FWinc Workers Policy

Funny Wonders Inc. CIC

Company No: 06814964
1. Purpose

Funny Wonders Inc. (FWinc), as an organisation, aims to provide

opportunities for people to experience and participate in creative activities in a supportive, safe
environment. The purpose of this policy is to outline our services to and expectations of those who
work with FWinc and provide a framework for the engagement of workers.

2. Scope

This Policy applies to all members and associates of FWinc who are paid by FWinc for their services
and/or time.

3. Definitions
A worker is a freelance, paid member of the FWinc Team who has been contracted to do work and/or
provide services. This does not infer employment. Workers do occasional work for FWinc and only
work when they want to.
A worker role is a position within the organisation that is filled by a worker.
An employee is someone who works under an employment contract and who is hired to provide
services on a regular basis in exchange for compensation and who does not provide these services as
part of an independent business.

4, Statement
FWinc aims to conduct its business in compliance with UK Law.
FWinc utilises workers to carry out specific work and/or provide services as opposed to providing
employment or fixed contracts. Workers must sign a Contract for Services specific to their work if one

is provided.

FWinc has a duty-of-care towards its workers. FWinc aims to protect its workers from risks to their
health and safety and wishes to provide a safe and enjoyable environment in which to work.

FWinc will recruit workers in accordance with the FWinc Equal Opportunities, Recruitment &
Selection, Screening and Data Protection & Confidentiality Policies.

All regular workers must be members of FWinc and pay an annual membership fee: only members of
FWinc are covered under the FWinc Employers Liability Insurance Policy - for details please ask the

Company Secretary.

FWinc will provide or pay (within an agreed budget) for all materials, tools or equipment workers
require to carry out their contracted work/service.
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5. Legislation

5.1 Employment Rights Act 1996
This Act covers a variety of topics such as employment contracts, unfair dismissal, family-friendly
leave, and redundancy. It requires employers to provide employees, within two calendar months
of starting work, with a written statement of the main terms of the contract.

5.2 Asylum & Immigration Act 1996
It is a criminal offence to employ a person who is not entitled to work in the UK. Should FWinc
ever move to employer status, FWinc should follow the Right to Work Checklist issued by the
Home Office.

5.3 National Minimum Wage Act 1998
This Act states that workers are entitled to be paid at least the level of the National Minimum
Wage.

5.4 Employment Relations Act 1999
This Act establishes a number of rights at work for trade union recognition, derecognition, and
industrial actions.

5.5 Part-Time Workers (Prevention of Less Favourable Treatment) Regulations 2000
These require employers to provide employees on part-time contracts with comparable treatment
to full-time staff.

5.6 Employment Act 2008
This Act is an amending statute reforming a number of issues from random elements of UK labour
law. It altered pre-existing law to remedy perceived problems in the law's operation to do with
dispute resolution, strengthen enforcement of the minimum wage and employment agency
standards and to conform to updated case law on trade unions.

5.7 Equality Act 2010

Employers cannot discriminate against anyone at any stage if they have any type of physical or
mental disability. Employers have a duty to make reasonable adjustments in the workplace to
ensure employees have access to all the facilities as other employees. Reasonable adjustments
may include removing physical barriers that limit movements, installing an audio-visual alarm for a
deaf employee or a ramp for a wheelchair user, providing a special keyboard if they have arthritis
or offering additional training opportunities if necessary.

5.8 Data Protection Act 2018
This Act complements the General Data Protection Regulation (GPDR) and Data Protection Act
1998 which regulates how businesses store employee information.

5.9 Employment Rights Bill
This is expected to be passed into law in 2025 with reforms taking effect in 2026. This bill will
make provision for day-one rights (e.g. against unfair dismissal, sick pay, paid leave), restrictions
on fire-and-rehire under new contracts, preventing sexual harassment, restrictions on zero-hours
contracts, and flexible working.

6. Worker Rights

At present, FWinc has no paid ‘employees’ and therefore is not subject to the above legislation.
However, by law, freelance or agency workers are entitled to:

e receive the minimum wage

e the right not to be discriminated against.
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As FWinc operates under a best-practice policy, FWinc Workers are entitled to:

e receive at least the national minimum wage

e receive equal pay

e protection against unlawful deductions from payments, unlawful discrimination and unfair
dismissal

e the statutory minimum length of rest breaks

¢ not work more than 48 hours on average per week

e a healthy and safe system of work and work environment with first aid equipment, protective
clothing, drinking water, hand-washing facilities and ensuring all kit and equipment is safe to use
and fit for purpose

FWinc Workers are not entitled to:
e minimum notice periods of employment termination
e time off for emergencies
e statutory redundancy pay
e statutory sick pay
e holiday pay
¢ send someone else to do their work
e maternity/paternity/adoption leave/benefits/rights
e a written statement containing the main terms and conditions of employment

7. FWinc Members: Induction & Training

Workers who work regularly on a project or with us in schools as FWinc practitioners should join FWinc
as a member.

