The Bahamas Locomotive Society Ltd
The Engine Shed at Ingrow

Policies Manual

Issue 2 - September 2025

Contents

(O70] ] (=101 TP PPPPPPPPPPPRN i
AMENAMENT RECONT ... .ttt et e e e ee e e e e ii
NI OAUCHION. . bttt n e e e e e e e iii
1. FOrWAID PIan ...ttt e e et e e e e e e e e e e e e e e e e eeeeees 1-1
2. Collections Development POLICY .........cuuiiiiiiiiiieiiic e 2-1
3.  Collections Care and Conservation POIICY ... 3-1
4. Documentation POLICY ......oooeee oo 4-1
5. Learning PoOlICY ......cooi oo 5-1
6. Equal OpportunitieS POIICY ..........uuuuiiiiiiiiiiiiiiiiiiiiiiieiiei ettt e e e e e e e e e e e eeeeeeeeeeas 6-1
7. VOIUNIEEIS POIICY ..coiiiiiiiiiiiiiiieieeeeee 7-1
8.  Safeguarding POLICY ..........ooiiiiiiiie s 8-1
9. LO@NS POLICY ..o 9-1
10.  ENVIronmMeNtal POJICY .........uuuuiiiiiiiiiiiiiei ettt n e eee e 10-1
11, AcCCeSS POIICY @NnNd PIaN ......ouuiiiiiiiiiiiiiiiiiiei ettt 11-1
L2 I o1 o RO UPPPRR 12-1
(S T o 1Y 7= 103 Y o] o PP PPPPPPPPPPPPP 13-1
14.  Conflict Of INtErest POIICY .......oviiiiiiieee e 14-1
15.  Handling complaintS PONICY ..........uuuuiiiiiiiiiiiiiiiiiiiiiieeiieee et 15-1
16.  INVESIMENTS POLICY ...ttt e e e e e 16-1
17, Paying Staff POLICY .....coooiiiieeeee e 17-1
18. RISk Management POJICY ...........uuuuuiiiiiiiiiiiiiiiiiiiiiie ettt e e 18-1
19.  Health & Safety PONCY .........ooii e 19-1
20. Bullying and Harassment POICY ..........coviiiiiiiiiiiiiiiiiiiiiiiiee 20-1
21 Disciplinary policy and ProCeaUIE ...........cooiiiiiiiiiiiiaae e e e e 21-1
22.  Grievance/Complaints POICY ..........ooiiiiiiiiiiiii e 22-1

The Engine Shed at Ingrow
Ingrow Bridge
South Street
Keighley
West Yorkshire BD21 5AX
01535 690739

Company Limited by Guarantee and Registered in England (No. 956100)
Registered as a Charity (N0.259626)
Accredited Museum (No.1883)



The Bahamas Locomotive Society Ltd

Amendment Record

Amdt

Incorporated By
(Signature)

Date

o~ W DN

09.25

Policies Manual



The Bahamas Locomotive Society Ltd Policies Manual

Introduction

This manual provides a convenient source to the policies required, or deemed desirable, to
enable the Bahamas Locomotive Society to effectively manage and control its activities.

Notwithstanding the procedure and guidance contained herein, it is a condition of
membership that all members comply with the provisions of the Articles of Association
(available from the Society’s Registered Address or on the website) which governs the
operation of The Bahamas Locomotive Society Ltd.

This manual will be reviewed annually to ensure it remains an effective and useful document.
It will be completely revised and re-issued every five years.

Amendments are to be incorporated and recorded on the Amendment Record on page ii.
Responsibility for control of this document lies with the Collections Manager.

The expectations of volunteers, health and safety issues, and rules for the operation of
locomotives and rolling stock are set out in in the Members’ Handbook.

For emergency procedures occurring at Ingrow, refer to the Emergency Manual.

For procedures dealing with customer care and retail sales routines, refer to the Guidelines
for Front-of-house Staff.

09.25 iii
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1. Forward Plan
Pending
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2. Collections Development Policy

Name of museum
The Engine Shed at Ingrow

Name of governing body
The Bahamas Locomotive Society Ltd

Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure

The collections development policy will be published and reviewed from time to time, at least
once every five years.

Date at which this policy is due for review: March 2030.

Arts Council England will be notified of any changes to the collections development
policy, and the implications of any such changes for the future of collections

1 Relationship to other relevant policies/plans of the organization

1.1 The museum’s statement of purpose is to collect, preserve, maintain, and operate
railway locomotives, rolling stock, and associated artefacts; and to provide facilities
for their access, interpretation and educational use, by exhibition to the public in its
Engine Shed at Ingrow museum, or via any relevant outreach opportunity.

1.2 The governing body will ensure that both acquisition and disposal are carried out
openly and with transparency.

1.3 By definition, the museum has a long-term purpose and holds collections in trust for
the benefit of the public in relation to its stated objectives. The governing body
therefore accepts the principle that sound curatorial reasons must be established
before consideration is given to any acquisition to the collection, or the disposal of
any items in the museum’s collection.

1.4 Acquisitions outside the current stated policy will only be made in exceptional
circumstances.

1.5 The museum recognises its responsibility, when acquiring additions to its collections,
to ensure that care of collections, documentation arrangements and use of collections
will meet the requirements of the Museum Accreditation Standard. This includes
using Spectrum primary procedures for collections management. It will take into
account limitations on collecting imposed by such factors as staffing, storage and
care of collection arrangements.

1.6 The museum will undertake due diligence and make every effort not to acquire,
whether by purchase, gift, bequest or exchange, any object or specimen unless the
governing body or responsible officer is satisfied that the museum can acquire a valid
title to the item in question.

1.7 The museum will not undertake disposal motivated principally by financial reasons.

09.25 2-1



The Bahamas Locomotive Society Ltd Policies Manual

2.2

2.3

24

4.2

History of the collections

The core collection comprises steam locomotives and rolling stock obtained in an ad-

hoc manner primarily during the period of the Bahamas Locomotive Society tenure at

its former premises, the Dinting Railway Centre in Derbyshire.

The majority of the smaller objects were also derived from the same source. These

have been utilised to support the current exhibition within the museum, the aim of

which is to tell a story of the steam locomotive by considering the following themes:

* brief overview of UK railway development,

» growth of railway enthusiasm influenced by model railways, trainspotting and
railway photography,

* the Dinting Railway Centre and its role in the growth of the heritage railway
movement,

» steam locomotive design, construction, and operation.

Since the move of the Society to the Engine Shed, at Ingrow on the Keighley & Worth

Valley Railway, the collection has been enhanced through the donation and bequest

of objects and groups of objects by Society members and other interested individuals

and through the transfer, in 2024, of three locomotives to BLS from the National Trust

The creation of the exhibition within the Learning Coach, in 2017, provided an

opportunity to widen the scope of topics including the history of the Learning Coach

and local industry and transport.

An overview of current collections

3.1 There is a desire to have the collection of locomotives in an operational state so as to
provide their best possible interpretation to all users of the museum. This ideal is
continually pursued. However, constraints imposed by costs, manpower, legislation,
etc, is the major factor in the ability to achieve this aim.

3.2 The principal object in the collection is steam locomotive No. 45596 Bahamas, the
purchase of which, in 1967, established the organisation. This locomotive is currently
(2025) operational following financial assistance from the National Lottery Heritage
Fund, announced in 2013. As an operational locomotive it is usual for it to be located
at a variety of locations, depending on usage, but is primarily housed at Haworth on
the Keighley & Worth Valley Railway.

3.3 Other locomotives in the collection are currently in need of overhaul before they can
be made operational.

3.4 Supporting these primary objects is a secondary range of items collected and
displayed to offer a wider interpretation of the subject — significant amongst which are
a collection of contemporary instructional components created to educate railwaymen
in locomotive operation. Those objects considered sensitive to atmospheric vagaries
are housed within display cabinets, and so arranged to form a themed exhibition.

3.5 A document archive supports both the primary and secondary objects.

Themes and priorities for future collecting

Only items of UK origin are considered for accession, and only those that align with
the Museum's identity or will enhance the themed displays. The preference will be for
items of the former northern regional areas of LMS and LNER railway companies and
their descendants or derivatives. Artefacts from other regions or countries may be
considered for accession for comparative purposes, that is, a means of indicating
aspects of railway or locomotive development otherwise difficult to achieve. This
regional bias is also relevant to the themes of railway enthusiasm and heritage
railways.

Only items related to the era of steam railways between the years 1829 and 1968 will
be accessioned, unless they can be shown to significantly enhance the displays by
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4.3

4.4

4.5

4.6

4.7

4.8

4.9

5.

either explaining the origin of railways or the development of steam railway
enthusiasm.

The limited nature of the collection policy and restraints on available exhibition space
precludes an intention to widen the scope of existing themes, unless an existing
display is re-arranged, or if additional display space becomes available.

Any change or addition to the themes will be constrained by the geographical area or
era, as noted in paras 4.1 and 4.2 above, unless these are deemed to enhance
knowledge of objects in the collection, e.g., the use of a locomotive in an area outside
the northern regional areas.

Exhibition and storage space is limited, and there is a desire to have a minimum of
objects in store. Careful consideration is therefore practised before seeking to obtain
further objects or collections. Duplicate objects of any kind will not be subject to
acquisition unless they can be shown to be of historical or social importance.
Documents, personal recollections (oral or otherwise), and other archival material will
continue to be collected and, in particular, where this provides a social history context
to support the exhibition, or can be used for dissemination by publication, etc.

Where relevant, and to support this primary theme, other items may be considered as
dictated by the limitations of the current exhibition display.

The Museum will endeavour to make its archive available for consultation by
providing access, and by publishing information, where this will support the Museum’s
Statement of Purpose.

To avoid duplication with the adjacent Vintage Carriages Trust’s Carriage Works,
items related to travel, carriage, and associated rolling stock will not be collected,
unless these already form part of, or support, the existing strategic collection of larger
working items or as described in para 3 above. See also para 7 below.

Themes and priorities for rationalization and disposal

There are no planned, or foreseen, acquisitioned objects or collections which are to be
rationalized or disposed. However, should this likelihood arise then there will be due
adherence to the limitations as set out in paragraph 13 below.

