on objective and measurable criteria; 

c) set reasonable timeframes for improvement;  

d) outline any support or training the employee will be given;  

e) monitor the employee’s progress with regular meetings to check on 
progress; and 

f) include a graduated warning process which puts employees on notice 
that their employment may be in jeopardy if their performance does not 
improve. 

5. What happens if the performance improvement plan does not result in employee 
improvement? 

 If a performance improvement plan does not result in employee improvement, poor 5.1.
performance may become a disciplinary issue. Employees may be dismissed for 
ongoing poor performance after a fair and reasonable process is followed.  
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Code of Conduct 
1. Purpose 

 The purpose of this code is to provide the minimum standards of behaviour we 1.1.
expect of employees. It also contains examples of behaviour we will not tolerate 
and consider to be either misconduct or serious misconduct.  

2. Expected Behaviour 

 While you are an employee we expect you to: 2.1.

a) diligently carry out your duties to a reasonable standard; 

b) act honestly and ethically; 

c) be responsive and communicative when dealing with requests from 
clients and colleagues; 

d) be respectful, professional and polite; and 

e) maintain an acceptable level of personal hygiene and dress. 

3. Misconduct 

 Misconduct is behaviour which falls below the standard we expect of our 3.1.
employees. 

 If an allegation of misconduct against you is made then, depending on the 3.2.
circumstances, we may decide to investigate. If an allegation of misconduct against 
you is upheld it may result in disciplinary action. Repeated instances of misconduct 
(whether or not of the same type) may result in dismissal subsequent to issuing a 
final written warning. 

 Misconduct may include, but is not limited to: 3.3.

a) repeated lateness to work; 

b) absence from work without prior authorisation or a reasonable excuse; 

c) using abusive or offensive language; 

d) excessive personal use of work email or internet; or 

e) a minor instance of careless or negligent performance of duties. 

4. Serious Misconduct 

 Serious Misconduct is conduct which is so serious that it damages the trust and 4.1.
confidence we hold in you as an employee.  

 In instances of serious misconduct we may terminate your employment without 4.2.
notice (summary dismissal). However, we will observe the rules of procedural 
fairness which apply to termination of employment. 
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 Serious misconduct may include, but is not limited to: 4.3.

a) theft; 

b) dishonesty (including during a disciplinary process); 

c) bullying, harassment, intimidation, or threatening behaviour towards a 
colleague, customer, supplier or anyone else connected with our 
business; 

d) serious or repeated failure to follow a reasonable and lawful instruction; 

e) a serious instance of, or repeated careless or negligent performance of 
duties; 

f) using work email or internet to access or send illegal, offensive or 
obscene material; 

g) deliberate destruction of property belonging to us, a colleague, customer, 
supplier or anyone else connected with our business; 

h) actions which damage or have the potential to damage our reputation; 

i) actions which harm or have the potential to harm anyone connected with 
our business; 

j) actions which cause, or have the potential to cause, serious loss to us or 
anyone connected with our business; 

k) taking, selling, distributing or being impaired by drugs or alcohol while at 
work; 

l) being at risk of impairment while at work due to any use (whether at work 
or otherwise) of non-prescribed drugs or alcohol; 

m) breaches of our Health and Safety policies or directives, or any action 
which may or does cause us to incur liability for health and safety 
breaches; or 

n) unauthorised access to, use, or disclosure of confidential information. 
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Bullying and Harassment Policy 
1. Purpose 

 We aim to provide a safe and enjoyable work environment for all staff. We require 1.1.
high standards of personal behaviour consistent with our Code of Conduct. 
Employees are expected to behave ethically and show respect and courtesy in their 
interaction with others in the course of their work. 

 This policy provides guidance on what behaviours constitute bullying and 1.2.
harassment and outlines how complaints will be dealt with and investigated. 

2. Definitions 

Workplace bullying 

 Workplace bullying is defined by Worksafe New Zealand as the repeated and 2.1.
unreasonable behaviour directed towards a worker or a group of workers that 
creates a risk to health and safety. 

 Repeated behaviour means behaviour which is persistent and can involve a range 2.2.
of different actions over time. 

 Unreasonable behaviour means actions that a reasonable person in the same 2.3.
circumstances would see as unreasonable. It includes victimising, humiliating, 
intimidating, or threatening a person. 

 Below are some examples of behaviours which are often associated with bullying: 2.4.

• Verbal or physical abuse. 

• Isolating or ignoring someone on a constant basis. 

• Ridiculing or humiliating a person. 

• Making inaccurate accusations. 

• “Ganging up” on someone. 

• Belittling a person’s abilities, integrity or opinions. 

• Making unreasonable demands. 

• Taking credit for another person’s achievement. 

• Undermining or sabotaging a person’s work. 

• Scapegoating a person or unfairly blaming them for errors. 

Sexual harassment  

 Sexual harassment means any form of sexual or gender-oriented attention or 2.5.
behaviour that is unwanted and which is personally offensive to the recipient. 

 Sexual harassment occurs where: 2.6.

a) a request is made for contact or activity of a sexual nature which contains an 
implied or overt promise of preferential treatment or detrimental treatment in 
employment; or 
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b) a staff member is subject to language, visual or physical behaviour of a 
sexual nature that is unwelcome or offensive to that person and is either 
repeated, or of such a significant nature, that it has a detrimental effect on 
that person’s employment, job performance or job satisfaction.  

Racial harassment 

 Racial harassment occurs when an employee is subjected to behaviour which, 2.7.
directly or indirectly: 

a) Expresses hostility against, or brings into contempt or ridicule, the 
employee on the ground of colour, race, ethnic or national origins; 

b) is hurtful or offensive to that person; and  

c) is either repeated, or of such a significant nature, that it has a detrimental 
effect on that person’s employment, job performance or job satisfaction.  

 Racial harassment can include any of the following:  2.8.

a) Telling offensive jokes or sharing offensive pictures involving race, colour, 
ethnic origin or nationality. 

b) Teasing or comments about cultural differences. 

c) Using racial slurs or offensive labels. 

Respect 

 Respect can be defined as a consideration for yourself and others. It involves 2.9.
demonstrating consideration for other people’s privacy, space, belongings, 
viewpoints, philosophies, personality, beliefs, skills, and anything else that is 
important to them or their identity.  

 We expect all staff to show respect towards everybody associated with our 2.10.
organisation in any capacity. 

3. What is not bullying or harassment? 

 Occasional differences of opinion, conflicts and problems in working relationships 3.1.
are part of working life and do not necessarily constitute bullying or harassment. 

 The following are some examples of behaviours that are not considered to be 3.2.
harassment or bullying: 

a) One-off or occasional instances of forgetfulness, rudeness or tactlessness. 

b) Friendly banter, light-hearted exchanges, mutually acceptable jokes and 
compliments. 

c) Issuing reasonable instructions and expecting them to be carried out. 

d) Firm, but fair, management. 

e) Warning or disciplining someone in line with organisation policy. 
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f) Insisting on high standards of performance in terms of quality, safety and 
team cooperation. 

g) Legitimate criticisms about work performance (expressed in a reasonable and 
fair manner). 

h) Giving negative feedback, including in a performance appraisal, and requiring 
justified performance improvement. 

i) Expressing opinions that are different from others. 

j) Free and frank discussion about issues or concerns in the workplace, without 
personal insults. 

