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WELCOME TO THE PARISH  
  

On behalf of the Parochial Church Council I would like to take this opportunity of 

welcoming you to the Parish of Hook with Warsash within the Diocese of Portsmouth and 

the Church of England (for information about the parish please see the link 

http://www.stmarywarsash.org.uk/).  We are pleased that you have joined our staff and 

hope that you will settle in quickly and happily.  We also hope that you will find your job 

interesting and that your relationship with us will be a long and rewarding one.  

  

The purpose of this handbook is to provide a reference on any point regarding conditions 

of service, policies and procedures, and relations with the organisation and its 

management.  It is regularly updated in line with legislative changes and the latest version 

may be accessed at any time on the parish website.  It is based on that provided by the 

Diocese of Portsmouth to their staff. 

  

The policies and procedures do not form part of the terms of your contract with us, which 

are provided to you separately  

  

It is not intended that this handbook should replace the normal relationship between 

employees and management. On any matters where you require information and 

assistance regarding your employment you are asked to consult your line manager in the 

first instance, but you may also consult the Vicar(s) who will be only too pleased to help.  

  

 

 

 

Mike & Nicky-Sue Terry 

Joint Vicars 

  

  

http://www.stmarywarsash.org.uk/
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1. PARISH EMPLOYMENT POLICIES AND 

PROCEDURES    
  

1.1 - JOINING THE PARISH  
  

1.1.1 - APPOINTMENTS  
  

Within 2 months of the date your employment with the PCC commences, you will receive 

a written statement of your particulars of employment. This statement will not necessarily 

cover every aspect of your employment but should provide your main terms and 

conditions.  It should be read in conjunction with this Staff Handbook.  

  

Your duties will be set out in your job description which will be issued to you on 

appointment.   You may be required to complete a DBS check depending on your role. 

  

 

  

1.1.2 - INDUCTION  
  

At the start of your employment, you will be given advice on health and safety and HR 

practices and policies.  This handbook will be given to you to provide a further point of 

reference and support.  The rest of your induction will be agreed with your line manager.  

  

1.1.3 - PERSONAL DETAILS  
  

You must provide the PCC with reasonable personal information for record purposes (see 

the Policy Statements for details of the Fair Processing Notice (employee data).  You 

should notify the PCC as soon as practicable of changes to your personal details.  

Examples of such changes include:  

  

▪ Change of address or telephone number  

▪ Change of address or telephone number of next of kin  

▪ Change of name  

 

1.1.4 - PROBATIONARY PERIOD  
  

New staff members, with the exception of those on casual appointments, are required to 

serve a probationary period, normally of 6 months.  Your appointment will be confirmed 

provided the requisite standard of job performance has been reached and your 

attendance and conduct have been satisfactory.  This period of probation may be 

extended with the agreement of the PCC but ultimately if you do not reach the required 

standards your appointment will be terminated by the PCC giving one week’s notice.  

  

 During your probationary period, your appointment may be terminated by one week’s 

notice on either side.  
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1.1.5 - HOURS OF WORK  
  

Your minimum basic hours of work are stipulated in your Statement of Particulars.  

  

Official hours of work for full time posts are 35 hours per week and daily hours of work 

are usually Monday to Friday 9.00 am to 5.00 pm with an hour (unpaid) for lunch.  Breaks 

and rest periods are provided in line with health and safety legislation and the working 

time directive and, therefore, you are expected to follow arrangements made.  

  

You are expected to arrive for work in good time to start your working day. Persistent 

failure to do so without valid excuse may lead to disciplinary action.  The PCC recognises 

that the nature of some posts is such that normal office hours are not appropriate in which 

case, through consultation with your line manager, you will be expected to exercise 

discretion in determining how your weekly total contracted hours shall be worked.    

  

Managers are expected to work additional hours required to perform their duties but time 

off in lieu will be granted in respect of evening and weekend meetings.  

  

    

1.2 - HEALTH, SAFETY AND WELFARE  
  
1.2.1 - WELFARE  
  

Your welfare is important and we are always ready to listen and advise you about any 

personal problems or difficulties or to direct you to appropriate other sources of advice.    

  

1.2.2 - HEALTH & SAFETY AT WORK  
  

Under the Health & Safety at Work Act 1974, the employer has a duty to conduct activities 

in such a way as to minimise the possibility of danger to the health and safety of 

employees and other persons using the premises.  Please see the Policy Statements for 

the parish Health and Safety Policy.  

  

As employees, you have a statutory duty to take reasonable care of your own health and 

safety and for that of others who work with you.  You should contact your line manager 

to report anything that is causing or may cause damage, such as faulty plumbing, 

dangerous wiring or other hazards, and ensure that you have familiarised yourself with 

the parish Health and Safety Policy.     

  

a) ACCIDENTS, INJURIES AND FIRST AID  

  

You must report to the Church Office, or one of the First Aiders, any accidents or injuries 

sustained on the premises, or during official business, and ensure the details have been 

entered in the Accident Book.      
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Injuries sustained to visitors in the building must also be reported.  

  

Two first aid boxes are maintained on Church property; one in the Church Hall and one 

in the Church. 