6

Legal and ethical framework for acquisition and disposal of items

The museum recognises its responsibility to work within the parameters of the Museum
Association Code of Ethics when considering acquisition and disposal

7.2

8

Collecting policies of other museums

The museum will take account of the collecting policies of other museums and other
organisations collecting in the same or related areas or subject fields. It will consult
with these organisations where conflicts of interest may arise or to define areas of
specialisms, in order to avoid unnecessary duplication and waste of resources.
Specific reference is made to the following museums/organisations.

* Vintage Carriages Trust's Carriage Works — Ingrow

* Keighley & Worth Valley Railway - Oxenhope Museum

Archival holdings

The museum holds a small archive of documents, photographs and printed ephemera. Its
governing body will be guided by the Code of Practice on Archives for Museums and
Galleries in the United Kingdom (3rd ed., 2002).

09.25

Acquisition
The acquisition of objects for the museum, or documents etc for the archive, is

nominally at the discretion of the Collections Manager, who will refer to the governing
body if there is a need to confirm or defer the object/document etc. The museum will

2-3



The Bahamas Locomotive Society Ltd Policies Manual

exercise due diligence and make every effort not to acquire, whether by purchase,
gift, bequest or exchange, any object or specimen unless there is valid title to the item
in question.

9.2 The museum will not acquire any object or specimen unless it is satisfied that the
object or specimen has not been acquired in, or exported from, its country of origin (or
any intermediate country in which it may have been legally owned) in violation of that
country’s laws. (For the purposes of this paragraph ‘country of origin’ includes the
United Kingdom).

9.3 In accordance with the provisions of the UNESCO 1970 Convention on the Means of
Prohibiting and Preventing the lllicit Import, Export and Transfer of Ownership of
Cultural Property, which the UK ratified with effect from November 1 2002, and the
Dealing in Cultural Objects (Offences) Act 2003, the museum will reject any items that
have been illicitly traded. The governing body will be guided by the national guidance
on the responsible acquisition of cultural property issued by the Department for
Culture, Media and Sport in 2005.

10 Human Remains
The museum does not hold or intend to acquire any human remains

1 Biological and geological material
The museum will not acquire any biological or geological material.

12 Archaeological material
The museum will not acquire any archaeological material.

13 Exceptions

Any exceptions to the above clauses will only be because the museum is:

* acting as an externally approved repository of last resort for material of local (UK) origin

* acting with the permission of authorities with the requisite jurisdiction in the country of
origin

In these cases the museum will be open and transparent in the way it makes decisions and

will act only with the express consent of an appropriate outside authority. The museum will

document when these exceptions occur.

14. Spoliation

The museum will use the statement of principles ‘Spoliation of Works of Art during the Nazi,
Holocaust and World War |l period’, issued for non-national museums in 1999 by the
Museums and Galleries Commission.

15. The Repatriation and Restitution of objects and human remains

15.1  The museum’s governing body, acting on the advice of the museum’s professional
staff, if any, may take a decision to return human remains, (unless covered by the
‘Guidance for the care of human remains in museums’ issued by DCMS in 2005)
objects or specimens to a country or people of origin. The museum will take such
decisions on a case-by-case basis; within its legal position and taking into account all
ethical implications and available guidance. This will mean that the procedures
described in 16.1-5 will be followed but the remaining procedures are not appropriate.

15.2 The disposal of human remains from museums in England, Northern Ireland and
Wales will follow the procedures in the ‘Guidance for the care of human remains in
museums’.
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16.
16.1

16.2

16.3

16.4

16.5

16.6

16.7

16.8

16.9

16.10

16.11

16.12

09.25

Disposal procedures

All disposals will be undertaken with reference to the Spectrum primary procedures
on disposal.

The governing body will confirm that it is legally free to dispose of an item.
Agreements on disposal made with donors will also be taken into account.

When disposal of a museum object is being considered, the museum will establish if
it was acquired with the aid of an external funding organisation. In such cases, any
conditions attached to the original grant will be followed. This may include repayment
of the original grant and a proportion of the proceeds if the item is disposed of by sale.
When disposal is motivated by curatorial reasons the procedures outlined below will
be followed and the method of disposal may be by gift, sale, exchange or as a last
resort — destruction.

The decision to dispose of material from the collections will be taken by the governing
body only after full consideration of the reasons for disposal. Other factors including
public benefit, the implications for the museum’s collections and collections held by
museums and other organisations collecting the same material or in related fields will
be considered. Expert advice will be obtained and the views of stakeholders such as
donors, researchers, local and source communities and others served by the museum
will also be sought.

A decision to dispose of a specimen or object, whether by gift, exchange, sale or
destruction (in the case of an item too badly damaged or deteriorated to be of any use
for the purposes of the collections or for reasons of health and safety), will be the
responsibility of the governing body of the museum acting on the advice of professional
curatorial staff, if any, and not of the curator or manager of the collection acting alone
Once a decision to dispose of material in the collection has been taken, priority will be
given to retaining it within the public domain. It will therefore be offered in the first
instance, by gift or sale, directly to other Accredited Museums likely to be interested
in its acquisition.

If the material is not acquired by any Accredited museum to which it was offered as a
gift or for sale, then the museum community at large will be advised of the intention to
dispose of the material normally through a notice on the MA’s Find an Object web
listing service, an announcement in the Museums Association’s Museums Journal or
in other specialist publications and websites (if appropriate).

The announcement relating to gift or sale will indicate the number and nature of
specimens or objects involved, and the basis on which the material will be transferred to
another institution. Preference will be given to expressions ofinterest from other
Accredited Museums. A period of at least two months will be allowed for an interest in
acquiring the material to be expressed. At the end of this period, if no expressions of
interest have been received, the museum may consider disposing of the material to
other interested individuals and organisations giving priority to organisations in the
public domain.

Any monies received by the museum governing body from the disposal of items will
be applied solely and directly for the benefit of the collections. This normally means
the purchase of further acquisitions. In exceptional cases, improvements relating to
the care of collections in order to meet or exceed Accreditation requirements relating
to the risk of damage to and deterioration of the collections may be justifiable. Any
monies received in compensation for the damage, loss or destruction of items will be
applied in the same way. Advice on those cases where the monies are intended to be
used for the care of collections will be sought from the Arts Council England.

The proceeds of a sale will be allocated so it can be demonstrated that they are spent
in a manner compatible with the requirements of the Accreditation standard. Money
must be restricted to the long-term sustainability, use and development of the
collection.

Full records will be kept of all decisions on disposals and the items involved and
proper arrangements made for the preservation and/or transfer, as appropriate, of the
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documentation relating to the items concerned, including photographic records where
practicable in accordance with Spectrum procedure on deaccession and disposal.

Disposal by exchange

16.13

The nature of disposal by exchange means that the museum will not necessarily be in
a position to exchange the material with another Accredited museum. The governing
body will therefore ensure that issues relating to accountability and impartiality are
carefully considered to avoid undue influence on its decision-making process.

16.13.1 In cases where the governing body wishes for sound curatorial reasons to
exchange material directly with Accredited or non-Accredited museums,
with other organisations or with individuals, the procedures in paragraphs
16.1-5 will apply.

16.13.2 If the exchange is proposed to be made with a specific Accredited museum,
other Accredited museums which collect in the same or related areas will
be directly notified of the proposal and their comments will be requested.

16.13.3 If the exchange is proposed with a non-Accredited museum, with another
type of organisation or with an individual, the museum will place a notice on
the MA’s Find an Object web listing service, or make an announcement in
the Museums Association’s Museums Journal or in other specialist
publications and websites (if appropriate).

16.13.4 Both the notification and announcement must provide information on the
number and nature of the specimens or objects involved both in the
museum’s collection and those intended to be acquired in exchange. A
period of at least two months must be allowed for comments to be received.
At the end of this period, the governing body must consider the comments
before a final decision on the exchange is made.

Disposal by destruction

16.14

16.15

16.16

16.17

16.18

09.25

If it is not possible to dispose of an object through transfer or sale, the governing body
may decide to destroy it.

It is acceptable to destroy material of low intrinsic significance (duplicate mass-
produced articles or common specimens which lack significant provenance) where no
alternative method of disposal can be found.

Destruction is also an acceptable method of disposal in cases where an object is in
extremely poor condition, has high associated health and safety risks or is part of an
approved destructive testing request identified in an organisation’s research policy.
Where necessary, specialist advice will be sought to establish the appropriate method
of destruction. Health and safety risk assessments will be carried out by trained staff
where required.

The destruction of objects should be witnessed by an appropriate member of the
museum workforce. In circumstances where this is not possible, eg the destruction of
controlled substances, a police certificate should be obtained and kept in the relevant
object history file.
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3. Collections Care and Conservation Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025.

Policy review procedure: The collections care and conservation policy will be published
and reviewed from time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

Arts Council England will be notified of any changes to the collections care and
conservation policy, and the implications of any such changes for the future of
collections.

1. Statement of Purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Purpose
The purpose of this policy is to outline the work of the Society with regard to the care and
conservation of its collections.

3. Aims and Objectives

Caring for the collections is a fundamental duty of the museum to ensure the long-term
preservation of the objects. Guided by the requirements of the Forward Plan, we aim to
provide the best conditions for the preservation of the collections by continuing to seek the
most appropriate methods of access, demonstration, display, storage and conservation
treatment.

4. Collection Care

A variety of activities are necessary to ensure the long-term preservation of the collections.
For the safe and effective operation of the larger working objects, and to provide adequate
display, storage, handling, movement, and general physical care to smaller items, these
activities can be summarised and defined as follows:

Restoration. Restoring, overhauling and maintaining selected locomotives, vehicles, and
other objects, to working order so that they can be operated/demonstrated for the enjoyment
and benefit of the museum’s users.

Preventive Conservation. Treatments and measures necessary minimise deterioration of
museum objects.

Remedial Conservation. The interventions necessary to stabilise an object or bring it to an
acceptable condition for demonstration, display, educational use or storage. This is
undertaken with awareness that some procedures or treatments could prejudice the future
research value of an object but may also provide an opportunity to discover new insights into
the object. This issue will be resolved through careful recording of the object before, during
the conservation process.