 A single incident of unreasonable behaviour will not constitute bullying (however, 3.3.
this does not mean that the behaviour is acceptable). 

4. How to deal with bullying and harassment 

 An employee who feels that he or she has been, or is being, bullied or harassed 4.1.
should discuss their concerns and options with their supervisor in the first instance, 
with the help of a support person if required. 

 If the issue is in regard to the manager’s behaviour, the employee should instead 4.2.
discuss the issue with the Director. They can then decide whether they wish to 
make a formal complaint, or instead deal with the matter informally in the first 
instance. 

Informal resolution 

 An informal resolution may be appropriate if the complainant feels able to deal with 4.3.
the problem themselves (with appropriate support) or chooses another method of 
resolution that stops short of making a formal complaint. 

 Informal resolution could include: 4.4.

a) Telling the person that their behaviour is offensive and asking them to stop. 

b) Writing to the person about their behaviour, requesting a change and advising 
that a complaint may be made if the behaviour does not stop. 

c) Asking for a facilitated meeting to be arranged to discuss the issues and 
reach an agreement about the relationship moving forward. 

 Informal resolution is unlikely to be appropriate if the harassment or bullying is 4.5.
serious, or where the behaviour is potentially criminal (for example sexual assault, 
threats of violence, or actual violence). 

Making a formal complaint 

 The following process applies if informal resolution is not the complainant’s 4.6.
preferred option, or fails to resolve the problem and an employee wishes to proceed 
with a formal complaint: 

a) The staff member making the complaint must advise their supervisor that they 
wish to make a formal complaint. 
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• If the complaint relates to their supervisor, or if the complainant is 
uncomfortable approaching them, they can contact the Director. 

b) The complainant needs to make their complaint in writing, stating the details 
clearly including any dates, times, what was said and done and any potential 
witnesses or other relevant evidence. 

• The person who was advised of the complaint needs to ensure that the 
complainant has appropriate support in this process. 

5. Formal investigations 
 

During an investigation 

 During an investigation immediate steps must be implemented to make the working 5.1.
environment safe for the alleged victim. This may involve temporary relocation of 
either the alleged victim or respondent, or other action that is reasonable and 
appropriate in the circumstances. In extreme cases it may be appropriate to provide 
paid leave to the alleged victim (with agreement) or suspend the respondent (after a 
fair process and only if justifiable) during an investigation. 

Appointment of investigator  

 We will appoint an appropriate investigator to undertake an investigation of the 5.2.
complaint. The investigator may be an appropriate internal or external person. 

 An investigation will meet procedural fairness requirements. This means that the 5.3.
respondent must be informed of their right to representation and of the possible 
consequences of the investigation. The investigator must also ensure that all 
relevant matters are put to the respondent so that they have a full opportunity to 
respond to the allegations. The complainant and any other participants need to be 
informed of the process and what the information gathered will be used for.  

Investigation report 

 The findings of the investigation will be outlined in an investigation report. 5.4.

 An investigation report makes factual findings including whether 5.5.
harassment/bullying occurred on the balance of probabilities and may make 
findings as to whether behaviour is a breach of the Code of Conduct. 

 Our usual disciplinary process may be initiated if the report concludes that bullying 5.6.
or harassment has occurred and we consider that disciplinary action is warranted. 

Outcome - Complaint substantiated 

 In all cases where a complaint is substantiated, the Management Staff are to take 5.7.
reasonable steps to ensure that: 

a) the bullying or harassment ceases immediately and appropriate steps are 
implemented to ensure the workplace is healthy and safe for the victim; 

b) the complainant is informed of the steps; and 
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c) is protected from any consequences of having made the complaint. 

Outcome - Complaint not substantiated 

 In the event that the respondent is cleared of the allegations: 5.8.

a) they will be advised in writing; and 

b) the letter and other notes relating to the allegation will not be placed on their 
personal file. 

 The complainant must be informed of the outcome. There may still need to be 5.9.
action taken to improve workplace relationships (for example, facilitated meeting 
between the parties, mediation, counselling or coaching). 

False complaint 

 In the event that the complaint is unsubstantiated and is proven to be maliciously 5.10.
false the complainant may be subject to disciplinary action after a fair process has 
been undertaken in accordance with the Disciplinary Action Policy. 

Support for staff 

 An employee may find it difficult to make a complaint about bullying or harassment. 5.11.
Where an approach has been made to a staff member by someone who believes 
they are being bullied or harassed, the staff member should make sure that the 
person has appropriate support or pass the complaint on to the appropriate person, 
in consultation with the complainant. 

 The rights of the person accused of bullying or harassment must be protected. The 5.12.
respondent should also be offered support and they must be given the opportunity 
to seek representation and time to prepare a response. There should be no 
presumption ahead of a proper investigative process that the respondent has 
engaged in bullying or harassment. 
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Disciplinary Action Policy 
1. Purpose 

 The purpose of this policy is to affirm our commitment to dealing with any 1.1.
disciplinary issue that arises, fairly and in accordance with all relevant law. This 
policy sets out the process by which disciplinary matters will be dealt with in order to 
ensure procedural fairness. 

2. Format and Possible Outcomes 

 The format of any disciplinary procedure will vary depending on the particular 2.1.
circumstances but may include any of the following actions: 

• An internal or external investigation into the matter. 

• Suspension of the employee or transferring duties pending an 
investigation. 

• Disciplinary meetings. 

• Informally resolving the matter. 

• Making decisions relevant to the continuation of an employee’s 
employment once fully informed. 

 Disciplinary action may result in a formal warning but may also result in dismissal. 2.2.
Dismissal may occur where we have made a finding of misconduct. Dismissal may 
be preceded by an oral warning, first or subsequent written warning or a final 
warning. In serious circumstances dismissal may occur without warnings. 

3. Procedure 

 The following procedure sets out the steps that we will take when dealing with a 3.1.
disciplinary matter, however as stated above the appropriate process will be defined 
by the particular circumstances. In practice some steps may be omitted if they are 
not appropriate for the specific matter being dealt with. 

Step one – Investigation 

 We will sufficiently investigate the matter before taking any action – this may take 3.2.
the form of either an internal or external investigation. The investigation may involve 
any investigatory techniques which are appropriate for the particular circumstances 
and lawful, for example interviewing employees and witnesses, investigating 
documents or reviewing camera footage. 

 Investigating the matter is not disciplinary action and does not form part of a 3.3.
disciplinary process. 

	



 

15	
	

Step two – Informing the employee 

 After identifying the presence of a matter that needs to be addressed or resolved 3.4.
we will inform the employee of: 

• our knowledge of the matter (with provision of all relevant information); 

• the specific allegation; 

• the possible consequences; 

• the time and date for an investigation meeting with you to hear your 
response as part of our investigation (providing some but not total 
flexibility to allow all parties to attend); 

• your right to seek representation and support; and 

• whether suspension may occur (if suspension is a possibility). 

 Informing you of the allegations is not disciplinary action and does not form part of a 3.5.
disciplinary process. 

Step three – Investigation meeting 

 Following sufficient investigation an investigation meeting will be conducted. The 3.6.
purpose of the meeting will be to hear your response to the allegations as part of 
our investigation. 