Upon appointment, new FWinc members will undergo our Induction and Training Scheme which
involves the following:

e completion of registration forms

e payment of FWinc annual membership fee

e introduction to the organisation - history, activities, performances etc

e description of the Worker Role (Section 8)

e overview of FWinc Safeguarding Policy

e overview of other FWinc Policies and Procedures

e details of FWinc Positions and Officers

e training in the “FWinc Way”

e training required as outlined in the Worker Role

e details of support and mentoring

o details of worker review

e experience FWinc activities if applicable

Workers will receive training which is directly necessary for their role. Workers will receive no
unnecessary training - training that is above and beyond their role. Unless otherwise agreed, FWinc
will not pay workers for their time whilst undergoing training.

Workers may take other training but FWinc will not provide it. Workers taking other training may not
do so under the premise if doing it through/for the organisation; it must be independent to FWinc, un-
less otherwise agreed.

8. Worker Role

If a Worker Role is produced, it should contain the following information:
e name of role
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role duration / commitment required

work location

work hours/time

work description / specific and general responsibilities
requirements / qualities

trial / induction / training

time involved / budget

fees / expenses / payments

supervision / support

Implied terms of the worker role include the following. The worker should:

reply promptly to all FWinc communication

maintain trust and confidence through cooperation

act in good faith towards the FWinc Team

take reasonable care to ensure work takes place in a safe, supportive environment
act in accordance with FWinc policies and procedure

act honestly and responsibly with FWinc property

9. Non-Members: Requirements, Induction and Training

Workers who join FWinc for a one-off event may choose not to become a FWinc member but can
instead choose to work under a Contract for Services (Section 10) if they have their own liability
insurance, DBS check certificate dated within 3 years, and PAT certificates (see below). Copies must
be provided prior to appointment.

Upon appointment, new non-member workers will undergo the following:

introduction to the organisation - history, activities, performances etc
discussion of the Contract for Services / Role Description

overview of FWinc Policies and Procedures

training in the “FWinc Way”

Non-member workers are expected to undergo training necessary for the delivery of their work on
their own.

Non-member workers providing their own portable electronic equipment for use must ensure they
have a valid PAT test certificate, even if just for their own personal use.

10. Contract for Services

If a Contract for Services is required, it should contain the following information:

names of the parties involved
date(s)/times of work

work location

work hours

work description

fees and other payments

Implied terms of the contract include the following. The worker should:

reply promptly to all FWinc communication

maintain trust and confidence through cooperation

act in good faith towards the FWinc Team

take reasonable care to ensure work takes place in a safe, supportive environment
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e act in accordance with FWinc policies and procedure
e act honestly and responsibly with FWinc property

10.1 Negotiation
The model of payment and timing of payment should be determined before the start of the

project.

10.2 Termination
FWinc may terminate Contracts for Service if any of the following circumstances arise:
e FWinc policy and procedures are not adhered to
¢ unprofessional conduct or misconduct as outlined in the FWinc Disciplinary Policy

11. Keeping Yourself Safe

11.1 Risk Assessments
FWinc will carry out risk assessments of any work-related activities and of any venues used for its
activities. If you are leading activities in a new venue, you may be asked to carry out this risk
assessment on behalf of FWinc, as part of your work. Templates and example risk assessments will
be provided to you.

11.2 Lone Working
There is no specific legislation relating to lone working but FWinc recognises the associated risk.

For this reason, it is considered in FWinc risk assessments. In accordance with the FWinc Health &
Safety Policy, FWinc workshops and other public-facing activities are designed so that no member
of the FWinc Team should be working alone. Organisational work, typically carried out alone
should take place in the worker’s home or office or at permanent premises of FWinc, where risk
assessments have been carried out.

11.3 Working from Home
When working from home, you should ensure you are in a safe and reasonable space which is
secure and private.

12. Support and Mentoring

FWinc recognise the need for a support network. FWinc aims to allocate each worker a fellow member
of the FWinc Team as a peer mentor who should be a point of contact, support and guidance when
needed and to discuss any problems or issues, should they arise.

Workers may be asked to mentor or support other members of the FWinc Team including apprentices
and volunteers.

13. Pay & Payment
FWinc requires its workers to provide an invoice for their services and to look after their own tax and
National Insurance contributions (NICs). Workers will indemnify FWinc against any demands for

payments of tax and NICs from HMRC in relation to their work.

The payment model (see below) should be discussed and agreed upon during the planning of the
project and be included as agreed in the Contract for Services.
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13.1 Hourly Rate
Workers can be paid per hour at an agreed rate. Workers should log their hours on a FWinc

Timesheet and submit a corresponding invoice at the end of the work or at specified time
intervals during a long-term project as agreed and stated in the worker’s Contract for Services.