Hazard Management. Managing the hazards associated with the use or the preservation of
the collections. This is achieved through the Society’s risk management procedures, in line
with statutory requirements. Only appropriately trained and competent staff and volunteers
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may work with potentially hazardous materials and objects. Assistance from specialist
contractors will be used where there is no appropriate in-house expertise or where required
by law.

Disaster planning and salvage. Planning and preparing the response to incidents that
might threaten the collections, including salvage, recovery, remedial treatments, etc. Its
provisions are contained in the museum’s Emergency Manual.

Managing conservation by external specialists. Employing external specialists to treat
objects where the museum lacks suitable in-house conservation skills or where there is a
legal requirement for specially licensed work.

5. Larger Working Objects

5.1 Operation.

5.1.1 Whilst operation of machinery and working objects may lead to some wear of moving

parts, the museum believes that the benefits of operating the object outweigh any negative

effects. Operating an object can contribute to its preservation, for example, by preventing
seizure of the machinery or alleviating or varying localized stress points. It also helps to
preserve or rediscover appropriate operational and maintenance skills.

5.1.2 The Bahamas Locomotive Society subscribes wholeheartedly to the principle
of preserving 'heritage skills for the future’ and implements this through in-
house training of volunteers who are involved in the operation and
maintenance of working objects.

5.2 Risks.

5.2.1 Risks to the object, its operators or visitors, are assessed prior to operating any
working object. All locomotives and rolling stock are operated in accordance with the
Rules and Working Instructions published in the Bahamas Locomotive Society
Members Handbook, in line with the operating requirements of the Office of Rail and
Road (ORR) and the operating rule book of the railway on which it is being operated.

5.2.2 Wear and tear of machinery is to be expected and the repair or replacement of
components can be acceptable where this does not jeopardise the future ‘heritage
integrity’ of the object.

5.2.3 If major repair or replacement of components is required, an evaluation of the scope
of replacement or repair will be carried out to determine if operation of the object
should cease, so as to ensure preservation of its heritage value. This evaluation will
also take account of any current legislative or other Health & Safety standards that
may compromise safety of operation.

6. Training.
The object will only be operated if a sufficient number of trained and competent
operating staff are available.

7. Documentation and Record-keeping
All evaluations, decisions, treatments and interventions will be carefully documented and a
permanent record retained with the Object Record in the museum archive.

8. Guidance

In pursuit of ‘best practise’ we will be guided by:

Collections Trust's SPECTRUM 5.0, The UK Collection Management Standard,
ABTEM Guidelines for the Care of Larger and Working Historic Objects
Museums Association’s Code of Ethics for Museums,

Collections Trust’s Benchmarks in Collection Care 2.1,

BS 5454 Recommendations for Storage and Exhibition of Archival Documents.

AL ON -
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4. Documentation policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The documentation policy will be published and reviewed from
time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1. Statement of Purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Purpose
The purpose of this policy is to outline the work of the Society with regard to the
documentation of its collections.

3. Aims and Objectives

Caring for the collections is a fundamental duty of the museum to ensure the long-term
preservation of the objects. In order to properly care for the collections, we need a complete
record of all items, their location and condition, with a consistent standard of documentation.

This policy aims to ensure continuity of practice and standardisation of procedure, to secure
a permanent written record of the Museum’s collection and to ensure that recommended
standards as published in SPECTRUM 5.0, the UK Museum Documentation Standard,
continue to be met.

4. Documentation
Responsibility for documentation and collections management lies with the Collections
Manager.

The Bahamas Locomotive Society is committed to fulfilling its responsibility for the security,
management of and access to its collections within the Engine Shed. By so doing it seeks to
improve accountability, maintain or exceed the minimum standard of documentation, provide
access to collections information, and strengthen the security of the collections.

The Society fulfils this responsibility by following the procedures of SPECTRUM 5.0, the UK
Museum Documentation Standard.

It understands its obligations to operate within the General Data Protection Regulations and
in accordance with ethical considerations provided in the Collections Development Policy.

Documenting the collection identifies, locates and provides access to information on all items
for which the Museum is legally responsible, both owned or loaned. This information will be
made available to Society members or visitors who wish to use the resource for research
purposes, subject to the requirements of GDPR and to the security requirements set out in
the Collections Development Policy.

The documentation comprises digital and paper records. Digital back-up files are periodically
made and kept off-site by the Collections Manager. A hard copy museum register is created
on archival paper periodically and stored in a secure cabinet.
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All loans, conservation interventions, and other activity associated with museum objects is

fully recorded and stored in object record files along with correspondence and background
information.

Digital files, and the equipment necessary to interpret them, are periodically updated to
prevent obsolescence and ensure continued access for reading and editing.
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5. Learning Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 16 April 2025

Policy review procedure: The education policy will be published and reviewed from time to
time, at least once every five years.

Date at which this policy is due for review: March 2030

1. Museum’s statement of purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2, Aim

The aims of this policy are:

* to define the methods of developing the Society’s educational role

* to improve the learning experience for the public

* to promote sustainability for the Museum

* to support the learning and development of the Society’s staff and volunteers

* to keep all Society members informed of its activities and encourage participation to
retain, utilise, and develop relevant skills.

4. Introduction
The Engine Shed’s location at Ingrow, adjacent to the Carriage Works, operated by
the Vintage Carriages Trust and alongside the Keighley & Worth Valley Railway’s
Ingrow West Station, has enabled the three organisations to form a strong
partnership which provides a positive environment to develop a sustainable
educational role.
We are committed to working with our partners to deliver our learning offer.

5 Learning Resource

Our collection and those of our partners provide a rich resource which tell the history

of railways and the story of railway travel.

We are currently engaged in providing learning opportunities through:

* Talks and presentations for the general public and for staff

* Exhibitions and displays and interpretation that are accurate and accessible to
all.

* Formal and informal learning through the content of the website and visits to the
site

* Answering enquiries

*  Producing publications

* Onsite and offsite visits with schools

* Children’s activities

*  Tours of the museums and gallery

* Access to archives

We aim to stimulate discovery and research of the collection by contributing our

objects to external heritage railways and exhibitions, encouraging research of

carriages and locomotives by offering free access to our archives, engaging

volunteers and enabling the use of the collection as a resource for event days.
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All education enquiries are dealt with by our Learning & Community Engagement
Manager, the Learning Team, and Duty Officers. They respond on an individual basis
and every effort is made to meet requests for school trips and educational tours.

Objectives
To continue-the Education and Learning programme by

Developing and delivering high quality, fun and engaging learning experiences,
formally and informally, for all ages and abilities that embody the principles set
out in the national standards such as Inspiring Learning for All. Arts Council Lets
Create strategy, national curriculum.

Develop partnerships locally and nationally, with museums and other educational
bodies, to establish a meaningful and influential presence in the heritage
education sector.

Increase access, awareness and understanding of the museum collections and
use advocacy to raise awareness of education and learning at Rail Story.

Modes of Engagement

Museum galleries

Outreach

Website and Social Media channels
Lectures

Exhibitions

Publications

Events

Enquiries

Research

Delivery Commitments

8.1

8.2

8.3

We will increase the number of young people who visit Rail Story and its
museums. We will continue to provide programmes for Key Stages 1 & 2 and
will target other groups who may benefit most from on-site visits;-and develop
opportunities to work with A-level and GCSE students, gifted and talented and
Special Educational Needs groups, by approaching and building relationships
with teachers in local secondary schools and colleges. We will also identify
youth groups and other groups of young people such as those in the pupil
referral units who may benefit from visiting. We will also look beyond young
people to the wider community and build relationships with local interest
groups.

Using our dedicated learning space, the Learning Coach, we will provide a
programme of activities. We will develop and deliver structured programmes
for Early Years to Key Stage 3, which can be delivered throughout the year.
We will also ensure access to the collection through the gallery and provide
informal learning about the collection for all visitors. We will run public talks
and presentations adult education classes, temporary exhibitions and clubs
for young people, and work in partnership with outside organisations to
facilitate other learning opportunities.

Outreach

We will develop a programme of outreach activities, events and projects in
partnership with all the Keighley & Worth Valley Railway and Rail Story
departments. We will develop a handling collection and complementary
resources to support the teaching of curriculum-based topics. Rail Story will
also develop and take part in learning and community engagement
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opportunities. We aim to involve disadvantaged groups such as those who are
not in education, employment or training.

8.4 Digital offer
We will continue to outline our learning offer via the websites and social
media.

8.5 Talks and presentations
We will plan talks and presentations as opportunities arise, available either in-
person or on-line.

8.6 Exhibitions
Our exhibitions programme will be developed by the museum curators and
planned with reference to the museum’s priorities. The exhibition plan will
support the learning and access priorities of the museums. As part of the
programme we will develop relationships with local authorities that could lead
to inexpensive, temporary exhibitions in schools, libraries and public places
and provide informal learning material to support these. We will promote good
relationships with museums locally and nationally to exhibit our collections
and become involved in the development of learning materials for these where
appropriate. We will be proactive in providing exhibition material that responds
to key learning initiatives such as STEM/STEAM

8.7 Events
We will respond positively to opportunities to engage in one-off events that
support and raise awareness of education and learning.

8.8 Research
We will continue to encourage independent research into the collections and
the history of railways. We will aim to support those studying higher education
and post-graduate qualifications and those writing publications.

8.9 Partnerships
We will actively seek and develop partnerships with other museums, heritage
organisations, local authorities, community groups and other bodies who are
committed to and facilitate learning at a local and national level. In particular
we will work with our on-site partners to provide joint learning programmes,
and collaborate with like-minded groups such as

8.10  Accreditation
Education and Learning will meet the requirements for Accredited Museum
Status.

Access

We are committed to improving access to our collections physically and intellectually.
We are open six days a week to make sure every visitor has access to our museums
and collections. We offer free pre-booked access to all of our archives. We are
committed to developing our website to include information on our collections. We will
ensure that online resources are diverse and inclusive.

Measuring Success

It is important that all Education and Learning activities continue to be evaluated to
ensure we are meeting the quality standards we have set. Success will be measured
against the learning priorities identified by Arts Council England and other national
bodies. Events and visits will be further evaluated from qualitative evidence gained
from individuals taking part and by the learning officer. Feedback on all learning

5-3



The Bahamas Locomotive Society Ltd Policies Manual

activities will be encouraged and actively sought when developing formal education
resources. Feedback will be responded to promptly and areas for improvement
identified and acted on.
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6. Equal Opportunities Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025.

