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If required, all of the information contained within the handbook, can be made available in larger print, alternative languages, braille or audio. This statement also applies to all Emmaus policies/procedures and general information.

Who we are -
Welcome

Welcome to the Emmaus Gloucestershire Community. This Emmaus Community is one of many in the UK and over 400 worldwide. Each Emmaus Community works to support itself and to support others. Emmaus Communities are independent of any religious or political organisations. They are built on the idea of helping others.

Emmaus Gloucestershire welcomes homeless and unemployed people to find security, stability, the dignity of working for the Community and for other disadvantaged people. It offers the chance of recovering the ability to live a successful, independent life outside the Community should they choose to do so.
Our Aim

The residents of the Community are known as Companions. In addition to Companions, Trustees, staff and volunteers participate in and contribute to the aims of the Community. Through connecting around shared aims and goals, we form the Emmaus Gloucestershire Community.

All those involved in Emmaus Gloucestershire strive to create and to maintain a Community in which all are accepted and supported which enables previously homeless people to move forward in their lives doing useful work and helping others.

We preserve this Community by working together, by respecting and accepting each other, by understanding that we each have needs and that each person brings value into the Community.

How the Emmaus Movement Began

The Emmaus movement of Communities began in France in 1949 under the vision and action of a priest and Member of Parliament, Abbé Pierre. The first Emmaus Companion was a man named George, who had attempted to end his life having been released from a long prison sentence to find that he had lost his family, the community to which he had belonged and any hope of work. He had, to all intents and purposes, lost any reason to live.

When George was dragged from the River Seine and taken to the door of Abbé Pierre he was told by the Abbé, “I can’t stop you killing yourself. But you and I can help the mother who comes to my door pleading for help to bring her child off the street.”

Soon a small group of destitute men and women had come together to support each other and to work to relieve the suffering of others who were in greater need than themselves.  This became the first Emmaus Community.

What was Abbé Pierre’s Vision for this first Emmaus Community?
The vision he had and which we embrace is: We seek to serve first those who suffer most; those who are less fortunate. 

In and through our Emmaus Community we work in order to live and give.

Our Values

We also adopt a set of values that we believe are indivisible from, and together comprise the Emmaus ethos. These values are:
Compassion for those in need, reflected in identification with them, a willingness to speak up for them and a desire to help with those needs.

A willingness to respect and value ourselves and each other, both within the Community and more widely irrespective of our different circumstances. 
Integrity evidenced by honesty, openness and sincerity in all our dealings with each other.
A commitment always to work to the best of our abilities in pursuit of the highest possible standards, to aim to learn both from our experiences and from others and to share our skills to empower one another.
Solidarity and sharing with those in even greater need that ourselves; we work not only to live but also to give.   

All members of the Community - Companions, staff, volunteers and trustees – will seek to demonstrate these values in the life of the Community.
Mission


The mission for Emmaus Gloucestershire gives practical expression to these values. We define it thus:-

To enable people who have felt excluded from society to regain control of their lives and discover a sense of purpose. We do this by running a successful, self sufficient Community where Companions work to cover the organisations costs and where they give time and the Community gives money to others in greater need.
Our Roles

It is helpful to have an understanding of the roles and responsibilities of the members of the Community so that we can all work together to achieve the aims of Emmaus Gloucestershire.

Companions - The Community is their home. A Companion is invited to stay within the Community for as long or short a time as she or he needs or wants. We welcome single men and women, and couples without judgement. Companions are a primary recipient of the benefits of the charity through their being provided home, community, meaningful work and opportunities for personal development.  

Companions are expected to comply with certain rules, including:

· Any claims for Social Security Benefits must be closed and the Companion must receive no income other than what they receive from the Community in weekly allowance.

· Everyone must work to their best ability within the Community.

· There must be no alcohol or illegal drugs within the Community.

· There must be no violence, aggression or discrimination within the Community.
Companions are expected to share in the responsibility for the success of the Community business and to play a part as a member of a team. Everyone is encouraged to develop existing skills and acquire new ones. 

Where appropriate, Companions are invited to participate in decision making and implementation through direct involvement, team work, receipt of suggestions and comments. 

Where appropriate, Companions are consulted on significant proposals which may affect the Community and their views are taken into account.