 

b) CONTACT WITH NOTIFIABLE DISEASES  

  

If you have been in contact with a notifiable disease you should not report for work if your 

doctor has advised against it, but you should inform your line manager. Those whose 

work brings them into close contact with young children or nursing mothers should seek 

the advice of their doctor if they are in doubt about the risk of infection.  

  

c) FIRE PRECAUTIONS & EMERGENCIES  

  

It is important that you make yourself aware of the actions to be adopted in the event of 

a fire or emergency.   

  

1.2.3 - ALCOHOL AND DRUG ABUSE  
  

Alcohol should not be consumed on Church premises or during office hours without the 

permission of a Vicar.   

  

You should not report for work under the influence of drugs or of alcohol, or take drugs 

whilst at work unless these have been properly prescribed by a medical practitioner and 

will not impair your performance or conduct.  To contravene these rules will normally 

constitute gross misconduct and may result in suspension or summary dismissal.  

  

If you believe you have a drug or alcohol related problem, you should discuss it with your 

line manager or the Vicar(s) so steps may be taken to help you.  

  

1.2.4 - SECURITY  
  

a) SAFEGUARDING PROPERTY  

  

It is the responsibility of all staff to take every reasonable precaution to keep their personal 

property safe.  The PCC does not accept liability for any personal items lost, stolen or 

damaged on the premises.  

  

Any property losses or damages should be reported to your line manager without delay.  

Likewise, any items found on the premises should be handed in to the Church Office.  

  

b) SUSPICIOUS OBJECTS  

  

In the event of doubt as to the contents or composition of any article or package found 

on our premises, a Vicar or Church Officer must be notified immediately.  In no 

circumstances should the item be handled or tampered with.  



 

8 

  

1.2.5 - NO-SMOKING POLICY   
  

We are committed to protecting your health, safety and welfare and that of all those who 

work for us by providing a safe place of work and protecting all workers, service users, 

customers and visitors from exposure to smoke.  

  

All of our buildings are smoke-free areas in accordance with the Health Act 2006 and 

associated regulations. All staff and visitors have the right to a smoke-free environment.  

This policy does not form part of any employee's contract of employment and it may be 

amended at any time.  

  

If you wish to suggest improvements to the policy or experience particular difficulty 

complying with it you should discuss the situation with your line manager.  

  

Smoking is not permitted anywhere in our workplace. The ban applies to anything that 

can be smoked and includes, but is not limited to, cigarettes, electronic cigarettes, pipes 

(including water pipes such as shisha and hookah pipes), cigars and herbal cigarettes.  

  

No-smoking signs are displayed on the premises. You may only smoke outside during 

breaks. When smoking outside, you must dispose of cigarette butts and other litter 

appropriately.  

  

Breaches of this policy by any employee will be dealt with under our Disciplinary 

Procedure and, in serious cases, may be treated as gross misconduct leading to 

summary dismissal.  

  

Smoking in smoke-free premises or vehicles is also a criminal offence and may result in 

a fixed penalty fine and/or prosecution.  

  

1.3 - EXPENSES  
 

The PCC will reimburse members of staff who necessarily incur expenses in the course 

of their work, upon the submission of authorised adequate evidence/invoices/receipts 

and using the current approved form available from the Treasurer.   

  

Travel costs, including parking, related to attending contracted work at the normal place 

of work cannot be claimed.  

  

When a necessary work related journey to a location other than the normal place of work 

begins and ends at the normal place of work the actual mileage incurred should be 

claimed.   

  

When a business journey begins or ends at the home address any mileage claimed 

should be whichever distance is the lesser of the distance from the home address or the 

normal place of work.   

 



 

9 

For necessary work related journeys away from the normal place of work, mileage will be 

paid at the rate recommended by HMRC at the time the journey takes place.   

 

For food and drink necessarily purchased when working away from the normal place of 

work reasonable and proportionate expenses may be claimed.  Receipts must be 

provided. Hospitality may be offered to those attending meetings at the office or 

elsewhere but this should be simple and in no way open to being perceived as excessive.  

Receipts must be provided for each claim.  

    

1.4 - ABSENCE  
  

1.4.1 - SICK LEAVE   
  

Statutory Sick Pay will be paid according to HMRC rules.  

  

 

Provided there is a reasonable prospect of recovery and return to work, in any period of 

twelve months, you will be paid your full salary less any statutory sick pay up to the first 

three months of absence (subject to a maximum of 6 months sick absence in a period of 

2 years or less). If a further period of sick leave is necessary, your case will be considered 

by the PCC.  The PCC reserves the right to not pay normal salary during sick leave, if 

subject to disciplinary proceedings.  

  

The duration and level of sick pay for staff with less than two years’ service shall be at 

the discretion of the PCC in consultation with the line manager but will normally be for a 

period of not more than three months.  

  

If you are returning to work after a long or severe illness, you may be permitted to work 

temporarily reduced hours to ease the return to your normal pattern of employment.  

  

a) Evidence of incapacity  

  

You must complete a self-certification form for sickness absence of up to seven calendar 

days.  