Policy review procedure: The equal opportunities policy will be published and reviewed
from time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1 Statement of Purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Equal Opportunities Statement

21 The Society is a registered educational charity for this purpose.

2.2 The Society aims to provide all members with the opportunity to become involved with
the voluntary work which is performed regardless of their age, sex, marital status,
disability, sexual orientation, race, creed, colour or ethnic origin.

2.3 The Society realises that an on-going systematic and objective appraisal of its
practices is necessary to ensure that the consistency of this policy is rigorously
applied with the definitive objective of equal opportunity for all. However, the safety
critical nature of some tasks means that they may only be carried out by people with
the appropriate maturity, training and physical ability. This may prevent some people
from being able to carry out particular activities.

24 The Society will attempt to train people in appropriate skills wherever possible, in
compliance with all relevant legislation.

25 Unfair discrimination based on individual characteristics will not be tolerated.

2.6 It is the obligation of all members to be aware of this policy on equal opportunities. If

any member of staff or volunteer has any concerns about the behaviour of another, which

breaches this policy, then they should bring it to the attention of the Board of Trustees who
will investigate any alleged breach in line with the BLS Grievance/Complaint Policy and/or

Bullying and Harassment Policy

09.25 6-1



The Bahamas Locomotive Society Ltd Policies Manual

7. Volunteers Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025.

Policy review procedure: The Volunteers Policy will be published and reviewed from time
to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1. Museum’s statement of purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Purpose
The purpose of this document is to provide an outline of what volunteers can expect
from the Society and summarize the responsibilities of all volunteers to the Society.
This policy offers guidance as to the nature of the relationship between the volunteer
and the Society. It is necessary that before any volunteer undertakes any duty on
behalf of the Society, they read, understand and agree with this policy.

3. Introduction

The Society welcomes members who wish to volunteer and participate in Society
activities.

Membership of the Society is open to all persons over the age of 12 years and any
member may volunteer to help the Society in continuing to achieve its aims.

Volunteer opportunities are available across the whole range of activities but some
are governed by legal or physical restrictions which may prevent or limit members
from undertaking specific tasks, for example, physical strength can be necessary for
some engineering work.

4. General Principles
4.1 The Society is a not-for-profit organisation and is a limited company and registered
charity. The success of its activities relies heavily on volunteer effort.

4.2 A member will usually offer to volunteer his or her services by contacting the Society
or coming along to the Museum or Workshop and offering to help. Suitable training
and supervision are provided. The Society will benefit from the work carried out and
the volunteer will have the satisfaction of helping, developing their own skills and
widening their social acquaintances.

4.3 Members/volunteers are covered by the Society’s insurance providing that their
membership is up to date.

4.4 Policies are in place for Health and Safety, working at Ingrow, locomotive operation,
safe-guarding, general conduct, and equal opportunities, to be adhered to when
representing the Society in any activity. These are available in the Society’s
Handbook or can be obtained from the museum office. All volunteers are expected to
make themselves aware of, and abide by, these guidelines for their mutual protection.
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4.5

4.6

7.2

09.25

Volunteers should sign-on before commencing their duties at Ingrow or elsewhere
and this implies acceptance of the terms of this policy.

Members engaging with the public should take care not to express opinions which
may be perceived as political or culturally insensitive.

Volunteer Voice.

The Society has a relatively small membership and members can easily make their
views known to members of the Board of Trustees whose names are published in the
Society Journal. All eligible members have an opportunity to attend the Annual
General Meeting to express their views and stand for election to the Board.

Problem solving.

Members and volunteers are encouraged to bring any problems to the attention of a
member of the Board of Trustees. If these are unable to be resolved, and the member
considers an appeal is necessary, these will be dealt with in line with the BLS
Grievance/Complaint Policy and/or Bullying and Harassment Policy. If the Board of
Trustees is unable to resolve the issue, independent arbitration will be sought from
outside the Society.

Health and safety.

Medical examinations are required for certain duties, e.g. footplate work, locomotive
support crew. Medical examinations are valid for a fixed period and renewal is
arranged as required.

It may be necessary for the Society to prohibit a volunteer from performing certain
tasks, for example, if the volunteer was not able to undertake their duties safely or
satisfactorily. In this event the Society may suggest alternative activities or inform the
volunteer that their services are no longer required. Membership of the Society will
not be affected unless exceptional circumstances prevail.
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8. Safeguarding Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025.

Policy review procedure: The Safeguarding policy will be published and reviewed from time
to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1. Museum’s statement of purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Introduction

The Society has a responsibility to ensure the safety of all visitors to the museum. This
document discusses the issues relating to the safety of children and vulnerable adults visiting
the museum and museum's duty to its staff to enable them to carry out their work in a safe
and responsible manner.

This policy refers to all Society members acting in customer facing roles, whether on-site at
Ingrow or elsewhere.

3. Definitions
3.1 Children are people under the age of 18 years.

3.2 Vulnerable adults are people over the age of 18 years who need special care by reason
of mental or other disability, age or illness and who are unable to take care of
themselves, or unable to protect themselves against significant harm or exploitation.

3.3 Responsible adults or Carers are people over the age of 18 years who have
responsibility for the care of a child or a vulnerable adult.

3.4 Museum staff include Duty Officers, Education Facilitators and volunteer members of the
Bahamas Locomotive Society who are responsible for the operation of the museum or
any outreach activity.

4. Code of Conduct

The procedures as directed in the Guidelines for Front-of-House Staff must be followed at all
times. The following is intended to apply to specific situations when dealing with visitors who
are either children or vulnerable adults.

Staff and volunteers should:

* treat all visitors with courtesy, respect and equality,

* ensure that visitors behave in a sensible manner by pointing out to carers that certain
activities may be undesirable e.g. climbing on locomotives, signals, playing in the lift etc,

* ensure that visitors do not enter the workshop area unless authorised to do so,

* in the event of visitors becoming stuck in the lift or toilet, staff should follow the
instructions for dealing with these situations,
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* ensure that all visitors have left the museum at closing time,

* in the event of an accident, remember that the carer is responsible for giving whatever
treatment is necessary. Museum staff can provide first aid equipment and first aid if
requested and summon outside help if required. Full details of the incident should be
recorded in the incident book.

Museum Staff should never:

* use language which might frighten or upset the visitor,

* have unnecessary contact with the visitor,

* be alone with children or vulnerable adults, e.g. do not take a child to the toilet.

5. Allegations

5.1 If a visitor makes an allegation of inappropriate behaviour, this should be reported to the
carer immediately.

5.2 Both the carer and the member should make a written statement immediately about the
incident and this should be passed to the member of the Board of Trustees responsible.
Any witness to the incident should be requested to give their details if appropriate. It is
important not to say that any information about the incident will be kept confidential.

5.3 If approriate that day’s CCTV must be preserved.

6. Special situations

A responsible adult, as defined above, should normally be in charge of the child or vulnerable
adult. However members should be aware that vulnerable adults may not be accompanied or
even aware of their disability. Similarly a person under 18 years may be unaccompanied and
have no disability. Members should treat these visitors in the usual manner but must take
care not to assume more responsibility than is normally required, i.e. not to assume the role
of a carer.

7. Training of Museum Staff

All members working in the museum, or on outreach duties, should make themselves aware
of the Guidelines for Front-of-House Staff and this policy. Safeguarding training will be
provided by the Society as part of the staff and volunteer induction process.

8. Disclosure and Barring Service Checks (DBS)

Where staff or volunteer roles require significant contact with children or vulnerable adults a
criminal records check through the Disclosure and Barring Service may be required.
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9. Loans Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The documentation policy will be published and reviewed from
time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1 Museum’s statement of purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2 Introduction

This policy determines the acceptance of loans to the Society (Loans In) or the provision of
loaned objects to other external organisations (Loans Out).

Loans In

The decision to accept any loan will be at the discretion of the Collections Manager or
Committee of Management. Any decision will be assessed on:

1. the validity of the object to enhance the existing Museum collection in a manner not
otherwise achievable, i.e. unlikely to obtain such an object because of rarity and/or
expense of purchase,

2. the Society’s ability to offer appropriate and acceptable accommodation and provide
adequate facilities for conservation, restoration, or exhibition.

Any ‘Loans In’ will be subject to a written agreement between the lender and the Society.
This agreement will determine:
1. the ownership of the object,
the length of the fixed period of loan (there are to be no references to ‘permanent’ or
‘indefinite’ loan — all loans are for a fixed period, normally no more than five years),
3. a statement on the care or conservation of the object,
4. any other specific terms and conditions of loan,
5. the steps to be taken in event of the demise of the lender.

The standard ‘Loans In’ agreement may be substituted by the lender’s own loan agreement,
or, where the object is of a particularly special nature, by a mutual agreement between the
lender and the Society.

Loans Out

1. The decision to lend any object from the Museum’s collection will be at the discretion
of the Collections Manager and/or Committee of Management. Any decision will be
assessed on the ability of the borrower to meet the terms and conditions as laid down
by the Society.

2. Loans will only be made to named organisations for the purpose of public display,
research or education.

3. Loans to individuals will only be considered in exceptional circumstances.
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4.

5.

Borrowers will be expected to provide appropriate public acknowledgement of the
loan from Bahamas Locomotive Society.

Any ‘Loans Out’ will be subject to an individual written agreement between the lender
and the Society. The content of the agreement will be determined by the type of
object, as categorised below:

1. Steam Locomotive

2. Rolling stock

3. Steam Breakdown Crane

4. Small exhibits

5. Archive

Steam locomotives

The standard terms and conditions of loan include the following:

1.

2.

10.

11

12.

13.

14.

09.25

The locomotive must be housed in secure under cover accommodation when not in
steam.

A qualified BLS representative must be present to assist in the preparation and
disposal of the locomotive and must be present on the footplate when the locomotive
is operated.

All BLS representatives will work in accordance with the rules or operating regulations
of the borrowing/hiring railway or institution.

The BLS/BLT will provide the locomotive in a fit and proper state and provide
evidence of appropriate boiler insurance if requested. However, the BLS/BLT will not
be liable for any loss or failure caused by the unavailability of the locomotive at any
time during the loan period.

