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About us

Independent and Work Ready CIC is a non for profit website and organisation covering 

adult life topics and disability.

We are developing a creative hub on the website, making the site more accessible and 

relevant with your help!

Doing product creation and design

Demonstrating interests, hobbies, skills and ability.

You will be helping others understand a topic for adult life.   



Virtual placement 

Virtual Placement 

Done online, offline at home and remotely and is flexible. There are Zooms both 

individual and group Zooms, email and phone contact as needed. 

There are group digital boards to add ideas to and support each other.

You must agree hours and days/times as this gives structure and we can 

support you.You will need access to technology such as a computer or tablet. You will need 

software like presentation software like Google Slides/Powerpoint. You will need a camera or a 

phone with camera. You need a notebook for your ideas/work plans.



Code of conduct for all
 Code of conduct for everyone to agree too

Treat all individuals with respect and dignity. Always act respectfully and responsibly. 

If you need help, ask for help. If you experience any work problems, incidents, accidents or near 

misses inform us.Give activities a go and turn up for Zooms on time. Log your hours and put in the 

time working on your work brief. Agree your schedule. Participate.

  When doing work tasks in the community these are pre agreed at an agreed time and you are 

contactable.These are only visited in working hours and only familiar public places. You should 

never be asked to do something you don’t feel confident or comfortable doing. If you need help, ask 

& always speak to the project coordinators if you’re not happy doing something. Complete the 

workstation assessment with us and watch the videos in the members area.If for any reason you are 

not completing work inform us!



Schedule 

MEMBERS AREA OF WEBSITE

You get a login to our work area of our website, our website is www.independentandworkready.co.uk. 

Go to the 

Members area on the homepage (a picture category). You will be asked for a passcode twice and write 

IWRSTAFF as the password. 

In this area you will find announcements, example work projects, policies and some videos as part of induction 

you should watch in the first week. There is a group mind map digital board for you to share ideas on, 

please make sure you do!We hope you will do at least one general project and one individual project and we 

will set points in the brief we expect you to reach each week.With Support! 

http://www.independentandworkready.co.uk


Schedule 

Contact details and schedule 

Karen Yates and Tally Caven independentandworkready@gmail.com iwrnataliacaven@gmail.com or email 

01494 713033 

There will be a group Zoom each Monday at 11am and on Friday at 2pm Details will be on the members 

area. If you can not attend for any reason like illness or family commitments you must inform us as soon as you 

know such by 10am that morning if ill or as soon as you know. 

You will all have at least one individual pre-booked Zoom in place following the group meeting typically 

two to discuss your work project progress each week. You can email and request help and extra Zooms as 

needed. Days and times are changeable. We will not make you do tasks you are very uncomfortable 

with for example if you did not want to do a video for us.  

mailto:independentandworkready@gmail.com
mailto:iwrnataliacaven@gmail.com


Policies in brief 

All policies are in the members area in full as are some videos for you to watch 

Health and Safety policy IWR has a health and safety policy that gives health and safety 
information. The policy puts the health and safety of everyone including, staff, trainees and volunteers 
first. It explains everyone must consider health and safety issues and make efforts to reduce or 
prevent any risks and dangers when completing work tasks. Follow the code of conduct. 

One way we do this is with risk assessments for all activities A  risk assessment is a 
report about any  activity. It looks at what the dangers might be, and how to keep all involved safe 
and healthy. This is to protect everyone involved and they will be in the members area.



Health and Safety 

Everyone must report any problems, accidents or near misses. Incidents and accidents must be logged 

with project coordinators, these will be recorded and risk assessment reviewed and changed as needed.

Work areas must be kept tidy.

You should have a first aid kit and fire alarm at home.

You should not eat and drink when using technology. Report any issues with technology/equipment  

Follow instruction, ask for help if needed. 

Individuals must not do tasks that they do not feel confident to do safely. If in doubt DON'T do it!

Typical tasks involve photography/art/digital skills, IT Tasks must be suitable for your home environment. 

It is about being vigilant and aware of potential hazards especially in the home 

http://www.gassafecharity.org.uk/our-programmes/get-gas-safe-for-schools/resources/curriculum-linked-lesson/interactive

-house/

http://www.gassafecharity.org.uk/our-programmes/get-gas-safe-for-schools/resources/curriculum-linked-lesson/interactive-house/
http://www.gassafecharity.org.uk/our-programmes/get-gas-safe-for-schools/resources/curriculum-linked-lesson/interactive-house/


Lone working

We have a lone working policy. You are working potentially alone a lot of this is a remote virtual project. 

We have a lone working risk assessment. We do regular group and individual zooms with two 
coordinators. We are contactable by phone and email.

Community work visits must be local, agreed, in daytime work hours and familiar. If this is not 
appropriate such as due to disability alternative arrangements will be made.

There are lots of resources to help with wellbeing on our IWR website. We want to ensure a supportive 

connected meaningful placement 



Data Protection policy 
Data Protection regulations GDPR means that personal information we have on you must be stored 

properly. There is a new law that means that all organisations are more accountable as to how they use 

your personal information.

It will also give you greater control over how your information is used, stored & shared. We only collect 

information so we can contact you, work with you well and support you. It is very important that this 

information is kept private and safe, at all times. We will not tell other participants personal information 

about you.By taking part you are agreeing to us using your designs, work and ideas in exchange for our 

support.If we ever took photos for example of you completing work we would get consent. If you 

submit work you agree to its use like on the website i.e if you do a video for us.   



Safeguarding policy brief 

There is a safeguarding policy that looks after your welfare if there are concerns we will follow 

this policy. We have safeguarding training. Safeguarding is about a responsibility to keep 

everyone safe from harm and be aware of signs of poor wellbeing or disclosures and act 

accordingly to protect people from harm.  This is our commitment to as best we can ensure 

everyone is treated well. We will listen to concerns. We are committed to fair equal rights (we 

also have an equal opportunities policy). We pay attention to wellbeing wanting to protect 

people from abuse. 