 The allegations will be put to you and you will have a full opportunity to respond. 3.7.
Once you have fully responded, the meeting will be adjourned to allow us to 
consider the response. You may decide to provide a written response instead of, or 
in addition to, an investigation meeting. As a result of your response we may decide 
to investigate further if it is reasonable and appropriate to do so, or conclude our 
investigation and make findings of fact. 

 Meeting with you to hear your response as part of our investigation is not 3.8.
disciplinary action and does not form part of a disciplinary process. 

Step four – Considering possible actions 

 Where we, as a result of a sufficient investigation and while following the proper 3.9.
procedure, determine in good faith that disciplinary action is appropriate we may 
take any disciplinary action that a fair and reasonable employer could take in the 
circumstances. We will ensure that all disciplinary options and alternatives to the 
same are thoroughly considered, and that an appropriate one for the circumstances 
is chosen as a preliminary decision. 

Step five – Preliminary decision 

 You will be notified of the preliminary decision and all relevant details in writing and 3.10.
given an opportunity to comment on the same before a final decision is made. We 
will consider your comments in good faith before finalising a decision. The board of 
trustees will be notified of the matter upon the making of a preliminary decision. 
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Step six – Final decision 

 Following consideration of your response to the preliminary decision a final decision 3.11.
will be made. We will communicate to you in writing the decision and the reasons 
for why it has been made. 

Wellbeing Policy 
1. Purpose 

 The purpose of this policy is to codify our commitment to encouraging the mental 1.1.
and physical wellbeing of every employee. 

2. Definitions 

 Workplace stress is the physical or emotional reaction someone may have to 2.1.
unrelieved and intense pressures in the workplace. 

 Mental health is a state of wellbeing in which every individual realizes their own 2.2.
potential, can cope with the normal stresses of life, can work productively and 
fruitfully and is able to make a contribution to their community. This is the definition 
as stated by the World Health Organisation and we adopt this meaning when 
discussing mental health and wellbeing. 

 Physical wellbeing in this context involves being in a state of good physical health, 2.3.
as well as being safe and protected, and not being exposed to any unreasonable or 
unnecessary risk. 

 Physical wellbeing is closely connected to mental wellbeing – an improvement in 2.4.
one is very likely to have a positive effect on the other, and equally a reduction in 
one can negatively affect the other. This is why we aim to encourage both of these 
aspects of overall health and wellness. 

3. Why do we promote wellbeing in our staff? 

 From a human perspective, it is morally and ethically correct to care for the 3.1.
wellbeing of our staff. We recognize that employees devote a significant amount of 
time and energy to their work, and it can be a dominant factor in their lives – it is 
only right that we as your employer make your work life as positive as we can, 
enhancing the great aspects of coming to work and addressing any issues that 
arise. 

 From a pragmatic perspective there are numerous benefits gained from promoting 3.2.
the health and wellness of our employees. For example, healthy employees are 
more focused, productive and efficient, form better relationships with customers and 
other staff members, are more likely to positively represent our company and brand, 
and generally create a better working environment for everybody. 

 As your employer, we have a vested interest in ensuring you stay both physically 3.3.
and mentally healthy whether you adopt a human or pragmatic perspective. 
Because of this, we take your mental and physical wellbeing seriously and strive to 
ensure that work does not negatively impact the wellness of any staff member. 
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4. Mental wellbeing 

 We encourage staff to be proactive about their mental health and stress 4.1.
management. If you feel as though you are overly stressed we encourage you to 
discuss this with us  so that solutions and support can be put in place.  

 You should take all of your annual holiday entitlement each year. 4.2.

5. Physical wellbeing 

 We encourage staff to stay active during work, as well as in their personal lives. 5.1.

 Part of physical wellbeing is creating a safe environment where employees (and 5.2.
anybody else involved with our business) are as protected from hazards as is 
reasonably possible. 

 We recognize that it can be difficult for employees in some roles to stay active, 5.3.
particularly where the majority of work is desk-based. Desk-based work has its own 
set of health and safety risks such as eye strain, back strain, or RSI. To address 
this, workspace assessments will be carried out periodically – employees may also 
request a workspace assessment at any time, and should raise any issues with 
their workspaces or other health and safety concerns with us immediately. 

 More details about how we are committed to physical safety at work can be found in 5.4.
our health and safety policy. 

6. Wellbeing support 

 If you are facing a problem related to wellbeing we encourage you to talk about it 6.1.
with someone you trust, either internal or external to our organisation. 

 There are numerous resources available to you to assist with any aspect of your 6.2.
wellbeing, either work related or personal. 

	

	

	

	

	

	

	

	

	

	  



 

18	
	

Diversity and Inclusion Policy 
1. Purpose 

 We recognize that diversity within our organisation is a positive factor directly 1.1.
contributing to our success. Every individual employee contributes a unique 
perspective and set of skills to our organisation due to their individual 
characteristics. 

2. Definitions 

 Diversity in this context refers to the range of characteristics that make employees 2.1.
different from one another. Any characteristic that is unique to an individual, or sets 
an individual apart from another, contributes to diversity, however common 
characteristics contributing to diversity include: 

• Race	
• Religion 
• Cultural background 
• Language 
• Biological sex 
• Gender 
• Sexual orientation 
• Age 
• Disability 
• Family status 
• Socio-economic status 
• Education level 
• Life experience 
• Thinking style 
• Personality type 

 Inclusion in this context refers to our commitment to ensuring every employee 2.2.
feels that they are a valuable part of our organisation and included in workplace 
activities. 

3. Why do we value diversity? 

 The diversity of our employees helps our organisation succeed in the diverse 3.1.
environment that modern day businesses operate in. 

 From a human perspective, accepting and celebrating diversity is morally and 3.2.
ethically correct – it is one of the ways we promote equality. 

 From a pragmatic perspective, there are numerous well-known benefits for our 3.3.
organisation gained from celebrating and promoting diversity. The Equal 
Employment Opportunities Trust (trading as Diversity Works New Zealand) outlines 
the following non-exhaustive list of benefits: 

a) Better productivity and engagement 
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Employees who feel valued and included in a team are more engaged, 
which is a direct contributor to productivity and therefore profitability. 

b) Better decision making 

Having diverse viewpoints whether from different cultures, experiences or 
working styles enhances decision-making, delivering a high-performance 
business culture. 

c) Better people 

Providing opportunities for everyone enhances your reputation as a good 
employer giving you greater access to top talent. 

d) Better opportunities 

An engaged, satisfied, versatile and multi-skilled workforce will give you a 
competitive edge, help you tap into new markets and ensure your teams 
are equipped to connect and communicate with new customers. 

e) Better stakeholder engagement 

How the public, customers, investors and employees feel about your 
business matters. Doing the right thing with the right people for the right 
reasons will enhance your engagement with your stakeholders. 

 Discrimination in this context refers to the unjust or prejudicial treatment of an 3.4.
individual, or any group of individuals. 

4. Policy 

 We recognize the value inherent in the diversity of our employees, as well as the 4.1.
value that can be brought to our organisation by the diversity of prospective 
employees. 

 We consider discrimination to be both morally unacceptable as well as damaging to 4.2.
our business. We do not tolerate any form of discrimination within our organisation, 
either active or passive. 

 Decisions to hire new employees, as well as to further develop and progress 4.3.
existing employees, will be made solely on the merits of each individual and their 
anticipated fit with the role, our organisation as a whole and our values. 