The BLS representative reserves the right to stop the operation of the locomotive at
any time if it is considered that further use may damage or seriously impair the
condition of the locomotive or cause a hazard to any person.

The method of boiler water treatment will be as agreed between the BLS and the
borrower/hirer.

The borrower/hirer must satisfy themselves that the locomotive is fit to run before the
locomotive is used for the first time.

The borrower/hirer will provide coal and appropriate type of oil for the duration of the
visit, unless otherwise agreed in writing.

The borrower/hirer will provide the cost of transport and full loss or damage
insurance. The mode and method of haulage will be as agreed between the BLS and
the borrower/hirer prior to commencement of loan/hire.

The borrower/hirer will provide full indemnity for any loss or damage caused to the
locomotive, ancillary equipment, tools, lamps, etc., whilst on their premises
howsoever caused.

. The borrower/hirer will indicate the likely number of operating dates prior to the

commencement of the loan/hire period.

If the locomotive is subject to a long-term loan/hire, periodic reviews will be carried

out to establish the borrowing/hiring institution’s continuing ability to meet the

conditions of loan/hire. This period will be agreed by BLS and the borrower/hirer prior

to the commencement of loan.

The BLS/BLT reserve the right to charge a fee for each day the engine is

operated/displayed. The fee and payment method, the period of the loan/hire and

expected return date, and arrangements for transport are to be agreed in writing prior

to the commencement of the period of the loan/hire.

The hirer/borrower must acknowledge the Bahamas Locomotive Society and

publicise the loan/appearance of the locomotive where appropriate.

a. When the locomotive on loan is the LNWR Coal Tank, acknowledgement

must be given that this engine is owned by the National Trust and cared for by
the Bahamas Locomotive Society.
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b. When the locomotive on loan is Bahamas, acknowledgement must be given
that the restoration of the locomotive was funded with the support of the
Heritage Lottery Fund.
15. The period of loan/hire and any fees may be modified during the term of the loan/hire
subject to agreement in writing.
16. Any fees are to be paid in full within 30 days of the return of the locomotive, unless
otherwise agreed in writing.

Other terms and conditions may be added to the loan agreement to cover specific
circumstances.

Rolling Stock

The standard terms and conditions of loan include the following:

1. A BLS representative must have the option to accompany the vehicle at all times
when it is in use.

2. The BLS/BLT will provide the vehicle in a fit and proper state. However, the BLS/BLT
will not be liable for any loss or failure caused by the unavailability of the vehicle at
any time during the loan period.

3. The borrower/hirer will provide oil and any other consumables for the duration of the
loan.

4. The borrower/hirer will provide the cost of transport and full loss or damage
insurance. The mode and method of haulage will be as agreed between the BLS and
the borrower/hirer prior to commencement of loan/hire.

The borrower/hirer must satisfy themselves that the vehicle is fit to run before use.

The borrower/hirer will provide full indemnity for any loss or damage caused to the

vehicle, ancillary equipment, tools, lamps, etc., whilst on their premises howsoever

caused.

7. The borrower/hirer will indicate the likely number of operating dates prior to the
commencement of the loan/hire period.

8. The BLS representative reserves the right to stop the operation of the vehicle at any
time if it is considered that further use may damage or seriously impair the condition
of the vehicle or cause a hazard to any person.

9. If the vehicle is subject to a long-term loan, periodic reviews will be carried out to
establish the borrowing/hiring institution’s continuing ability to meet the conditions of
loan/hire. This period will be agreed by BLS and the borrower/hirer prior to the
commencement of loan.

10. The hirer/borrower must acknowledge the Bahamas Locomotive Society and
publicise the loan/appearance of the locomotive where appropriate.

11. The BLS/BLT reserve the right to charge a fee for each day that the vehicle is in use.
The fee and payment method, the period of the loan/hire and expected return date,
and arrangements for transport, are to be included in the written agreement prior to
the commencement of the loan/hire.

12. The period of loan/hire and any fees may be modified during the term of the loan/hire
subject to agreement in writing.

13. Any fees are to be paid in full within six weeks of the return of the vehicle, unless
otherwise agreed in writing.

o o

Steam Breakdown Crane

Loan of the Steam Crane is precluded where this would entail its removal from the Keighley
& Worth Valley Railway due to the technical complications involved. In the event of any
other loan request a specific written agreement will be formulated for the individual
circumstances.

Small Exhibits

The loan of small exhibits is permitted to organisations that have achieved Accredited status
under the scheme run by the Arts Council England. This guarantees an acceptable minimum
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level of stewardship. Other organisations or individuals will have to provide written evidence
of procedure that show an equivalent level of care.

Archive and Library

There is a presumption against the loan of any item from the museum archive or library. In
most instances copies can be made available for which a small fee is charged to cover the
cost of reproduction. Where the request for the loan is for exhibition by an Accredited
Museum, Gallery or Library, a specific Loans Out agreement will be formulated for the
individual circumstances.

The following must be included in any agreement.

1. The borrower must demonstrate they have provided an appropriate level of insurance
or indemnity for the duration of the loan.

2. The period of loan and expected return date must be specified in advance.

3. When the item is of high value or its condition considered vulnerable, a BLS
representative will act as courier and oversee its transport, unpacking and installation.

4. If an object is subject to a long-term loan, periodic reviews will be carried out to
establish the borrowing institution’s continuing ability to meet the conditions of loan.
This period will be agreed by BLS and the borrower/hirer prior to the commencement
of loan.
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10. Environmental Policy

Name of museum
The Engine Shed at Ingrow

Name of governing body
The Bahamas Locomotive Society Ltd

Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The documentation policy will be published and reviewed
from time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1. Museum’s statement of purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Aim of this policy

The aim of this policy is to consider ways and means of protecting the environment while
allowing the Society to continue to function and operate in pursuit of its aims.

3. Environmental Statement

The Society recognises that its activities involve the use of fossil fuels in order to operate its
fleet of locomotives in accordance with its Statement of Purpose. Locomotives are
maintained to ensure safe and economical usage which, together with a training regime for
locomotive operating staff, promotes best practice in the use of such fuels, commensurate
with the need to continue to educate how, why and when these fuels were used.

The Society already offsets some of its carbon footprint by way of its installation of solar PV
cells some years ago and will continue to seek ways in which this aim can be developed.

It will continue to seek ways of minimising environmental harm by seeking to improve
methods of energy use, recycle waste wherever possible, and through purchasing.

4. Objectives

1 To improve the environmental performance of all activities and reduce the impact on
the environment in all its areas of operation.

2 To work closely with all partners, staff, volunteers, visitors, contractors and the local
community to implement this policy and achieve these aims.

3 To meet environmental legislation and regulations, and where possible, exceed these
requirements.

4 Monitor and manage the use of energy with a view to increasing energy efficiency
and reducing waste.

5 Monitor and manage waste generation and recycling with a view to reducing waste
and increasing the amount of recycling.

6 To develop and train all staff and volunteers to conduct their activities in an

environmentally responsible manner.

09.25 10-1



The Bahamas Locomotive Society Ltd Policies Manual

7

8

9

10

11

12

5.

Encourage staff, volunteers, visitors and contractors to use public transport and other
forms of environmentally friendly transport when visiting the Museum.

To reduce, wherever possible, the carbon footprint of the plant and equipment
installed in the Museum and ensure that the impact on the environment of any new
plant and equipment is considered before any commitment is made.

Ensure that environmental considerations, as well as value-for-money criteria, are
taken into account when purchasing new plant and equipment, or other items.
Engage with our visitors and the local community on environmental issues through
relevant exhibitions, and events.

Promote interest in environmental issues throughout the Society’s range of
educational programmes.

Support local authority, regional and national initiatives where practicable

Action Plan

The Museum will assess the impact of any proposed developments relating to the
implementation of improvements relating to this plan against the obligations and
requirements set out in the Bahamas Locomotive Society’s Collections Care and
Conservation Plan.

Item Activity/Action Responsible Target Date
No. Person(s)
1 Identify responsible person to manage and Trustees March 2030
monitor the Museum’s environmental policy
2 Ensure environmental considerations are taken | Trustees On going
into account when new plant and equipment, or
other items, are purchased
3 Ensure the Museum’s environmental policy is Trustees On going
adopted by all contractors working on the
Museum site.
4 Within any new development projects, ensure Trustees On going
that environmental best practices are
incorporated in all designs and installations.
5 Provide training and induction for all staff and Trustees On going
volunteers on environmental best practices.
6 Ensure that appropriate facilities for recycling Trustees On going
and waste reduction are available
7 Promote the use of public transport and other Trustees and staff On going.

environmentally friendly means of transport to
staff, volunteers and our visitors.
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11. Access Policy and Plan

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: This Access Policy and Plan will be published and reviewed from
time to time, at least once every five years.

Date at which this policy is due for review: March 2030.

1. Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Access Policy

All people have an equal right to engage with, use and enjoy the Museum and the services
that it provides. The Museum aims to provide the widest possible access to its collections
and to enable audiences from all sections of the community to enjoy them. To do this the
Museum will endeavour where possible to improve access by removing or reducing physical,
cultural, social, financial, intellectual, psychological and emotional barriers that might prevent
certain sections of the community from engaging with it.

The Museum also undertakes not to discriminate against any employee, job applicant,
volunteer or service user on grounds such as gender, age, marital status, social class, race,
colour, ethnic or national origin, disability, sexual orientation, unrelated criminal conviction,
religion or belief. This commitment extends also to our staff, volunteers and work placements
as well as visitors.

This policy is aligned with the Forward Plan, Safeguarding Policy, Collections Care and
Conservation Policy and Plan, recruitment and selection procedures, and information
provided to all staff and volunteers.

3. Access Improvement Plan

3.1 Review of Existing Accessibility
General Access

* The Museum endeavours to enable access to the whole of the museum site.
However, for health and safety reasons, there is no public access in some areas.

* The railway workshop is not part of the Museum per se and may pose a health and
safety risk for unsupervised access. The Museum will consider requests for access
to the workshop and other areas normally closed to visitors, provided it is deemed
safe to do so and that members of the Museum workforce are available to supervise.

* On running days, volunteers are on hand at all times to answer any questions or
provide information on schedules and locations.

