Fresh Expressions Operations Team Handbook

Operations Team Handbook

1. About Fresh Expressions
Creating Brave Spaces of Community, Conversation and Church

FX stands in the space, the ever-shifting boundary between the wider Church and those on
the edge, holding together the familiar and the unknown so new forms of community can
emerge.

FX creates brave conversation spaces where everyday Christians, pioneers, misfits,
prophets, evangelists and creative entrepreneurs can listen, question, experiment, so faith
takes root in the ordinary places of life

FX gathers wisdom from the margins, turns it into language, tools and pathways the whole
Church can use, and helps imagination, courage and church grow wherever love, faith and
the Spirit lead

2. Governance and Structure

Fresh Expressions is governed by its Board of Trustees, who hold ultimate responsibility for
the charity's governance, finances and strategic direction.

The trustees delegate day-to-day leadership and operational oversight to the Ops Team
Convenor and authorised contractors.

Contractors are accountable through agreed reporting arrangements and contractual
relationships but remain self-employed and responsible for managing their own tax,
pension and insurance obligations.

3. Contractor Status

All members of the Operations Team are engaged as independent contractors unless
otherwise stated in a separate written agreement.

Nothing in this handbook is intended to create an employment relationship.
Contractors are responsible for:

e Managing their own tax affairs.

e Maintaining any required professional registrations.
e Holding appropriate insurance where applicable.

e Managing their own working arrangements.

e Delivering agreed outcomes and responsibilities.
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Contractors are expected to work collaboratively and professionally while maintaining their
independent status.

4. Working Relationships
Fresh Expressions seeks to foster a culture characterised by:

e Mutual respect
e Trust

e Openness

e Accountability
e Collaboration
e Kindness

All team members are expected to:

e Treat others with dignity and respect.

e Communicate constructively.

e Respond to enquiries within a reasonable timeframe.
e Participate in agreed meetings and communications.
e Share information appropriately.

e Support the wider mission of the organisation.

Disagreement and challenge are welcome when expressed respectfully and constructively.

5. Standards of Conduct

Those acting on behalf of Fresh Expressions must:

e Conduct themselves professionally.

e Act honestly and with integrity.

e Avoid behaviour that may damage the reputation of the charity.
e Use charity resources responsibly.

e Respect confidentiality.

e Comply with applicable policies and procedures.

Fresh Expressions will not tolerate:

e Harassment

e Bullying

e Discrimination
e Abuse of power

e Dishonest conduct
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e Fraudulent activity

6. Christian Ethos

Fresh Expressions is a Christian charity rooted within the Christian tradition and working
closely with church partners.

All contractors are expected to work in ways that support the mission, values and charitable
purposes of the organisation.

At the same time, Fresh Expressions seeks to provide a welcoming and respectful
environment for people of all backgrounds and traditions.

7. Equality, Diversity and Inclusion

Fresh Expressions is committed to promoting equality, valuing diversity and fostering
inclusion. All team members are expected to:

e Treat people fairly and respectfully.

e Contribute to an inclusive culture.

e Avoid discriminatory behaviour.

e Challenge exclusion where appropriate.

Further guidance is provided in the Equality, Diversity and Inclusion Policy.

8. Safeguarding

Safeguarding is everyone's responsibility. Any contractor whose work involves contact with
children, young people or vulnerable adults must:

e Comply with the Safeguarding Policy.

e Complete required safeguarding training.

e Obtain any required DBS clearance.

e Report concerns promptly through established procedures.

Any safeguarding concern must be reported immediately to the Designated Safeguarding
Lead or an appropriate safeguarding officer.

The welfare of children and vulnerable adults takes precedence over organisational
reputation or personal relationships.

9. Confidentiality and Data Protection

Contractors may have access to confidential information relating to:

e |ndividuals

e Churches
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e Partners

e Funders

e Trustees

e Contractors

e Donors
Such information must not be disclosed without appropriate authority unless required by
law or safeguarding obligations.