 Breach of this policy may lead to disciplinary action in accordance with our 4.4.
disciplinary action policy. 

 Bullying and harassment of any kind will not be tolerated. Our commitment to 4.5.
preventing bullying/harassment within our organisation is further set out in our 
bullying and harassment policy. 

5. Your responsibilities 

 Everybody associated with our organisation should support our commitment to 5.1.
diversity and inclusion and reflect this in their behaviour, for example by: 

a) actively encouraging fair and equal treatment of all individuals associated 
with our organisation; 
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b) being conscious of cultural differences and sensitivities; 

c) valuing the differing knowledge, perspectives and experiences that others 
provide; 

d) challenging discriminatory behaviour in an appropriate manner; 

e) being inclusive in their language when communicating; and 

f) reporting any incidents of discrimination, or anything else inconsistent 
with our commitment to diversity and inclusion to the appropriate person. 
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Child Protection & Disclosure of Abuse Policy 
1. Purpose 

 This policy is implemented pursuant to part 2 of the Children’s Act 2014 for the 1.1.
purpose of setting out provisions on the identification and reporting of child abuse 
and neglect. 

2. The Oranga Tamariki Act 1989 

 In New Zealand there is no legal obligation to report suspected child abuse to the 2.1.
Police, however we have our own expectations regarding the reporting of suspected 
or disclosed child abuse as set out in this policy. 

 Under the Oranga Tamariki Act 1989: 2.2.

a) When dealing with matters of suspected child abuse, the well-being of the 
child is the first and paramount consideration. 

b) Any person who believes a child or young person has been or is likely to 
be abused may report the matter to the Police. The person making the 
report, provided it is made in good faith, is protected from any civil, 
criminal or disciplinary proceedings related to the report. 

3. Identifying Child Abuse 

 Physical Abuse  3.1.
Physical abuse is a non-accidental act on a child that results in physical harm. 

 Emotional Abuse  3.2.
Emotional abuse is the persistent emotional ill treatment of a child having a severe 
adverse effect on the child's emotional development. 

 Sexual Abuse  3.3.
Sexual Abuse involves forcing or enticing a child or young person to take part in 
sexual activities, including non-contact acts. 

 Neglect 3.4.
Neglect is the persistent failure to meet a child's basic physical or psychological 
needs, causing long term harm to the child's heath or development. 

4. Reporting Expectations 

 All staff (and volunteers) are responsible for identifying and responding to concerns. 4.1.
Any issues of suspected child abuse must be taken seriously and handled in an 
appropriate manner – the first and paramount consideration is the safety of the 
child. 

 Should a staff member or volunteer suspect that a child is being abused, or a child 4.2.
discloses abuse to a staff member or volunteer, the suspicion or disclosure must be 
documented and reported as soon as practicable to your manager. 
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 The manager will assess the matter (in consultation with others as appropriate, 4.3.
including the board) to determine whether it is appropriate to report the matter to the 
Police and OT. If it is appropriate to do so the matter will be reported. 

 Although parents or caregivers of the child will usually be informed of concerns, 4.4.
there may be times when those with parental responsibility may not be initially 
informed. This may happen when: 

a) the parent or caregiver is the alleged perpetrator; 

b) it is possible that the child may be intimidated into silence; or 

c) there is a strong likelihood that evidence will be destroyed. 

 If it is an emergency and you suspect a child is at serious risk, or a crime against a 4.5.
child has been committed, this must be reported directly to the Police as soon as 
possible. 

5. Managing allegations against staff 

 Any allegation that a member of staff has behaved in an inappropriate or unsafe 5.1.
way towards a child must be taken seriously; the safety of the child will be the first 
and paramount consideration. The board will be notified without delay where an 
allegation is made, and we will refer suspected situations of child abuse by staff to 
the Police or Child Youth and Family, and OT. 

 Allegations will be treated in such a way that the rights of adults and the stress upon 5.2.
the staff member are also taken into consideration. 
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Health and Safety Policy 
1. Purpose 

 Coast Youth Community Trust is committed to maintaining a safe and healthy 1.1.
working environment for the safety and health of our employees and other persons 
in the workplace. 

 Health and safety is everyone’s business, and everyone is expected to share in our 1.2.
commitment to avoid all accidents and incidents, which may cause personal injury, 
property damage or loss of any kind. 

 Every employee is expected to act safely at all times to ensure their own welfare 1.3.
and that of their fellow employees and others in the workplace. 

2. Overview 

 We will ensure the safety of employees by: 2.1.

a) Providing and maintaining a safe working environment. 

b) Providing facilities for health and safety. 

c) Ensuring all plant and equipment is safe. 

d) Ensuring all employees (including any mobile workers), and other people 
at (or in the vicinity) of the place of work are not exposed to unmanaged 
or uncontrolled hazards. 

e) Developing and implementing emergency and evacuation procedures. 

 To achieve this we will: 2.2.

a) Systematically identify and control all hazards in our workplace.  Where 
there are significant hazards we will take all practicable steps to 
eliminate, isolate and or minimise these hazards to prevent any injury or 
damage. 

b) Inform all employees of these hazards and the hazard controls. 

c) Ensure all employees are properly trained and supervised. 

d) Inform all employees of emergency and evacuation procedures. 

e) Record all incidents and accidents in our workplace, and take all 
practicable steps to prevent these events from happening. 

f) Carry out planned self-inspections to monitor health and safety issues. 

g) Ensure all employees are given reasonable opportunities to participate 
effectively in ongoing processes for the improvement of health and safety 
in our workplace. 
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3. Sexual safety – male and female interactions 

 We acknowledge the importance of sexual safety and encourage all employees and 3.1.
volunteers to be aware of issues which may arise. We require all employees and 
volunteers to following the procedures below: 

a) Only “counsel” clients of the same sex as you. If you find yourself in a 
situation where a person of the opposite sex comes to you for counseling, 
explain that you need to get another person of that sex to sit in with you, 
or for another person to talk to the client separately. 

b) When providing transport, never travel with only one person of the 
opposite sex as you. It is OK to drop two or more people of the same sex 
off at the same destination however always ensure you will not be left 
with only one person of the opposite sex in the vehicle with you. This may 
require some planning and thinking ahead. 

c) On organized events/camps, there is to be no mixed tenting. This 
includes clients of opposite sex tenting together, and those in a 
leadership role tenting with clients of the opposite sex. It also applies to 
sharing bunkrooms or bedrooms. 

d) Employee/volunteers should refrain from touching others and should 
respect that person’s integrity by not touching anyone in a potentially 
sexual way. Handshakes, Hi-5s and the like are great ways to affirm and 
strengthen relationships with clients of both genders. 

e) Employee/volunteers should not be in potentially dangerous situations 
with clients, even of the same sex. For example being alone in a client’s 
home or bedroom or your own home or bedroom. Try to remain in places 
that are in view of others and easily interrupted. For example a café, or a 
conversation in a crowded gym or hall. 

f) Employee/volunteers need to ensure that contact with clients is not open 
to misinterpretation. No Employee/volunteer should be regularly phone 
calling, texting, emailing, writing or visiting a client of the opposite sex. 
Where needed this sort of contact must be only occasional and in 
accordance with the above guidelines. 

g) “Modesty” may be perceived as an out-of-date word, but it is difficult to 
find another word that describes what we’re trying to say. For example: 
mooning, skinny-dipping, public nudity and ‘lewd’ acts are not acceptable 
by any employee or volunteer.  In trying to role model within our 
community we need to be mindful of the way we represent ourselves, 
including our behaviour, the language we use, and how we present 
ourselves. 