* The Museum is able to offer guided tours for groups or individuals on request, subject
to the availability of volunteers.

* Access for research purposes to the reserve collections is by appointment only,
subject to the availability of the Collections Manager. Emailed or written requests
may be made and the Collections Manager will follow up any such request with a
written response as quickly as possible.
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Disabled access

* The Museum is housed within a historic goods shed, which been adapted for the
organisation’s purposes.

* A wheelchair accessible toilet is available for visitors and staff.

* Aliftis provided for access to the upper gallery and office/archive, for disabled
visitors, staff or volunteers.

» Carers visiting with disabled visitors are given free admission. Disabled visitors are
able to reserve a space in the free car park, which is as near to the main doors as
possible.

* Adequate visitor seating is provided within and around the Museum.

* Interpretive text is provided in appropriate colour and point size and adequate display
lighting is provided to aid people with visual impairments. Handling objects are
available, and sound exhibits form part of the interpretation.

* A microphone and PA system with a T setting is available for use by people with
hearing impairments.

* Group and school visits are welcome by appointment, the booking form for which
enables the visit organiser to state any special needs. The Museum endeavours to
meet all such needs.

* Access to the archive is available by appointment and arrangements will be made for
the most appropriate means of access.

3.2 Accessibility assessment
The Museum is committed to a rolling programme of improvements to eliminate barriers and
ensure equality of access for all. In so doing we will consider the following forms of
accessibility:
* Physical
To enable people with physical disabilities to reach and appreciate every part of the
museum service. To take into account the needs of the elderly and of people caring
for young people.
e Sensory
To enable visitors with impaired vision or hearing to enjoy the museum’s buildings
and collections.
* Intellectual
We recognise that people have different learning styles and we will aim to provide
interpretation in a range of learning styles. We also aim to ensure people with
learning difficulties can engage with and enjoy the museum and the collections.
e Cultural
To consider the needs of people for whom English is not a first language, or whose
knowledge of British history and culture may be limited.
* Attitudinal/Emotional
To ensure the museum environment and museum staff and volunteers are welcoming
to visitors from all sections of the community.
* Financial
Free admission continues to be available for carers. When reviewing any charges to
any of the museums’ extra services (such as learning and outreach) we will take into
account that ability-to-pay can be a barrier to access.

The Museum will seek to engage with visiting individuals and groups to obtain feedback on
future access improvements and liaise where necessary with support groups such as the
Action on Hearing, Royal National Institute of Blind People (RNIB) and other disability
support groups to ensure that future access provision is in line with prevailing best practice.

The Museum will underpin its access policy commitments with suitable training for its staff
and volunteers, assessed on the level of need and resource constraints.
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3.3 Key access improvements
The Museum’s ambitions to improve access during the next five years, and which is
considered to be realistic and manageable, are set out below.
General accessibility improvements
* Ensure that interpretation of all displays in the Museum meet current accessibility
standards and best practice.
* Ensure that directional signage and guidance throughout the Museum addresses the
needs of all visitors
* |dentify local partner organisation to carry out an accessibility survey of the site and
make recommendations for any improvement needed.
Visitors with visual impairments
* Review showcase displays and upgrade some of the text panels for improved
accessibility.
* |dentify local partner organisation to carry out an accessibility survey of the site and
make recommendations for any improvement needed.
Visitors with hearing impairments
* |dentify local partner organisation to carry out an accessibility survey of the site and
make recommendations for any improvement needed.
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12. IT Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: Bahamas Locomotive Society
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: This IT policy will be published and reviewed from time to time, at
least once every five years.

Date at which this policy is due for review: March 2030.

1. Museum’s statement of purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2. Aim

The purpose of the Policy is to set out the standards expected of anyone who uses the
Company’s computer equipment and internet devices, including web search, social media
and email.

3. Code of Conduct

* The Company expect the highest possible standards of behaviour from employees
and volunteers when in contact with other Society members, employees or any
representatives from our partner or associated organisations or with members of the
public etc.

* Anyone using the Company’s IT facilities must recognise and distinguish clearly
between Company and private use.

* The Company’s IT resources and communication systems are to be used only for
Company/Society business.

*  Whilst the Company does not prohibit the use of its equipment for limited ‘emergency’
personal use this must not involve misuse of the internet or any of its IT resources to
search or circulate any inappropriate material which could be harmful in any way to
the reputation of our business or any volunteer or employee.

* Inappropriate use of the equipment may pose a risk to our confidential and
proprietary information, and our reputation, which may potentially jeopardise our
compliance with our legal obligations.

* All volunteers and employees must act in ways that do not harm our business
reputation, or make any disparaging or defamatory statements about our
organisation, partners or members/employees past or present, visitors, affiliates or
stakeholders.

4. Monitoring

* The Trustees or anyone authorised by the Company/Society Chairman may, from
time to time, monitor the usage of all Company/Society IT resources so as to maintain
compliance with this policy. Failure to comply will result in disciplinary action.

* Should any volunteer or employee feel aggrieved in any way as a result of actions
taken by others or believe that inappropriate material about any aspect of the
business is in the public domain then they should make this known to their Line
Manager (in the case of an employee) or a senior Society representative (in the case
of a volunteer) at the earliest possible opportunity. This will enable appropriate
investigations to occur.
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13. Privacy Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: This Privacy Policy will be published and reviewed from time to
time, at least once every five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose
Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

Privacy Statement

The Bahamas Locomotive Society Ltd (the Society) maintains information on each member
in order to promote the Society’s activities and support the Society’s stated aims. This
information will have been gathered from each member at the time they completed and
submitted their membership application or renewal form. The Society also records
information for the sale of goods on behalf of its trading company (Bahamas Loco Trading
Ltd) and the care and security of visitors to its museum.

The Society is the sole owner of all this collated information and will not share, sell, or rent
this information to anyone other than its trustees, its trading company (Bahamas Loco
Trading Ltd) or officers who have responsibility to manage and administer such information in
order to fulfil our contractual obligation to each member, or user of the museum. This
obligation includes such activities as:
* managing the membership database,
* preparing mailing lists for distribution of the Journal or promotional material such as
fund raising, event notification, etc., as may arise from time to time,
* the sale of goods via the Society website as a means to promote its activities and
raise funds
* the use of cctv to safeguard members, staff, visitors and the Society’s collections.

Details stored may include name, address, telephone number, occupation, email address,
cctv images.

Information will be held of past members in order to provide statistics and trends on
membership renewals, non-renewals or resignations, to help with future planning.

Photographs of Society events and activities are collected and maintained in an archive for
the purpose of maintaining a historical record of events. These images may be used to
report on these activities or promote the Society in accordance with its published aims.

Any changes to this policy will be notified to each member via notification in the Journal and
by subsequent amendment of the Members Handbook, or via the Society website.

Anyone wishing to have their information removed from the database may have to relinquish

their status as a member, if, by so doing it obstructs the administration of their contact
information.
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Requests to see the content of their personal data or seek its removal should, in the first
instance, notify the Chairman.
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14. Conflict of Interest Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

1 Conflict of Interest Policy

1.1 All trustees are to be aware that, when involved in the Society’s business, they must
act in the interests of the Society and not be influenced by any personal
considerations which may lead them to draw different conclusions or take different
actions. In particular, trustees must consider whether or not any conflicts of interest
exist due to financial matters or loyalty to another party.

1.2 It is the responsibility of each trustee to identify and disclose to the Board of Trustees
any circumstances where a conflict of interest may or does exist. The Board of
Trustees will maintain a Register of Interests recording these declared interests.

1.3 Where a particular matter is deemed to cause a conflict of interest, the relevant
trustee will not take part in any decision making process which deals with that matter.

1.4 No trustee of the Society is remunerated in cash or kind however the Board of
Trustees may agree from time to time to pay trustees expenses which are agreed in
advance, supported by a VAT receipt and a result of a necessary part of the Society’s
activities.
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15. Handling complaints Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

1 Handling Complaints Policy

1.1 If a complaint is received, it will be treated seriously, and handled fairly and
confidentially.

1.2 We request each complainant to set out what went wrong and how they believe the
matter can be put right.

1.3 Complaints will be considered by the Board of Trustees and, when a decision has
been reached, discussed with the complainant. Every effort will be made to satisfy
the complainant and maintain the good name and reputation of the Society if the
complaint is believed to be reasonable and genuine.
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16. Investments Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

1 Investment Policy

1.1 At present the company has no cash borrowings. The substantial amounts of liquid
assets are held in current and deposit accounts with the Charities Official Investment
Fund and various high street banks.

1.2 The Board of Trustees controls the selection of projects to be undertaken. When
significant projects are undertaken, such as the restoration of locomotives, a detailed
budget is prepared and all required funds are put in place before commitment to the
project is made.
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17. Paying Staff Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

Paying Staff Policy

The Society is largely staffed by volunteers but a small number of paid roles exist.

The Board of Trustees discusses and agrees any proposal to appoint a paid member

of staff. A job description is required, which should set out the responsibilities of the

role, the experience required, hours of work and pay and reporting line as a minimum.

Particular consideration is given to how employing paid staff may affect volunteer staff

members.

1.3 Candidates are sought in the most appropriate manner including personal
recommendation and specialist advertising.

1.4 A formal interview process will take place featuring a number of candidates who
appear to have the potential to fulfil the role.

1.5 Upon appointment, each member of staff is given a written contract setting out their
terms of employment.

1.6 All new members of staff will be inducted formally into the Society’s policies and
procedures within 4 weeks of the start of their employment.

1.7 Staff members are encouraged to identify suitable training which will assist them in

carrying out their role more effectively.

[ N -
N
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18. Risk Management Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

Risk category Examples

Governance risks * inappropriate organisational structure
» trustee body lacks relevant skills or commitment
» conflicts of interest

Operational risks * lack of beneficiary welfare or safety
* poor contract pricing
* poor staff recruitment and training
» doubt about security of assets

Financial risks * inaccurate and/or insufficient financial information
* inadequate reserves and cash flow
» dependency on limited income sources
* inadequate investment management policies
* insufficient insurance cover

External risks * poor public perception and reputation
» demographic changes such as an increase in the size of
beneficiary group
* turbulent economic or political environment
» changing government policy

Compliance with law « acting in breach of trust

and regulation * poor knowledge of the legal responsibilities of an employer
* poor knowledge of regulatory requirements of particular activities
(eg fund-raising, running of care facilities, operating vehicles)

The Society’s Board of Trustees, currently consisting of eight Trustees, holds monthly
meetings to manage the activities of the Society and regularly reviews the main areas of risk.
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Governance Risk

The Board is designed to have a collection of trustees which have substantial and
complementary skills and experience and which, taken together, are suitable for the
management and control of the Society’s operations and risks. The structure is stable as
many of the trustees have served for several years or decades.