Responsible Companions - are in place to maintain a safe and secure environment within the Community and are also in place to assist in those matters which ensure the smooth and stable running of the Community in the absence of Community staff.  Responsible Companions will undertake tasks and responsibilities as delegated by the Community Manager and are the first point of contact with regards to issues of fellow Companions and the Community in the absence of Community staff.  
Appointed Persons – are in place to maintain a safe and secure environment within the Community. The responsibility includes Fire Marshal and First Aid duties, also ensuring the Community house is secured at night by completing lock down duties. 
Staff - Emmaus Gloucestershire employs staff to manage and supervise the running of the Community and its businesses.  The Trustees delegate to staff certain decision making and management responsibilities associated with implementing policies, procedures and achieving operational and strategic objectives associated with Companion care and running of the organisation. Staff are fully accountable to the Trustees for compliance with policy and procedures and the day-to-day operations of the Community.  

Volunteers We recognise the important contribution volunteers make in helping us to achieve our aims.  We encourage, develop and support volunteer involvement in our work.  We recognise that the roles of volunteers must complement and add to the work of paid staff and Companions. A volunteer is someone who, without expectation of financial compensation, performs a task at the request of, and on behalf of Emmaus. Staff provide the framework, organisation, direction and day to day management together with appropriate levels of accountability. We are reliant on volunteers performing a wide range of supportive roles, contributing time, flexibility and skills.
Trustees   The Board of Trustees legally own the Community and holds all funds, property and assets on behalf of the registered charity. Only the Trustees have the right to spend, distribute or dispose of funds, property or assets. The Trustees are legally responsible for the welfare of the Community. Thus they have a duty of care towards Companions, staff, and volunteers.  The Trustees exercise this duty of care by developing and adopting vision and mission statements, business plans and policies and procedures that direct the staff and provide the foundation for decision making to achieve the organisational aims. They also review, audit, and participate in the day to day life of the Community to ensure they are satisfied that staff, volunteers and Companions are fulfilling their roles and receiving benefit from being a part of the Community.
What we need from you -
Tips for new Companions

It is not easy to arrive somewhere new, to settle in, make friends and find out what is expected of you.  It is normal to be wary, unsure or nervous at first.  The following tips may help:

· Introduce yourself to other Companions, staff and volunteers.

· Ask questions of the staff and other Companions to find out what is needed or expected.

· Listen and Look to find out what we do and why we do it.

· Do your best to do what is required.

· Be patient and take time to settle in.  Get a good idea of what we do and why we do it before you start to suggest ways of doing it better.

· When in doubt, ask.
Community Manager
The Community Manager is responsible for the management of all activities related to the Community home, welfare, care and development of Companions.  Throughout this document and Emmaus Gloucestershire policies and procedures, whenever the Community Manager is referenced, another staff member may perform that role or activity if they are deputised or are on-duty in the Community home.  In such cases staff have been trained on when consultation with the Community Manager is necessary before taking action or decisions.

Community Schedule

The Community schedule is subject to change in order to support the needs of the Community.  In general, Companions are expected to work 40 hours per week.  Changes to the Community schedule will be discussed at the Community meetings and posted on the notice board.  Our schedule is as follows:

7.00 – 8.00 a.m.
Breakfast (self service) 

8.30 a.m.

Meet for work allocation and travel to Chequers Road.

9.00 a.m.

Work begins
12.30 – 1.30 p.m.
         Lunch in relays to ensure shops and warehouse are covered
5.00 p.m

Works ends (4.30 p.m on Fridays)
5.30 p.m.

Dinner (weekends self service)
Community Meetings 
We have a Community Meeting every Wednesday at 8.30 a.m which is an important part of our life as a Community. Everyone is free to speak or bring up matters for discussion.  It is an opportunity for us to share ideas, sort out any problems or difficulties we may be having as a Community and plan together how we can improve the Community for ourselves and others.  We also discuss and recommend ways of supporting those in greater need than ourselves. 

You may be asked to attend daily meetings to help plan and agree the work activities for the day.  We need you to attend these meetings and do your best to help make them work.
Basics
The Community provides your food, basic clothing consisting of work wear and if required upon joining, underwear and socks. Clothes can also be acquired from our Charity shops within reason. The Community also supplies toiletries, (toothpaste, soap, shampoo, etc.), and accommodation.  You will be asked to complete forms to apply for Housing Benefit and help with health costs.  You will sign a licence to occupy accommodation in the Community.
Your work here -
Hours
You will be expected to work for the Community for 40 hours per week.  You will have five working days and two days off in each week. You are expected to carry out whatever task is allocated to you by the Community staff as best you can.  The work will be allocated as fairly as possible and your interests, skills, experience and knowledge will be taken into account.