4. Health and Safety Manual 

 Our comprehensive Health and Safety policy is set out in our Health and Safety 4.1.
Manual. A copy of this will be provided to employees and volunteers when they are 
onboarded. You can contact the Director at any point for a copy of the Manual if you 
do not have one. 



 

25	
	

	

Smoking, Drug and Alcohol Policy 
1. Purpose 

 Our smoking, drug and alcohol policy is intended to promote a lifestyle free of 1.1.
smoking, harmful substance or alcohol abuse to all members of the school 
community, including: 

a) preventing the exposure of young people to second-hand smoke and 
harmful substances; 

b) preventing young people being influenced by seeing others smoke and 
using harmful substances; 

c) encouraging young people to form a healthy relationship with alcohol; and 

d) sending a positive message about using alcohol responsibly and 
encouraging a smoke and harmful substance free lifestyle as the norm. 

2. Policy 

 Smoking is the single most preventable cause of premature death and ill-health in 2.1.
New Zealand, and most people who take up smoking do so by the age of 18. 

 Exposure to passive smoking affects the health of non-smokers, especially babies 2.2.
and children. Young people who receive consistent messages, see smoke free role 
models, and grow up in a smoke free environment are less likely to smoke. 

 CYC aims to work towards a smoke free society through: 2.3.

a) Role models – young people are more likely to start smoking if they see 
adults smoking, we encourage the role models in our organisation to be 
smoke free. 

b) All CYC activities are free of smoking, drug and substance abuse. 

c) We maintain a professional environment free of smoking, drug and 
substance abuse. 

d) Employees, volunteers, attendees of CYC run programmes are 
encouraged to embrace a lifestyle free of smoking, drugs and harmful 
substances. 

 CYC employees and volunteers are encouraged not to smoke, use illegal drugs or 2.4.
harmful substances. 

 CYC employees and volunteers will not consume alcohol while involved in any 2.5.
activity associated with the trust, excluding designated social events where alcohol 
is permitted. 

 There will be no smoking, drug or harmful substance use by any volunteer or 2.6.
employee of the Trust at any event or program run by us. Any use of alcohol will be 
responsible and only at designated social events run by us. Breach of this policy 
may result in disciplinary action. 
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Time Off in Lieu Policy 
1. Purpose 

 The purpose of this policy is to ensure that we provide you with fairness and 1.1.
flexibility during the working week. 

2. Definitions 

 Overtime means work performed by an employee at our request and agreement, 2.1.
which is in addition to the employee's ordinary hours of work (as defined in their 
employment agreement). 

 Time Off in Lieu (“TOIL”) means time off provided for overtime worked instead of a 2.2.
monetary payment. Typically this takes the form of starting later or finishing earlier 
on a particular day. 

3. Policy 

 Overtime may be necessary, however employees are not paid for overtime 3.1.
worked. Instead, employees are provided TOIL for overtime worked. Because of 
this, in order to maintain fairness we will allow employees to take TOIL on the 
following conditions: 

a) Employees communicate with their supervisor regarding overtime worked 
each week; 

b) Employees arrange TOIL that is appropriate, manageable and approved by 
their Line Manager; 

c) TOIL does not significantly impair our ability to carry out our functions; and 

d) Employees take TOIL within seven days of it becoming available to them. 

 TOIL is managed on an informal basis, it does not accrue, and it will not be paid out 3.2.
at any point during the employment relationship or at the termination of the 
employment relationship. 
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Confidential Information and Privacy Policy 
1. Purpose 

 In order for Coast Youth Community Trust to provide a responsible and professional 1.1.
service to clients, it is necessary for all staff, students and their parents/guardians to 
be asked to divulge information about themselves and their families. CYC Trust 
respects the confidentiality of all staff and client records, and with the exception of 
situations listed below as the limits of confidentiality, shares information about the 
staff member and client only among the agency or professional staff. The right to 
confidentiality applies not only to written records but also to video, film, pictures or 
use of staff and client names in publications. All records are considered property of 
the Trust, not the staff nor the client. 

 This policy affirms our commitment to our obligations under the Privacy Act 2020 in 1.2.
relation to how we manage and protect your personal information. 

2. Policy 

 In the course of providing our services we may need to collect and store personal 2.1.
information about you. You have the right to ask for a copy of any personal 
information we hold about you, and to ask for it to be corrected if you think it is 
wrong. If you would like to ask for a copy of your information, or to have it corrected, 
please contact your manager. 

 In your role as a staff member of CYC you may by virtue of your duties and position 2.2.
have access to personal or confidential information. We require that you: 

e) identify personal information and store the same securely in accordance 
with any instructions given to you by us; 

f) take care when disposing of confidential records including those 
containing personal information, ensuring that the same is disposed of in 
an irretrievable manner; 

g) do not leave records or personal information where an unauthorised 
person can access them; 

h) do not take records away from our premises unless required and 
authorised; 

i) keep information electronically secure, for example in a password 
protected place; and 

j) inform us without delay in the event you discover a privacy breach – you 
must not access any personal or confidential information you discover or 
have inadvertent access to as the result of a breach. 

We require that when dealing with personal information you act in accordance with the 
privacy principles set out within the Privacy Act 2020 – if you are unsure of your obligations 
in any particular circumstance contact your manager for guidance. 
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3. Privacy breaches 

 Despite our best efforts, inadvertent privacy breaches may occur. Where a privacy 3.1.
breach occurs we will comply with all of our obligations under the Privacy Act 2020, 
and follow the guidance of the Privacy Commissioner in assessing and responding 
to the breach. 

4. Access to Confidential Records 

 All staff may have access to their own personal records including their application 4.1.
forms, supervision records, police checks and references. This can be arranged 
through the Administration Manager. Staff application forms and other confidential 
information relating to them will be stored securely. 

5. Disclosures by clients 

 All staff will keep all one-to-one conversations with students and/or families 5.1.
confidential except within the limits of confidentiality below. Young people should be 
encouraged to understand the limits of confidentiality. 

 Staff must not pass on any information about a client to any individual outside of the 5.2.
CYC Trust without the client’s informed consent and the Manager’s agreement. 

 If a staff member receives information that a client may be in danger to him/herself, 5.3.
or to others, necessary steps must be taken to protect the appropriate individual. 
You must immediately notify your manager if you receive such information, 
including where a client discloses, or you have serious concerns about abuse 
(sexual, physical or emotional), or if a client reports their involvement in a criminal 
act. 

 Staff are not obliged to give their contact details to a client. If a staff member 5.4.
chooses to give personal contacts to a client it should only be done after the staff 
member has reached a level of relative comfort with the client. 

	  



 

29	
	

Information Technology Policy 
1. Purpose 

 This purpose of this policy is to provide you with a clear understanding of:  1.1.

a) Why email and internet access is provided. 

b) What we consider acceptable use of email and internet resources.  

c) How the email and internet may and must not be used. 

d) How and when email and internet may be monitored by us.  

 This policy applies to all staff. Failure to comply with this policy may result in 1.2.
disciplinary action. 