Operational Risks

Board members take a close interest in all operational matters, are aware of the skills within
the organisation and know when to ‘buy-in’ external expertise. Less experienced volunteers
are handed tasks suitable for their level of skill and are closely supervised. Risk
Assessments for all the main areas of operation have been prepared.

Financial Risk Strategy

These may be summarised as follows:

a) Insufficient funds to continue operations and complete projects.

b) Unauthorised transactions.

c) Failure to safeguard our assets.

d) Failure to adhere to legislation or restrictions in whatever field.

e) Liabilities are not identified and provision made for them.

These risks are mitigated as follows:

* Major expenditure has to be approved by the Board and various Trustees have
specific roles and duties based on their experience. The Committee ensures that
current projects have sufficient funds available on a regular basis from a variety of
sources e.g. subscriptions, donations, gift aid, shop and museum income and grants.
At present the Company has no borrowings. Liquid assets are held in current and
deposit accounts with the Charities Official Investment Fund and various high street
banks.

* Our assets are housed securely at Ingrow other than Bahamas which is now securely
stored at Haworth. ltems stored outside are secured and protected from the weather.
A modern security system is in place and various insurance policies including public
liability are in force. The Board keeps up to date with legislation and regulations by
contact with people in the preservation sphere, membership of various associations
and by taking advice from recognised experts.

* A wholly owned subsidiary, Bahamas Loco Trading Ltd, was formed in 1991 with a
working capital of £5,000. This company is responsible for all trading activities such
as locomotive hire, books and souvenir sales. Profits are transferred to the Society in
return for free use of the Society's locomotives and other assets.

External Risks

The Society has developed an excellent reputation for the high quality of its work in the 50

years and more since its formation. The Society has clear boundaries between activities it
undertakes and those it does not. For example the society is willing to hire out locomotives
but not to operate or promote excursions.

External events which may affect the Society are identified and addressed appropriately by
the Board.

Compliance with Law and Regulation Risks

The Society has clear boundaries between activities it undertakes and those it does not. The
Board will seek professional advice when it deems it is required. Trustees keep up-to-date
with current legislation via industry bodies such as the HRA.
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19. Health & Safety Policy

Name of museum: The Engine Shed at Ingrow
Name of governing body: The Bahamas Locomotive Society Ltd
Date on which this policy was approved by governing body: 19 March 2025

Policy review procedure: The policy will be reviewed from time to time, at least once every
five years.

Date at which this policy is due for review: March 2030.

Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

Commitment and aims

We, the Bahamas Locomotive Society, will provide and maintain, so far as reasonably
practicable, a safe and healthy working environment, and will enlist the support of the
members and the public towards achieving these ends.

We are committed to maintaining the highest possible standards with regard to the safety of
our members, our visitors, and all other people affected by our operations.

We believe that high standards of Health and Safety will contribute to our success and will
contribute positively to the success of the heritage railway movement in general.

In order to achieve this we will ensure that all Society operations implement an appropriate
health and safety management system that:

» effectively identifies, assesses and controls all foreseeable health and safety risks,

* meets minimum and where practicable exceeds all relevant legislative requirements
and conforms to recognised good practices of health and safety,

* encourages all members of the Society to pursue health and safety matters with the
same degree of professionalism and commitment which we encourage in the pursuit
of our aims within the heritage railway movement,

* involves and consults the membership to develop an effective health and safety
policy and working practices,

* provides the necessary safe environment, equipment, information, training and
supervision to all people who are under our operational control.

To ensure that we meet these standards we intend to:
* undertake periodic internal and independent audits for compliance with this policy,
* regularly review, monitor and update all areas of our health and safety policy,
* obtain advice, and fully cooperate with outside authorities and bodies to assist with
the development of health and safety matters,
* regularly review this policy in the light of new knowledge, changes in legislation, and
developments within the Society.
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20. Bullying and Harassment Policy

Name of museum
The Engine Shed at Ingrow

Name of governing body
The Bahamas Locomotive Society Ltd

Date on which this policy was approved by governing body: 19 March 2025

Date at which this policy is due for review
Complete review by March 2030.

1 Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2 Inroduction
This purpose of this policy is to support an environment and culture where bullying and
harassment is not tolerated.

The Society recognises that everyone has the right to be treated with consideration, dignity
and respect. The Society seeks to support all volunteers and employees and aims to provide
a happy and fulfilling environment in which to work. This policy emphasises the need for
respectful treatment of all volunteer/employees within the Society and the protection of
anyone from harassment in any form. Similarly there is an expectation that
volunteers/employees will respect the work of the Society and not in anyway bring its name
into disrepute.

It should be remembered that actions both physical and verbal have different effects on
different people. It is not these actions themselves that constitute bullying or harassment, but
the way in which they are perceived and received. Actions that have no effect on one
individual may have a different and adverse effect on another.

All volunteers/employees are to recognise that the ultimate priority of the Society is to ensure
its on-going wellbeing. Fundamental to this is a motivated, driven, enthusiastic and, above
all, happy and caring workforce. A key to this objective is well-managed volunteers who
freely give their resources and above all their time. High morale amongst employees also
benefits in an atmosphere free of bullying and harassment and readily adds to the enjoyment
of all activities to provide a pleasant environment, particularly where the public and all staff
interact. This policy is intended to provide and promote such an environment.

3 Scope
This policy applies to all staff; that is anyone undertaking any activity for or on behalf of the
Society, either as a contractor, employee or in a voluntary capacity.

4 Harassment

Harassment is any unwanted physical, verbal, or non-verbal conduct which has the purpose
or effect of violating a person's dignity or creating an intimidating, upsetting, embarrassing,
hostile, degrading, humiliating or offensive environment.
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Harassment can take many forms, can occur on a variety of grounds, and may be directed at
or by one person or several people.

A single incident can amount to harassment and may include:
* Mocking or belittling a person's disability or abilities.
* Unwelcome sexual advances.
* Sending or displaying pornographic material that is, or that some people may find,
offensive.
* Jokes or derogatory or stereotypical remarks about a particular group or gender.

Harassment is considered to have occurred if the behaviour by the perpetrator is considered
to be unacceptable. It is recognised that unacceptable behaviour can be subjective, and
whereas one person may consider it unacceptable, another may not.

5 Bullying

Bullying is often considered to be the use of strength or power to coerce others by fear. It
can also be described as persistent actions, criticism, or personal abuse either in public or
private, which humiliates, intimidates, undermines, or demeans the individual involved so as
to cause them to suffer stress.

Examples are:
* Spreading malicious rumours or insulting someone by words or behaviour.
* Ridiculing or demeaning someone by picking on them or setting them up to fail.
* Exclusion, victimisation, or intimidation.
* Deliberately ignoring someone and ridiculing any suggestion they make.
* Overbearing supervision or some other misuse of power or position.
* Unnecessarily copying-in people to emails in an attempt to undermine.
* Expressing anger in an unacceptable and unprofessional manner especially in public.
* Deliberately undermining a competent worker by constant criticism.

6 Action to take

In the event that someone considers they have been the subject of harassment or bullying
while undertaking any activity on behalf of the Society, they should follow the procedure as
provided in the Grievance/Complaints Policy.

It is to be noted that bullying and harassment is not be confused with legitimate and justified
constructive and fair criticism of a volunteer or employee’s performance or behaviour at work.

7 Legal compliance
In the event of a conflict between this procedure and applicable legal and regulatory
requirements, the applicable legal and regulatory requirements shall be followed. If this
procedure creates a higher obligation, it shall be followed providing full compliance with
applicable legal and regulatory requirements is also achieved.
This policy has been drawn up on the basis of law and guidance including:

* Equality Act 2010.

* Protection from Harassment Act 1997.
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21. Disciplinary policy and procedure

Name of museum
The Engine Shed at Ingrow

Name of governing body
The Bahamas Locomotive Society Ltd

Date on which this policy was approved by governing body: 19 March 2025
Date at which this policy is due for review: March 2030.

1 Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2 Aim
The purpose of this document is to resolve conflict however it may occur and by offering a
procedure seek a fair resolution.

3 Introduction
The Society will try and resolve minor disciplinary issues with volunteers/employees through
informal discussions. If the informal discussions do not lead to the changes or improvements
expected, or the issues are too serious for an informal discussion then a formal procedure
will be followed as follows:
1. Investigations
2. Procedure at a formal disciplinary meeting
3. Suspension
4. Disciplinary outcomes
» Stage 1 — First written warning
» Stage 2 — Final written warning
» Stage 3 — Dismissal from volunteering duties

5. Appeals
6. Companions
7. Record keeping
8. Sickness during a pending disciplinary procedure
9. Examples of misconduct and gross misconduct
4 Reference Documents
This policy shall be read in conjunction with our other policies and procedures including:
* [T Policy,

* Bullying Policy,
* Grievance/Complaints Policy.

5 Scope
This policy applies to all volunteers and employees working for or on behalf of the Society.

6.1 Investigations

In order to make a decision as to whether any kind of alleged misconduct warrants a
disciplinary meeting, an investigation will be conducted to find out the facts and make a
decision.

Holding an investigation meeting to acquire more information about a situation is a normal
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process and should not warrant any undue concern. This might include asking for:
* recollection of certain activities or situations
* names of relevant witnesses
* appropriate documents or photographs.

It is important that the conversation is open and honest. There is no requirement to give
notice of an investigation meeting and companions shall not be invited to attend.

6.2 Procedure at a Formal Disciplinary Meeting
If a volunteer or employee is invited to attend a formal disciplinary meeting the Society shall:
* Write to the volunteer/employee inviting them to a meeting, giving them information
about the allegations and the possible outcomes of the meeting. Where there is
evidence from investigation to consider, then that will also be included.
* Give at least two clear working days’ notice of any disciplinary meeting.
Once a decision has been made the volunteer/employee will be informed of that decision in
writing within seven days of the meeting.

