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Communicating well... to everyone
Whether embarking on a campaign to attract new audiences or 
communicating internally, the quality of your approach re� ects 
on the quality of you as an organisation.
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Communicating well... to everyone
Whether embarking on a campaign to attract new audiences or 
communicating internally, the quality of your approach refl ects 
on the quality of you as an organisation.

4 COPIES
FOAM BOARD
SEAL

5. Health and safety
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Welcome to your Worthing Homes 
staff handbook

Worthing Homes recognises its staff are its greatest asset
and the basis of our success. As an Investor in People
accredited organisation and because we want to be a great
employer to work for, we are commited to ensuring all staff
are valued and appreciated for the contribution they make.

As part of this and in line with our core values – honesty,
respect and professionalism, we believe it is important you
know what you can expect from Worthing Homes as an
employer and what is expected from you as an employee.
This handbook provides you with the information that you
need to get the most out of your working life so you have
an enjoyable, rewarding and productive career with
Worthing Homes.

The handbook will be regularly updated, with the latest
version always available on our intranet. If there is anything
contained within that you would like to discuss, please speak
with your line manager or human resources.

Robin King
Chief Executive

This handbook has been printed on recycled paper.
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Top ten tips for effective time management

1. Manage your emails and phone calls – don't let them manage you. 
Try checking at planned times to avoid continuous checking throughout
the day. 

2. Do question anything that you feel could be wasting your time and
effort, particularly if it appears to you that the process or system is 
no longer relevant. 

3. Plan preparation and creative thinking time in your diary for the long
term jobs/projects because they will need it. Short-term tasks will often
use up all your time unless you plan to spend it otherwise.

page 78 06\2009
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Staff handbook acceptance slip

Please tick the appropriate sentence and sign below to confirm 
that you have received a copy of the staff handbook.

Please send me any updated pages to add to my handbook 
as they arise.

I will not require any updated pages and I will check the 
intranet for any updates to policies and procedures.

Name

Signature

Date

Please forward this page to human resources.
This acceptance slip will be filed in your personnel folder.

If you would like this document translated into another format
such as braille, large print, audio or another language please
advise human resources.

06\2009
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The care services team

For up to date staff charts showing staff names please refer to the
Worthing Homes intranet.

page 14 06\2009
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DEPUTY

CLEANERS
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THE CARE SERVICES TEAM IS THE LARGEST TEAM AT

WORTHING HOMES AND PROVIDES SERVICES TO OLDER

AND VULNERABLE PEOPLE.

OUR 7 SHELTERED HOUSING SCHEMES OFFER SAFE AND

SECURE ACCOMMODATION IN THE FORM OF STUDIOS,

FLATS OR BUNGALOWS IN WHICH OUR TENANTS ARE

ENCOURAGED TO MAINTAIN THEIR INDEPENDENCE.

SCHEME MANAGERS PROVIDE SUPPORT AND ASSISTANCE

WHEN REQUIRED, AND OUR DEPUTY SCHEME MANAGERS

PROVIDE RESPONSE TO EMERGENCY CALLS WHEN 

THE SCHEME MANAGER IS OFF DUTY 

(INCLUDING THROUGHOUT THE NIGHT).

THE REDASSURE TEAM ARE RESPONSIBLE FOR THE

INSTALLATION OF A COMMUNITY ALARM SCHEME WHICH

ENABLES PEOPLE TO CALL FOR HELP FROM ANYWHERE

WITHIN THEIR HOME OR GARDEN IN THE EVENT OF AN

ACCIDENT, ILLNESS OR ANY OTHER EMERGENCY. THE

SERVICE OPERATES 24 HOURS A DAY, 365 DAYS A YEAR

AND PROVIDES REAL PEACE OF MIND NOT ONLY TO OUR

CLIENTS, BUT ALSO TO THEIR FRIENDS AND FAMILIES.
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Travel
National Rail Enquiries 08457 484 950
Stagecoach Sussex 0845 121 0170
Traveline 0871 200 22 33

Leisure
Aquarena swimming complex 01903 231 797
Connaught Theatre 01903 206 206
Field Place Leisure Centre 01903 244 034
Dome Cinema 01903 823 112
Worthing Leisure Centre 01903 502 237

How to find us

WAITROSE

A259 RICHMOND ROAD

WORTHING

A
24 BRO

A
D

W
ATER  RO

A
D

A259 BRIGHTON ROAD

A
 259 H

IG
H

 ST

A2031 TEVILLE RD

CH
APEL RD

from 
London (A24) 
Portsmouth (A27)
Brighton (A27)

      NORTH ST

W O R T H I N G

A27
A27

A24

to London

to Brightonto Portsmouth
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Welcome to your Worthing Homes 
staff handbook

Worthing Homes recognises its staff are its greatest asset
and the basis of our success. As an Investor in People
accredited organisation and because we want to be a great
employer to work for, we are commited to ensuring all staff
are valued and appreciated for the contribution they make.

As part of this and in line with our core values – honesty,
respect and professionalism, we believe it is important you
know what you can expect from Worthing Homes as an
employer and what is expected from you as an employee.
This handbook provides you with the information that you
need to get the most out of your working life so you have
an enjoy
Worthing Homes.

The handbook will be regularly updated, with the latest
version always available on our intranet. If there is anything
contained within that you would like to discuss, please speak
with your line manager or human resources.

Robin King
Chief Ex

Staff handbook

NAME
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DAY1 COMMUNICATIONS
FRIARS COURT
11 TARMOUNT LANE
SHOREHAM-BY-SEA
WEST SUSSEX
BN43 6RQ

T: 01273 440526
F: 01273 441428
E: INFO@DAY1.ORG.UK

WWW.DAY1.ORG.UK