2. Email and Internet Access 

 We provide our staff with access to the internet and email for work purposes. Any 2.1.
personal use of these resources should be strictly limited in accordance with the 
guidelines below. 

3. Personal use 

 Limited personal use of the internet is acceptable if it does not interfere with 3.1.
business operations or work performance/productivity, and it is generally confined 
to break times/non-working hours. We may block access to certain websites over 
our network.  

 We expect that any personal use of your work related email accounts will be 3.2.
occasional and incidental. You should discourage third parties from sending emails 
to your work accounts, and any replies to personal emails (if necessary) should be 
brief. You should delete personal emails as soon as practicable in order to preserve 
system resources for work purposes. Your work related email accounts must not be 
used for subscriptions of a personal nature. 

4. Privacy and monitoring 

 There should be no expectation of privacy in regard to internet usage or emails sent 4.1.
or received from your work related accounts. We reserve the right to monitor and 
access all aspects of staff internet and email use, at any time, for any reason, 
without notification. 

5. Prohibited activities  

 We expect staff to use our internet, email and information technology (“IT”) 5.1.
resources in a responsible and ethical manner. This includes use of our wireless 
networks on staff personal devices. 
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 The following is a non-exhaustive list of examples of activities that are prohibited: 5.2.

a) Any illegal or fraudulent activity, including downloading/distributing pirated 
software or data. 

b) Obtaining, producing, viewing, or distributing offensive, derogatory, or 
sexually explicit material. 

c) Engaging in any behaviour which could be considered bullying, 
harassment, threatening, or otherwise offensive to others. 

d) Sending, receiving, or downloading any file to our network which may 
present a risk to our operations (including any software, photo, music, 
video, movie, podcast, or other similar material) without the permission of 
the IT service provider. 

e) Sending unsolicited junk mail or chain letters. 

f) Any communication/activity which could bring our organisation into 
disrepute. 

g) Unauthorized transmission of material which is confidential to our 
organisation. 

h) Use of company devices for recreational games or gambling. 

6. Social media  (See Full Social Media Policy on Page 39) 

 All use of social media must be appropriate – any harmful use of social media 6.1.
(whether harmful to a particular person or to our organisation) is unacceptable and 
may result in disciplinary action. 

 We encourage all employees and volunteers to use social media responsibly. Any 6.2.
interactions with clients over social media must be kept to a minimum, with records 
kept of any interactions (do not delete messages). 

 All staff should exercise caution when using social media. Inappropriate use of 6.3.
social media by people connected to us (particularly employees and volunteers) 
poses a significant risk to the reputation of our organisation. Staff are encouraged to 
use social media in a way that does not create risk for us. You should not represent 
yourself to be a member of our organisation on social media unless required. No 
employee or volunteer may represent themselves to be a spokesperson for CYC 
either on social media or otherwise without prior approval from the Board – any 
communications from the media must be deferred to the Board.     

7. Security 

 Where applicable staff are provided with an individual network and email account. 7.1.
Passwords are provided upon induction of new staff. Passwords should be changed 
post induction to ensure individual security. 

 Passwords should never be shared with others. Users should ensure unauthorised 7.2.
people do not have access to our resources.  
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8. Good email practice 

 Take care when forwarding emails or sending sensitive material. Check the 8.1.
recipient’s address carefully.  

 You should avoid sending emails unnecessarily, especially with large attachments 8.2.
as a large amount of traffic can slow down our system. “All staff” emails should be 
kept to a minimum to avoid disruption to other team members. Notices to all staff 
are preferred to be distributed via team meetings or noticeboards/newsletters where 
possible. We ask that you do not to send or forward trivial or frivolous emails. 

 A professional standard of communication is expected for emails as it is for other 8.3.
workplace communications. The standards are the same, regardless of whether the 
email is for external or internal distribution. Foul, abusive, derogatory, or 
discriminatory language is unacceptable. 

 Do not open anything attached to an email or click any link when the sender of the 8.4.
email is not known to you, or the email is unexpected or outside of the sender’s 
usual style/practice (since the sender’s account may have been hacked). In such 
situations the practice should be to call the sender and verify they did indeed intend 
to send the email and associated attachments. Any attachment can be used to 
transmit viruses which can compromise our system. 

9. Provision of equipment  

 IT equipment such as laptops may be provided to team members for the purposes 9.1.
of working outside the office or to provide capacity to work easily across multiple 
sites. Ownership of any such equipment, and information stored on it, is retained by 
us. Care should be taken with our equipment. Be mindful of the risk of theft. Any 
damage, loss, or theft of equipment should be promptly reported to management.  

 Upon exiting the organisation any equipment provided for use outside the office 9.2.
must be returned prior to/on the final day working day in the office. 
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Working from Home Policy 
1. Purpose 

 Here at CYC, we recognize that the line of work we are in requires flexibility. 1.1.
Working with young people well requires us to be able to respond and engage with 
them on their terms, which does not always fit within a 9am-5pm work day. 

2. Policy 

 Whilst we would like all our staff to work within our normal business hours, we know 2.1.
working from home and doing hours outside of your usual hours may be required 
from time to time. We will allow working from home from time to time with our 
agreement in consultation with you. 

 When you work from home with our agreement, the following three steps must be 2.2.
followed: 

a) Record the time you worked (start time and finish time). 

b) Record the activities that you did during that time. 

c) Report these to your manager as part of your time sheet process. 

 If working from home is becoming a regular part of your job, please ensure you are 2.3.
looking after your well-being and keeping in regular contact with your manager. It is 
important as part of our Wellbeing Policy to ensure that you maintain good work/life 
balance and that work does not take over your life. 
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Vehicle Policy 
1. Purpose 

 The purpose of this policy is to outline your obligations related to the use of vehicles 1.1.
provided from time to time by the Trust, and use of your own or any other vehicle for 
Trust purposes. 

2. Vehicles 

 A vehicle is not provided for personal use by an employee or volunteer unless 2.1.
permission has been given by the Trust. If you use the vehicle for personal use with 
our agreement you are responsible for meeting all fuel costs. 

 If permitted by your individual employment agreement we may deduct any costs 2.2.
incurred and payable by you from any amount we may owe to you. 

Infringements 

 We are not responsible for any infringements (including parking) you receive while 2.3.
driving a Trust vehicle. The cost of any infringements are to be met by you. 

Procedure following accidents 

 In the event of any damage or accident:   2.4.

a) This must be reported without delay to the Trust who will advise the 
Insurer.   

b) The driver must at the time of accident obtain the following information:   

• Driver's name(s) and phone number(s) of the driver(s) of all 
vehicles involved 

• The name of the owner(s) of the other vehicle(s). 

• The make and registration numbers of the other vehicle(s). 

• The names of the other driver’s/drivers’ insurance companies.  

c) The driver must also provide their name, the Trust’s name (as owner), 
and the name of our insurer (as advised from time to time) to the other 
driver(s). 

d) The driver must not make any admission of liability and must complete an 
insurance claim form without delay.  

Insurance 

 We will maintain appropriate insurance over all of our vehicles. 2.5.

 In the event of an accident or damage occurring whilst the vehicle is being used for 2.6.
personal use, the driver is responsible for meeting the claim excess amount as 
determined by the insurer in the policy. If the vehicle was being used for Trust 
business the excess will be covered by the Trust, regardless of whose fault the 
accident was.  
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 Where our insurer declines to meet the claim because the driver is uninsurable, 2.7.
prohibited from driving, not having a current license, was driving under the influence 
of drugs or alcohol or for any other reason, the Trust may claim insurance and 
consequently authorise the insurer to recover costs from the driver.   