6.3 Suspension

The volunteer/employee may be suspended from their duties whilst subject to an
investigation or disciplinary proceedings.

Suspension means not visiting Society premises or contact or liaison with other staff,
contractors, or visitors.

6.4 Disciplinary Outcomes
The outcome of a disciplinary meeting is not pre-determined. The Society shall take the time
to consider the evidence and any mitigation put forward before a decision is made. The
Society may decide that no formal action is necessary and issue an informal warning.
However, if formal action is taken it shall be as follows:
Stage 1 - First Written Warning
This lasts 12 months and is appropriate where the allegations relate to a first act of
misconduct and where there are no other active written warnings on their disciplinary record.
Stage 2 - Final written warning
This lasts 12 months and is appropriate for misconduct where there is already an active
written warning on the volunteer’'s/employees record; or for misconduct that the Society
considers sufficiently serious (gross misconduct) to warrant a final written warning even
though there are no other active warnings on their record.
Stage 3 — Dismissal from volunteering duties
This is appropriate if there is further misconduct during the life of a final written warning, or
serious misconduct during the life of a warning or gross misconduct.
Gross misconduct will usually result in:

» for a volunteer - being relieved from volunteering duties with immediate effect.

» for an employee — instant dismissal without notice or payment in lieu of notice.
The Society shall write to the volunteer/emplyee to confirm the outcome of a disciplinary
meeting within seven days of the outcome being verbally given. There is the right of appeal.

6.5 Appeals
The outcome to any formal disciplinary meeting may be challenged through an appeal.
This process is as follows:
* A letter must be written to the Company to explain the reason for the appeal within
seven days of receiving the written outcome of the disciplinary meeting.
* The Society will invite the volunteer/employee in writing to meet to talk about the
appeal.
* The meeting shall be held by a different person who will be (where possible) more
senior than the person that issued the disciplinary sanction.
* The Company shall inform the volunteer/employee in writing of the outcome of the
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appeal within seven days of the appeal meeting.
* The outcome of the appeal shall be final and there shall be no further right of appeal.

6.6 Companions
Volunteers:  Although being represented is not a legal right for volunteers, it's
understandable that a volunteer might want to bring someone with them. That is allowable
but:

* they may not answer questions on a volunteer’s behalf,

» they shall be a fellow volunteer with the Society.

Employees: - Employees have the right to representation in both disciplinary and appeal
meetings, and it is understandable that an employee might want to bring someone with them.
However:

* they may not answer questions on an employee’s behalf.

* they shall be a work colleague or trade union representative.

It is important that disciplinary and appeal meetings happen promptly, and meetings shall not
to be unduly delayed due to a representative’s availability. In these circumstances the
Society may ask the volunteer/employee to seek and an alternative representative.

6.7 Record of the meeting

The Society will take notes at all formal meetings, for which the volunteer/employee is
entitled to a copy.

No audio-record of any meeting may be made under this procedure. Ifitis considered an
exception is necessary, then all parties shall agree in advance that it is acceptable for the
Society to make such a recording.

6.8 Sickness during a pending disciplinary procedure

Being unfit to volunteer of to work does not necessarily mean being unfit to attend a
disciplinary meeting.

If a volunteer/employee becomes sick during this procedure, the Society may continue with
the procedure during the sickness absence if it is considered the matter cannot wait or where
waiting might mean memories fade

6.9 Examples of Misconduct and Gross misconduct
Misconduct is considered a minor offence. Gross misconduct is considered as serious.
The following are some examples of misconduct and gross misconduct. The lists are not
exhaustive or limiting.
The following are examples of matters that the Society classifies as misconduct from
volunteers and will be dealt with under this disciplinary procedure.

* breaches of Society rules, working intruction, policies, and procedures,

* unintended damage to Society property,

» failure to report incidents,

* negligence in the performance of duties.

The following are examples of matter that the Society classifies as misconduct from
employees and will be dealt with under this disciplinary procedure:

* minor breaches of Society rules, working instructions, policies and procedures,

* minor breaches of contract of employment,

* poor timekeeping,

* excessive use of telephones for personal calls,

* excessive personal e-mail or internet usage,

* time wasting,

* unintended damage to Society property,

* negligence in the performance of duties.
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Gross misconduct is a serious breach of contract and includes misconduct which, in the
Society’s opinion, is likely to prejudice Society reputation, irreparably damage working
relationships or mutual trust, or make it impossible for the volunteer or employee to
undertake their roles.

Gross misconduct by a volunteer will normally lead to the volunteer being relieved of their
volunteering duties.

Gross misconduct by an employee will normally lead to dismissal without notice or pay in lieu
of notice.

The following are examples of matters that are normally regarded as gross misconduct:

obscene language or other offensive behaviour,

unauthorised use of Society property,

a serious breach of one or more Society rules, policies, and procedures,
deliberate damage to Company buildings, fittings, property or equipment, or the
property of a colleague, contractor, agent, customer, or member of the public,
repeated or serious failure to obey instructions, or any other serious act of
insubordination,

causing loss, damage, or injury through serious negligence,

unlawful discrimination or harassment,

deliberately accessing social media sites containing pornographic, offensive, or
obscene material on Society IT equipment,

theft or fraud,

actual or threatened violence,

behaviour which provokes violence or bullying,

bringing the Society into serious disrepute,

being or appearing to be under the influence of alcohol, illegal drugs or other
substances whilst volunteering,

unauthorised use, processing, or disclosure of personal data,

unauthorised use, processing, or disclosure of Society data,

use or disclosure of confidential information intentionally or otherwise directly or
indirectly,

conviction for a criminal offence that in the Society’s opinion may affect the reputation
of the Society or the relationships with staff, customers, or the public, or otherwise
affect a volunteer’s suitability or ability to continue to volunteer for the Society,
making untrue allegations in bad faith against a staff member,

dishonest conduct.

In addition, for employees:

09.25

unauthorised absence from work,

serious neglect of duties, or a serious or deliberate breach of contract of employment
or society operating procedures,

taking shared parental, maternity, parental, paternity, adoption or annual leave when
not eligible to do so,

falling asleep during working hours,

making a disclosure of false or misleading information maliciously, for personal gain,
or otherwise in bad faith,

giving false information as to qualifications or entitlement to work (including
immigration status),

providing false information on a document provided by you to us to secure
employment with us,

making untrue allegations in bad faith against a colleague,

victimising a colleague who has raised concerns, made a complaint or given evidence
or information under the Society’s policies on IT, bullying, grievance, disciplinary
procedures, or otherwise,
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* misuse of developed or licensed software or use of unauthorised software.

* undertaking unauthorised paid or unpaid employment during contracted or rostered
working hours,

* dishonest conduct.

09.25 21-5



The Bahamas Locomotive Society Ltd Policies Manual

22. Grievance/Complaints Policy

Name of museum
The Engine Shed at Ingrow

Name of governing body
The Bahamas Locomotive Society Ltd

Date on which this policy was approved by governing body: 19 March 2025
Date at which this policy is due for review: March 2030.

1 Statement of Purpose

Our purpose is to preserve and share the stories and traditions of steam locomotives for the
enjoyment and inspiration of all.

2 Introduction
This policy applies to anyone who interacts with the Society either as a Society volunteer or
employee, or member of the public.

The Society will take any complaint or grievance seriously and will treat any such with
fairness and confidentiality. Every effort will be made to satisfy the complainant and maintain
the good name and reputation of the Society if the complaint is believed to be reasonable
and genuine.

The Society will endeavour to resolve any grievance or complaint as quickly and effectively
as possible.

2 Process
Initially, a Society senior representative will offer the opportunity to meet informally with the
aggrieved party and allow them to explain the issue so as to find mutual resolution.

Where an informal approach does not resolve the dispute, or there is no desire to take that
course of action, the following process should be used.

3 Written Grievance
The aggrieved party is to be requested to put their concerns in a letter to the Chairman, or if
their concerns are about the Chairman, to any Board Member, ensuring that it sets out:

* the details of the situation

* relevant facts, dates, and evidence

* the names of individuals involved,

* the names of any witnesses to the event.

4 Meeting

The Society will arrange a grievance meeting, normally within seven days of receiving the
written grievance. If no resolution is found, and a further meeting is required, a person
neutral to the situation and with a position of responsibility within the Society shall be
appointed to investigate the grievance.

The aggrieved party has the opportunity to request a Society member to accompany them to
the meeting if desired.
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5 Outcome

The Society will confirm its decision in writing within seven days of the grievance meeting
and notify what further action it intends to take to resolve the grievance. This will include
advice on the right of appeal and to whom that appeal can be made.

6 Appeal
The outcome to any formal disciplinary meeting may be challenged through an appeal.
This process is detailed below.

* Within seven days of receiving the written outcome of the grievance meeting, a letter
must be written to the Society explaining the reason for the appeal.

* The person dealing with the appeal on behalf of the Society shall be different to that
who dealt with the grievance meeting and, where possible, should either hold a senior
position within the Society or has appropriate skills to deal with the appeal.

* The Society will hold an appeal meeting, normally within 14 days of receiving the
appeal. Further investigation may take place if considered necessary.

The outcome of the appeal shall be communicated in writing within 10 working days of the
appeal meeting.

7 Companions

There is no legal right of representation in either a grievance or grievance appeal meeting,
however, the aggrieved party may wish to be accompanied on the understanding that he/she
will not answer questions on behalf of the aggrieved.

It is important that grievance and grievance appeal meetings should occur promptly, and
should not to be unduly delayed by the availability of a companion. In these circumstances
the Society may ask the aggrieved party to seek an alternative representative.

8 Record of the meeting
The Society will take notes at all formal meetings, for which the aggrieved party is entitled to
a copy.

No audio-record of any meeting may be made under this procedure. Ifitis considered an
exception is necessary, then all parties shall agree in advance that it is acceptable for the
Society to make such a recording.

9 Legal compliance

In the event of a conflict between this procedure and applicable legal and regulatory
requirements, the applicable legal and regulatory requirements shall be followed. If this
procedure creates a higher obligation, it shall be followed providing full compliance with
applicable legal and regulatory requirements is also achieved.
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