All persons handling personal data must comply with:

e UKGDPR
e Data Protection Act 2018
e Fresh Expressions Data Protection Policy

Personal information must only be accessed where required for legitimate organisational
purposes.

10. Information Security

Contractors are expected to take reasonable steps to protect organisational information.
This includes:

e Using secure passwords.

e Enabling multi-factor authentication where available.

e Storing documents securely.

e Keeping devices appropriately protected.

e Reporting suspected security incidents promptly.

Loss, unauthorised disclosure or compromise of organisational information should be
reported immediately.

11. Communications
Effective commmunication is essential to team effectiveness. Contractors should:

e Maintain professional standards in written and verbal communications.
e Use agreed communication channels.

e Keep relevant colleagues informed of significant developments.

e Represent the charity accurately and responsibly.

Care should be exercised when communicating through:

e Social media

e Public speaking engagements
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e Online forums
e Media interviews

Only authorised individuals may make official statements on behalf of Fresh Expressions.

12. Meetings and Collaboration

Contractors are expected to participate in meetings relevant to their responsibilities.
Meetings should be characterised by:

e Respectful participation

e Careful listening

e Constructive dialogue

e Shared learning

e Appropriate confidentiality

Team members should contribute positively to the life and mission of the organisation
while recognising that responsibility for decision-making may rest with designated
individuals or trustees.

13. Finance and Expenses
All expenditure incurred on behalf of Fresh Expressions must:

e Support charitable purposes.

e Represent value for money.

e Be appropriately authorised.

e Comply with the Finance and Gift Acceptance Policy.

Contractors should:

e Submit invoices in accordance with agreed procedures.
e Keep appropriate records.
e Seek approval before commmitting significant expenditure.

Reimbursement of agreed expenses will be made in accordance with organisational
procedures.

14. Conflicts of Interest

Contractors must declare any actual, potential or perceived conflict of interest that could
influence their work on behalf of Fresh Expressions. Examples may include:

e Financial interests.
e Trustee roles in related organisations.

e Close personal relationships.
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e Commercial relationships.

Declared conflicts will be managed transparently and appropriately.

15. Wellbeing

Fresh Expressions values the wellbeing of all who contribute to its mission. While
contractors remain responsible for managing their own working arrangements, the
organisation seeks to encourage:

e Sustainable workloads.

e Healthy boundaries.

e Mutual support.

e Reflective practice.

e Regular communication.

Team members are encouraged to raise concerns where workload, wellbeing or working
relationships may affect their ability to contribute effectively.

16. Learning and Development

Fresh Expressions encourages continuous learning and professional development.
Contractors may be invited to participate in:

e Team learning events.

e Safeguarding training.

e | eadership development.

e Conferences and gatherings.

e Professional development opportunities relevant to their role.

Participation will be determined according to organisational priorities and available
resources.

17. Raising Concerns
Anyone acting on behalf of Fresh Expressions who becomes aware of:

e Unethical behaviour

e Financial irregularities
e Safeguarding concerns
e Serious misconduct

e Breaches of policy

should raise concerns promptly.

Concerns may be raised with:
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e The Ops Team Convenor

e The Chair of Trustees

e The Designated Safeguarding Lead
e Another appropriate trustee

Concerns will be handled fairly, sensitively and appropriately.

18. Key Policies
This handbook should be read alongside:
e Safeguarding Policy

e Equality, Diversity and Inclusion Policy
e Data Protection and GDPR Policy

e Finance and Gift Acceptance Policy

e Conflict of Interest Policy

e Any relevant contractor agreement

Where there is inconsistency between this handbook and a signed contractor agreement,
the contractor agreement shall take precedence.
19. Review

The trustees will review this handbook every three years, or sooner if required by changes in
legislation, organisational structure or operational practice.

Approved by: Mark Williamson
Chair of Trustees

Last Reviewed: 11/08/26
Next Trustee Review Date: 28/09/26
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