Damage 

 We will recover the cost of any damage to the vehicle from you where the vehicle 2.8.
was damaged and the cost of the damage is not met by other means (such as 
insurance). 

 All non-accident damage, such as minor dents caused by unknown  persons, rust or 2.9.
broken parts are to be reported to the Management Staff who will decide whether 
repairs will be carried out.  

	

Out of Town Accidents 

 Where an employee/volunteer has an accident out of the metropolitan area and the 2.10.
vehicle cannot be driven, towage is to be arranged to the nearest garage. No 
authorisation for repairs is to be given without approval from the Trust.  

3. Your Obligations 

 While using any Trust vehicle or using your own vehicle for Trust purposes, you 3.1.
must: 

a) Remain fully qualified to drive.  

b) Take good care of the vehicle and maintain it in a clean and tidy 
condition, serviced as per the manufacturer’s recommendation (in 
consultation with us where appropriate). 

c) Ensure that the conditions of any insurance policy on the vehicle are 
observed. 

d) Ensure that sufficient information is available for us to assess our tax 
liabilities. 

e) Ensure that the vehicle is only driven by you or anyone else we expressly 
authorise. 

f) Ensure that you comply with all relevant laws including license conditions 
while driving. 

g) Drive in a manner which does not discredit us, and at all times be 
cautious and courteous to other road users. 

h) No smoking is permitted in any of our vehicles. 

4. Fuel card 

 In addition to a vehicle, you may also be provided with a fuel card. 4.1.
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 The fuel card provided is only to be used for fuelling the Trust vehicle you are 4.2.
provided with and disciplinary action will result where it is used in any unauthorised 
manner. 

 Fuel cards are able to be tracked. We are able to see what fuel is being purchased 4.3.
with the card, how much was purchased, where it was purchased and at what time. 

 Where we suspect that the fuel card is being used in an unauthorised manner we 4.4.
will contact the petrol stations and receive copies of the CCTV footage at the time of 
the suspicious transaction. This will show whether the fuel card is being used in an 
unauthorised manner. 

 Where we discover from our inquiries that the fuel card has been used for anything 4.5.
other than fuelling the company vehicle, we will: 

a) take disciplinary action against you up to and including dismissal; 

b) take legal action seeking repayment of any costs associated with 
unauthorised use, deducting these costs from any amount owing to you 
by us if permitted by your individual employment agreement; and 

c) file a police complaint where you may be charged with a criminal offence 
relating to the unauthorised use. 

5. Reimbursement of other costs 

 Reasonable parking costs incurred while in Trust business will be reimbursed. The 5.1.
amount should be paid by the employee or volunteer and will be reimbursed upon 
receipt by the Trust of a receipt and an expense claim form. 

 Any road toll costs should be paid on the day where possible. If the toll was incurred 5.2.
while on Trust business a receipt must be attached to an expense claim form to 
receive reimbursement. If not, the toll payment will be made by the administrator 
once notified of the toll by email/post. If the toll cost occurs when the vehicle is 
being used for personal use, then the driver will be liable for the toll cost.  
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Client Complaints Policy 
1. Purpose 

 Coast Youth Community Trust recognises the importance of having a policy and set 1.1.

of procedures relating to any complaints that are made against it or people working 
for it.  

 Ideally complaints will be resolved between the parties without involving others.  1.2.

 CYC aims to have a fair policy and set of procedures for situations where 1.3.
complaints cannot be resolved between the parties themselves. It is 
acknowledged:  

a) The client has a right to complain.   

b) Any complaints will be taken seriously.   

c) Both parties in the complaints procedure will be given a full and fair 
hearing.   

d) There is a system in place to deal with complaints that must be followed,   

e) an independent mediator can be called in if needed.  

f) Confidentiality of the complaint will be maintained – only the 
parties involved and the designated Trustees/Managers will be notified.   

2. Policy 

 These procedures are to be worked through step by step. At the completion of each 2.1.
step, if both parties are satisfied, the procedures can be ended. If parties are not 
satisfied, continue to the next step. At any point of intervention, all parties have the 
right to have their supervisors and/or advocate and/or whanau/family support 
present.   

 The complaint will remain confidential to the parties involved.   2.2.

 This procedure will be exercised in a way that will ensure any person/organisation 2.3.
complaining has the opportunity to be heard and treated fairly.  

 Steps: 2.4.

1. Approach the person/organisation directly about the problem. 

2. If not satisfied, give a written description of the grievance to the chairperson of 
the Coast Youth Community Trust Board of Trustees. The chairperson will 
notify the person/organisation making the complaint that the complaint has 
been received. This written grievance is a private document and will be seen 
only by the Trustees, the independent mediator, the person/organisation the 
complaint is from and the person about whom the complaint is made, if it 
pertains to an individual. 

3. The Board of Trustees will read and discuss the complaint at their next 
meeting.  
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4. The person complained about will be notified of the complaint and will be 
given an opportunity to read the written complaint and respond to the Board. If 
the Board is unable to resolve the complaint at this stage, it will move to Step 
5.  

5. The Board will bring in an independent mediator to enable both the 
person/organisation making the complaint and the person/organisation the 
complaint is against, to be heard. The person/organisation making the 
complaint will be given two dates to choose from, and the meeting will take 
place within two weeks of the Trust meeting.  

6. If mediation is not successful, three members of the Board, including the 
chairperson, will meet with both parties together with an independent mediator 
as facilitator. From this meeting the three Board members will make a final 
decision and direct any action to take place. This meeting will happen within 
two weeks of the previous meeting. Again, the person/organisation making 
the complaint will be able to have two dates to choose from for the meeting.  

7. The three Board members will report the decision to the full Trust Board, the 
person/organisation making the complaint and the person/organisation 
complained against within one week of the previous meeting.  
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Social	Media	Policy		
1. Purpose		

1.1	 Recognising	that	social	media	is	a	great	tool	of	communication,	the	purpose	of	this	policy	is	
to	create	a	safe	and	healthy	use	of	social	media	between	staff	and	clients	at	Coast	youth	
Community	Trust.		

2.	 Definition		

2.1	 Social	media	refers	to	any	digital	communication	outside	of	email	or	text.			This	includes,	but	
is	not	limited	to,	facebook,	Instagram,	linkedin,	snapchat	&	tiktok.	

	

3.Policy 

3.1 Employees	are	not	permitted	to	communicate	with	young	people	on	social	media	who	
have	not	yet	reached	the	legal	age	to	use	each	platform.	E.g.,	Facebook	requires	
members	to	be	13	years	or	over.	

3.2 Consider	not	adding	those	you	lead	to	your	social	media	pages	–	remember	that	what	
they	view	on	your	page,	may	speak	a	message	that	you	did	not	intend	for	them	to	
create.		i.e	seeing	you	with	alcohol	gives	no	context	to	healthy	drinking	culture	etc	and	
could	lead	them	to	assume	drinking	is	a	big	part	of	your	life.	

3.3 Employees	need	to	ensure	no	questionable	material,	photos	or	threads	are	on	their	
page	and	treat	their	personal	feed	in	a	manner	which	shares	life,	encourages	others,	is	
always	respectful	and	considerate	to	what	those	you	lead	may	perceive	posts	to	mean.	