Responsibilities
You are responsible for following the schedule and being on time for work. If you find yourself with nothing to do, ask or look for a job.  

Note:
Companions must never carry alcohol or illegal drugs in Community vehicles, nor travel in a vehicle as the driver or passenger, under the influence of alcohol or illegal substance.

Dealings with others 
Companions must treat anyone with whom they come into contact with in their Community role with respect and courtesy.

Companions must not drink alcohol in the presence of customers.

Companions must never ask donors, customers, volunteers or others for goods, money or any other benefits.  If a customer offers such items and you find yourself in a position where you cannot refuse, such items need to be immediately given to Community staff.
If you are tipped by any customers, you should bring what you have been given to the Community staff.  Tips are pooled and shared out amongst all Companions throughout the year.
If you are found to be not handing in tips you will be banned from the Community.
All work is of equal value so all Companions receive the same.  
Days off
Our retail Business is open Monday to Saturday. You are required to work 5                               days per week, which may include Saturday. Days off are co-ordinated by Community staff. Sunday is a non-work day.

Allowances/Companion Benefits
You are not paid a wage.  In addition to your keep, you will receive an allowance of £35 per week (£40 after one year of joining) for your own personal use.  Allowances are paid on Fridays and are expected to last a week.    
When the first Emmaus Community in Neuilly-Plaissance slowly started to do more than break even, the Companions asked Abbé Pierre if they could have a bigger allowance, a new van, etc, he answered, “That’s not what we’re here for, we have a roof over our heads, when our bellies are full, then our first thought must be for those worse off than ourselves” 
 Weekly:

Allowance – Up to 1 year

    £35                    

                    After 1 year

    £40   
                    Leaving Money
                £ 7

LEAVING MONEY IS NOT TO BE CONFUSED WITH ANY INDIVIDUAL SAVINGS THAT A COMPANION MAY OR MAY NOT HAVE MADE EITHER ON A REGULAR OR IRREGULAR BASIS. IT IS NOT THERE TO MAKE WITHDRAWALS.
The leaving money is provided by Emmaus Gloucestershire to assist with the costs of settling into the wider Community if and when individuals feel they are ready to make that step. This money will be set aside irrespective of how long a Companion has been in the Community.

However, if after a period of two years a Companion feels that they may not benefit from this fund, they may request from the Community Manager a withdrawal of up to 50% of the money accrued in their leaving fund providing the money is used for:

(a)  A specific item they would like.

(b)  A constructive purpose

In such cases receipts will need to be produced.
Sickness:
In cases of sickness, allowance payments are made at the Community Managers discretion pending circumstances. 
Holidays:
On completion of 3 months

Long Weekends – (Sat & Sun plus either Fri or Mon) and to include:
· Weekly allowance

· Up to £50 travel allowance

· Borrow up to £50 which will be deducted from leaving money if departure is before 6 months 

· Second long weekend after 9 months:

· Weekly allowance

· Spending money up to £50
· Travel allowance up to £50

On completion of 6 months (and every six months thereafter)

Two Weeks Leave to include:
· Up to £100 travel allowance

· Up to £200 spending money provided the individual leaves the Community for more than 3 days.

· Up to £100 spending money should the individual remain in the Community and £100 will be placed into savings
Additional Benefits:
· An incentive bonus of £100 is paid to a Companion after completing 1 year in the Community.

· Leisure Allowance of £15 per month which cannot be carried forward. This is to encourage Companions to go out on leisure outings such as the cinema, theatre, ten pin bowling etc. Receipts are to be produced.

· Shoe Allowance of up to £35 per annum. Receipts to be provided.

· Birth Certificates / Driving Licenses and Passports will be funded by Emmaus as part of the Supporting People Benefits with the proviso that Companions are expected to remain in the Community for a period of up to 3 months after / before obtaining the relevant document.

· Emmaus will supply Companions with underwear/socks (if required upon joining) and jeans for work purposes.