13.2 Professional Fee
Workers can instead be paid a bulk fee including fees for planning, delivery and evaluation.
Workers should submit an invoice at the end of the work or at specified time intervals during a
long-term project as agreed and stated in the worker’s Contract for Services.

13.3 Percentage
Where particular work is expected to generate income, a worker can be paid a percentage of the

net income as reduced by overheads costs. The percentage should be agreed in the Contract for
Services. Workers should submit an invoice at the end of the work or at specified time intervals
during a long-term project agreed and stated in the worker’s Contract for Services.

13.4 Invoices
Invoices should include the following:
e “Invoice”
e date
e sequential invoice number
e confirmation of own responsibility for tax and NIC payments
e date and time of work
e description of work
e total payable
e payment details (preferably via BACS)

Invoices should be submitted to the Project Manager/Work Coordinator for approval along with a
timesheet if appropriate. The Project Manager/Work Lead will forward it on to the Financial
Manager for payment with approval.

14. Transportation

FWinc request that workers make use of public transport where it is available and practical; unless its
use results in considerable inconvenience, expense or if it is not a viable option due to a disability or
other practical need. When public transport is unsuitable, FWinc requests workers share vehicles when
possible.

If a car is driven as part of the working role, for example transporting FWinc members, it is the
responsibility of the worker to declare it to their car insurance company.

When funded, FWinc will reimburse workers for journeys whilst working i.e. journeys specific to FWinc
activities, events and purposes and when agreed in advance with the Project Manager. FWinc will not
reimburse workers for journeys travelling to/from home to FWinc premises unless otherwise agreed
and budgeted. Reimbursement for mileage will be at the HMRC non-taxable rates.

15. Expenses

15.1 Out-Of-Pocket (OOP) Expenses
FWinc will reimburse workers for any items purchased for the organisation and had prior
permission from the Project Manager or Work Coordinator to do so and when evidenced by a
receipt/invoice. OOP expenses include postage, phone calls, stationery, printing, photocopying
etc or anything which has a cash value. A FWinc OOP Expenses Form must be fully completed
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(including attaching all receipts) and submitted to the Project Manager and/or Financial Director
for approval.

15.2 Travel Expenses
A FWinc Travel Expenses Form must be completed and given to the Project Manager or Work

Coordinator for regular expenses relating to travel. One-off journeys can be evidenced in invoices.
Fuel receipts are not required however the length (in miles) of the journey must be demonstrated
using a measurable map tool.

When funded, FWinc will reimburse travel expenses. Travelling by bus or train or any other
method of public transport, a standard fare or reduced price ticket will class as an OOP expense: a
receipt/ticket is necessary and required. For workers using their own vehicles, FWinc will
reimburse workers travelling via car for using their car on the shortest, most direct route and at
the tax-free levels set by HMRC. FWinc will not reimburse workers for carrying passengers.

15.3 Other Expenses
FWinc will not reimburse workers for sustenance (food and drink) consumed whilst working.

FWinc will not reimburse workers for the cost of care for dependants including children whilst
they are working.

Misconduct, Complaints and Grievance

Any misconduct as outlined in the FWinc Disciplinary Policy carried out by any worker will be subject
to the FWinc Disciplinary Procedure as detailed in the FWinc Disciplinary Policy.

Any worker with a complaint or grievance should follow the FWinc Complaints Procedure as outlined in
the FWinc Complaints Policy.

Implementation of this Policy

All workers and adults in a supervisory or supporting role within FWinc will be made aware of this
policy, the content of this Policy and the procedures outlined within it.

This Policy will be available at permanent premises used by FWinc and on the FWinc website.

Responsibilities

It is the responsibility of the FWinc Board of Directors to: appoint a Project Manager for each FWinc
project and Work Coordinator for each MagPIE job; and ensure Contracts for Services are fully upheld.

It is the responsibility of the Project Manager/Work Coordinator to: oversee recruitment & selection
and recommend appointments to the Board; induction and training of workers; organise Worker Roles
and Contract for Services; coordinate and approve invoices/expenses for payment; and implement
support and mentoring schemes for workers.

Complaints
Complaints regarding the procedures or handling of the procedures mentioned in this Policy, the

Policy itself or any other matter should follow the FWinc Complaints Procedure outlined in the FWinc
Complaints Policy.
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Review
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This Policy will be reviewed by the FWinc Board of Directors annually or as-and-when issues arise.

External Contacts

Acas: www.acas.org.uk
GOV.UK:  www.gov.uk

Policy History

Written Mar 2013

Amended Jan 2017
Amended Jun 2020
Amended Jan 2021
Amended Sep 2021

Adopted Oct 2021

Amended Feb 2022
Amended Oct 2022
Readopted Oct 2022
Readopted Oct 2023
Readopted Oct 2024
Amended Sep 2025 (legislation)
Amended Oct 2025 (various)
Readopted Oct 2025

08457 474747
(replaced Directgov and BusinessLink)
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