3.4 If	you	choose	to	allow	young	people	to	access	your	page	or	communicate	with	you	on	
social	media,	the	only	acceptable	pages	are	Facebook,	Instagram,	Messenger	and	
texting.		Sites	such	as	Snapchat,	Tik	Tok	and	any	sites	not	previously	listed	are	not	
permitted	to	be	used	between	leaders	and	their	young	people.		

3.5 Use	of	inappropriate	language	including	sexual	references	(albeit	subtle	or	obvious)	are	
not	appropriate	regardless	of	your	intent	of	just	having	a	laugh.		

3.6 When	possible,	always	have	conversations	face	to	face	or	on	the	phone.	Text	messages	
can	easily	be	misinterpreted	and	do	not	hold	the	emotion	that	may	be	needed.		

3.7 If	you	are	video	calling	through	any	platform	with	young	people,	this	must	be	carried	out	
from	a	lounge,	kitchen,	dining	room	or	public	space.		Use	of	video	calling	in	a	bedroom,	
bathroom	is	not	acceptable.	

3.8 Communicating	with	young	people	via	any	platform	should	only	occur	between	7.30am	
&	9.00pm	with	the	exception	of	emergency	situations.	

3.9 Employees	should	not	say	something	on	social	media	or	via	text	that	they	would	not	say	
to	the	person	face	to	face.	

3.10Prior	to	posting	photos	of	young	people,	a	written	form	of	consent	must	be	obtained.					
							Programs	will	aim	to	seek	consent	in	registration	forms	etc,	but	if	you	wish	to	post	a		
							photo	of	a	young	person	you	lead,	we	suggest	a	message	requesting	consent	which	can		
							be	kept	evidencing	consent.	
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3.11We	strongly	discourage	allowing	young	people	to	use	your	personal	device	for	anything		
							other	than	calling	a	parent/guardian.			
	
	
3.12If	a	young	person	makes	comments	which	cause	concern	for	their	wellbeing,	this	must		
									be	reported	to	your	manager	immediately	so	supportive	action	can	be	put	in	place	to							
									protect	them.		
3.12If	you	have	any	concerns	or	need	clarity	around	healthy	social	media	use,	please	talk	to					
								your	manager.	

3.13Report	any	messaging	that	is	or	could	be	perceived	as		sexual		or		inappropriate	to		your									
manager	immediately	so	it	can	be	addressed	in	a	helpful	manner	(Employees	need	to		
document	this	kind	of	event	to	ensure	clear	records	are	held).		

3.14To	report	a	complaint	regarding	a	breach	of	this	policy,	please	follow	our	complaints				
									procedure	found	on	page	36.		

If	there	is	any	breach	of	this	policy	there	will	be	formal	discipline	that	may	result	in	suspension	
or,	in	severe	cases,	dismissal.		
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CREDIT	CARD	POLICY		
	

1. Purpose	
1.1 To	encourage	relevant	CYC	Trust	staff	to	manage	their	own	budget	and	have	the	necessary	

funds	readily	available	and	accessible	to	help	make	their	job	run	more	smoothly.		
1.2 To	have	consistency	within	CYC	Trust’s	spending	as	a	whole	that	is	reasonable	with	the	

person’s	specific	role.	
1.3	 For	expenses	to	be	accounted	for	and	justified	for	the	persons	role	and	to	have	boundaries	

around	this	spending.		
1.4CYC	Trust	credit	cards	are	issued	to	Management	Team	for	the	purpose	of	incurring										
						expenditure	on	behalf	of	the	Trust	in	an	efficient	manner	that	is	pre-approved	on	their		
						department	budget.	
This	policy	forms	part	of	our	audit	requirements	and	it	is	imperative	that	you	follow	this	at	all	
times.	

2. Policy	

2.1The	Card	is	to	be	used	for	CYC	Trust	Expenses	only.	Under	no	situation	should	this	Card		
be	used	to	incur	personal	expenditure	even	if	the	intention	is	to	repay	the	Trust.	

2.2The	Card	is	to	be	used	for	expense	transactions	and	not	to	be	used	to	draw	cash	from,					
							even	if	the	purpose	is	to	use	for	Trust	related	expenses.	
2.3The	Card	is	to	be	used	for	expenses	that	are	pre-approved	under	the	Annual	Budgeting			
							Process	and	not	for	additional	expenses	that	are	outside	this	process	unless	this	has		
							been	expressly	approved	by	the	Director	/	Administrator	/	Accountant.	
2.4Where	the	Card	is	used	to	purchase	fuel	for	a	Trust	vehicle	as	per	a	pre-approved	budget,		

the	purchase	is	for	fuel	only.	The	purchase	of	confectionary	or	other	personal	items	as	
part	of	the	fuel	cost	is	not	within	this	policy	or	part	of	the	claimable	Trust	expenses	
approved	under	the	Budgeting	Process.		Where	at	all	possible,	Trust	fuel	cards	should	be	
used	to	purchase	petrol	for	Trust	vehicles,	i.e.,	the	van	and	the	Toyota.		Fuel	cannot	be	
purchased	for	non-Trust	vehicles	on	the	credit	card,	a	mileage	claim	must	be	submitted	
to	reimburse	staff	for	Trust	use	of	a	non-Trust	vehicle.		

2.5The	purchase	of	goods	and/or	services	on	the	card	must	at	all	times	be	accompanied	by	a						
GST	receipt/invoice	as	proof	of	purchase.	An	EFTPOS	receipt	does	not	suffice	as	a	GST	
Receipt.	The	receipt	must	detail	what	was	purchased	and	include	the	suppliers	GST	
number.	Expenses	that	are	not	matched	to	the	GST	receipt/invoice	or	only	include	an	
EFTPOS	receipt	may	be	rejected	as	a	legitimate	claimable	expense	by	the	auditors	of	the	
Trust	or	the	Director	/Administrator/	Accountant	and	become	payable	by	the	person	
concerned	within	20	days	of	notification.			

2.6The	reconciliation	of	expenses	on	the	expense	report	must	always	match	to	the	totals	on		
the	credit	card	statement.	In	addition,	all	expenses	on	the	credit	card	statement	must	be	
accounted	for	and	noted	for	whether	they	are	GST	expenses	or	non-GST	expenses	and	
coded	accurately.	

2.7In	a	situation	where	expenses	have	been	incurred	on	behalf	of	another	department				
						Member,	these	expenses	should	be	coded	to	that	Member’s	department	and	noted	to		
						them.		This	needs	to	be	noted	on	the	receipts	given	to	the	Administrator.		This	prevents		
						expenses	being	reflected	on	a	report	that	the	Member	is	unaware	of.	
2.8To	request	a	top	up	of	funds	to	your	credit	card	please	email	your	request	of	how	much		
							and	why	to	the	Director	/	Administrator	/	Accountant.			
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Acknowledgement 
By filling out the information and signing below, you indicate that you have read and 
understood the contents of this handbook and agree to act consistently with it. However, the 
absence of a signed copy of the policy handbook is not an indication that it has not been 
made known and available to you, or that the policies do not apply to you. 

 

Name: 

___________________________________ 

Position: 

___________________________________ 

Date: 

___________________________________  

SIGNED: 

 

 

 ___________________________________  