· Birthday money £10

· Christmas £25 vouchers
Other Income
As part of your induction you will be asked if you have any savings or any other income. This is necessary in order to complete an application for housing benefit. Any failure to disclose savings or income will be treated as a serious matter and may lead to a Companion being banned.
As a Companion you will not be allowed to draw any benefit other than Disability Living Allowance without the consent of the Community Manager. Any Companion entitled to DLA will be requested to pay this allowance into a savings account and not use this money while they are in the Community.

If a Companion is in receipt of a pension they will be requested to pay their pension into a savings account and not to use this money while they are in the Community. However, if the amount of the pension is such that the Companion is not entitled to claim housing benefit the Companion will be required to pay the equivalent of housing benefit to Emmaus Gloucestershire. Any excess will then be paid into the Companion’s savings account.

Loans
Loans are only given at the discretion of the Community Manager. 
Meals
Please let the Community Manager know if you have any special dietary needs and we will do our best to meet them.  

Monday to Friday: The kitchen is open from 7.00 a.m to 9.00 p.m                              
                              Breakfast
            Self service

                           Lunch

Self service 
Companions working away from the                                                                  
                        house should prepare a pack lunch.  

                        There is a fridge and microwave for 

                        your use at the business sites.                     

                               Dinner

5.30 p.m. 
A cooked meal is provided Mon – Fri.
There is a menu planner posted in the dining room area, if you do not like the meal choice for the day please inform the Companion cooking, an alternative will be prepared for you as stated on the planner.   

Please inform the Companion cooking if you are going to be late and would like a meal plated up for your return. Please also inform the Companion cooking if you do not want a meal on a particular day.
Saturday and Sunday:  The kitchen is open from 7.30 a.m to 9.00 p.m
Breakfast:
self service 

Lunch:
self service 

Dinner:
self service
There is always a stock of food available in the dining room fridges and kitchen freezers. Tinned and dried foods are also available. We also receive Marks & Spencer donations. These donations are collected by 2 Companions on Monday, Wednesday, Friday and Saturday of each week.  
Community Kitchen
Companions may prepare snacks and drinks, etc. but are expected to do their own washing up.  Please keep this kitchen clean and tidy by clearing up after yourself.  In order to maintain the high standard of health and hygiene it is important that every Companion does his/her best in tidying up  Unless someone is assigned to work in the area, the after meals washing up, drying and putting away is done by all Companions on a rota basis.

Rest / Break Rooms

There are rest/break rooms at the business sites, these are used for tea and lunch breaks taken during the working day. There is a kettle, toaster and microwave available for your use. Please help to keep break rooms clean by washing up after yourself and wiping down the microwave and other surfaces. 
Laundry
You will be provided with two sets of bedding and towels for your personal use. You are expected to wash the set you are using at least once a week. 

You are responsible for your own laundry washing and washing machines are provided on the accommodation floors for this purpose.  If you need help in using these machines, please ask. Washing powder is provided.  

Please take responsibility by emptying the machine after use and removing your clothes from the drying areas when they are dry.  Help keep the washing machines and surrounds clean and tidy.
If a fellow Companion is waiting to use the washing facilities, your washing will be placed into a black bag if not removed from the washing machine or drier when the cycle is finished.  

Please remember to check the filters before using the washing machine and tumble dryer.

The tumble dryer is for use only on wet and damp days. There are drying lines provided outside in the garden. The washing machines and the tumble dryer may be used any day but only between the hours of 08.00 am to 9.00pm. 
Toiletries
All basic toiletries are supplied by the Community, please do not stockpile. If you have any particular requirements because of allergies or similar, please discuss this with the Community Manager as an alternative may be purchased.

Clothes
Working clothes and protective footwear will be provided where needed but remain the property of the Community. 

You are welcome to use clothes donated to the Community at Barnwood Road and at Chequers Road but please ask first and do not take more than you need. You may also obtain clothing from Cheltenham and Nailsworth shops by contacting the shop managers. This will avoid others thinking you are helping yourselves.
Rooms
You are allocated a room when you arrive but occasionally we may need to ask you to move.  All Companions have a room to themselves. There are no shared rooms.  Rooms are allocated to best serve the needs of the whole Community.  

You will be issued a key for your room. Attached to the key of your room is a proximity tag with which you can open the front door, which is on a security keypad.  You must not copy this key or give it to anyone else. If you lose your key or access tag you will be expected to pay for a replacement (Key - £10 Access Tag - £5).

The Community Manager has the right to enter all rooms at any time. In normal circumstances he/she will ask your consent first and try to make sure you are present. However, the Community Manager has the right to carry out a room check without notice if he/she has any suspicion that the rules of the Community are being breached.

You are responsible for keeping your room clean and tidy and for the care of the fixtures and fittings, if you do not do so a fine will be imposed.  We provide a working TV in each room.  This is Community property and must stay in the room.  If you feel you need extra facilities for your room, please ask the Community Manager.  

Your room is your private space.  Please respect the privacy of other Companions and do not enter their rooms without permission. If you are joining a Companion in their room please be aware of noise levels and vacate the room by 10.00 p.m.
Health
If you need to see a doctor, dentist or optician, we can make an appointment for you and where possible arrange transportation.  If you need non-​prescription medicine, please ask the Community Manager. 

Please inform the Community Manager if you have any particular health problems, allergies, or needs that we should know about to ensure your health and safety.

Medication
If you are taking any medication you should inform the Community Manager, who will decide whether the medicine needs to be stored in a secure place and if so, make arrangements for this to be stored in a secured unit.
You remain completely responsible for taking your prescribed medication even if it is stored in a secured place by the Community Manager. It is for you to remember to take it in accordance with your medical advice.

Do not give any of your medication to another member of the Community or ask others for their drugs.

Remember the importance of completing a course of antibiotics.
Transport
The Community will meet costs to and from appointments as agreed by the Community Manager.  You must keep tickets for payment from petty cash.

Sport, Education and Entertainment
A wide range of sports, education and entertainment opportunities are available locally.  The Community Manager can provide you with information.  The Community will normally pay part of the cost of these activities through an individual leisure allowance available to each Companion. Let us know if we can help you to make the most of your days off.

From time to time we organise Community trips out – cinema, meals, 10 pin bowling etc. The Community pays for these trips and you will be welcome to join us. They are not compulsory but if you choose not to go you will not receive any money in lieu. If you book for a trip and then do not turn up we may ask you to repay the cost of your wasted ticket. 
Community trips are without exception alcohol free.
Community Facilities

The Community has a communal lounge with a television, video’s, d.v.d’s, books and games are available for all to use.

There is also a computer with internet access for Companion use. The port-a-cabin in the parking area has a pool table and weight lifting equipment. Both the computer room and port-a-cabin are locked at 9.00 p.m daily, please ask staff or the Responsible Companion on duty to gain access before this time if locked.  
Telephones
There is a phone installed under the main stairs of the house at ground level. The number is 01452 551140. This phone will only accept incoming calls. To avoid inconvenience to other Companions please try to pre-arrange any routine calls so that you can be by the phone to receive them.
Emergency Services (999) can be called on this phone. 
Useful telephone numbers  
General Manager – Maureen Margrie                      07809585686
Community Manager – Karen Brown                       07809521968

Deputy Community Manager – Johan Van Rooyen 07793936183

Chair of Trustees -  John Noble                                07766706205

Community House – Barnwood Road                      01452 561140
Doctors   -  London Road Surgery                           01452 522079

                  Barnwood Road Clinic                           01452 423456

                  Hucclecote Surgery                               01452  617295
Dentist    -  Eastgate Street Dental Surgery (NHS) 01452 418164

                  Dental Emergency Access Centre        01452 380073 

Opticians  -Specsavers                                           01452 505164

Helpful Organisations 
G.E.A.R – Day Centre/Night Shelter                      01452 503710

Gloucester Drugs & Alcohol Service                      01452 381166

Rethink (Mental Health Support)                            01452 730929

Listening Post Counselling                                     01452 383820

Cruse Bereavement Line                                        08444 779400 

Shelter Housing Aid Centre                                    01452 310748
Alcoholics Anonymous                                           01452 418515
Narcotics Anonymous                                            08453 733366 
Gambling Anonymous                                            02073 843040        

Citizens Advice Bureau                                          01452 528017  

Gay-Glos                                                                01452 306800                                                                               
Educational
Gloucester College                                               08451 552020
Sports /Leisure Centre
GL1 Gloucester Leisure Centre                           01452 396666

Places of Worship/Cultural Needs
Please refer to separate file which is available to you, this file can be found in the computer room.
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