  

For absence of more than a week you must provide a doctor's certificate stating that you 

are not fit for work and giving the reason. You must also complete a self-certification form 

to cover the first seven days. If absence continues beyond the expiry of a certificate, a 

further certificate must be provided.  

  

If your doctor provides a certificate stating that you "may be fit for work" you must inform 

your manager immediately. We will hold a discussion with you about how to facilitate your 

return to work, taking account of your doctor's advice. If appropriate measures cannot be 

taken, you will remain on sick leave and we will set a date for review.  

 

b) Return-to-work interviews  
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After a period of sick leave your manager may hold a return-to-work interview with you. 

The purposes may include:  

  

• ensuring you are fit for work and agreeing any actions necessary to facilitate your 

return;  

• confirming you have submitted the necessary certificates;  

• updating you on anything that may have happened during your absence;  

• raising any other concerns regarding your absence record or your return to work.  

  

c) Managing long-term or persistent absence  

  

The following paragraphs set out our procedure for dealing with long-term absence or 

where your level or frequency of short-term absence has given us cause for concern. The 

purpose of the procedure is to investigate and discuss the reasons for your absence, 

whether it is likely to continue or recur, and whether there are any measures that could 

improve your health and/or attendance. We may decide that medical evidence, or further 

medical evidence, is required before deciding on a course of action.  

  

We will notify you in writing of the time, date and place of any meeting, and why it is being 

held. We will usually give you a week's notice of the meeting.  

  

You may bring a companion to any meeting or appeal meeting under this procedure. Your 

companion may be a colleague, who will be allowed reasonable paid time off from duties 

to act as your companion.  

  

If you or your companion cannot attend at the time specified you should let us know as 

soon as possible and we will try, within reason, to agree an alternative time.  

  

If you have a disability, you need to bring it to the attention of the PCC Secretary. We will 

consider whether reasonable adjustments may need to be made to the sickness absence 

meetings procedure, or to your role or working arrangements.  

  

d) Medical examinations  

  

You will be required to consent to a medical examination by a doctor or occupational 

health professional or other specialist nominated by us (at our expense).  

  

You will be asked to agree that any medical report produced may be disclosed to us and 

that we may discuss the contents of the report with the specialist and with our advisers. 

All medical reports will be kept confidential and held in accordance with our Data 

Protection Policy.  

  

c) Initial sickness absence meeting  

  

The purposes of a sickness absence meeting or meetings will be to discuss the reasons 

for your absence, how long it is likely to continue, whether it is likely to recur, whether to 

obtain a medical report, and whether there are any measures that could improve your 

health and/or attendance.  
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In cases of long-term absence, we may seek to agree a return-to-work programme, 

possibly on a phased basis.  

In cases of short-term, intermittent absence, we may set a target for improved attendance 

within a certain timescale.  

  

f) If matters do not improve  

  

If, after a reasonable time, you have not been able to return to work or if your attendance 

has not improved within the agreed timescale, we will hold a further meeting or meetings. 

We will seek to establish whether the situation is likely to change, and may consider 

redeployment opportunities at that stage. If it is considered unlikely that you will return to 

work or that your attendance will improve within a short time, we may give you a written 

warning that you are at risk of dismissal. We may also set a further date for review.  

  

g) Final sickness absence meeting  

  

Where you have been warned that you are at risk of dismissal, and the situation has not 

changed significantly, we will hold a meeting to consider the possible termination of your 

employment. Before we make a decision, we will consider any matters you wish to raise 

and whether there have been any changes since the last meeting.  

  

h) Appeals  

  

You may appeal against the outcome of any stage of this procedure. If you wish to appeal 

you should set out your appeal in writing to the PCC Secretary, stating your grounds of 

appeal, within five working days of receipt of the decision letter.  

  

You will then be invited to attend a further meeting to discuss the details of your appeal. 

This will normally take place within two weeks of receiving the appeal. This will be dealt 

with where possible, by a Church Officer who has not previously been involved in the 

case.  

 

We will confirm our final decision in writing, usually within one week of the appeal hearing. 

There is no further right of appeal.  

 

The date that any dismissal takes effect will not be delayed pending the outcome of an 

appeal. However, if the appeal is successful, the decision to dismiss will be revoked with 

no loss of continuity or pay.  

  

  

1.4.2 - ANNUAL LEAVE  
  

The Parish leave year runs from 1 January to 31 December.    

  

Your holiday pay will be paid at your normal basic pay.   Your annual entitlement to paid 

holiday leave is set out in your contract of employment and is subject always to the prior 
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agreement of your line manager.  Holiday leave entitlement will accrue pro-rata to service 

completed in the leave year.  Leave for part-time staff is expressed in hours rather than 

days and is proportional to the number of full-time equivalent hours worked in a week.   

 

It is expected by the PCC, in keeping with the Working Time Regulations, that every 

member of staff takes a minimum of 20 days of their annual leave entitlement each leave 

year (pro rata for part time staff) but, in fact, should aim to take their full entitlement.  

 

Exceptionally, the PCC may require you to take annual leave at specific times.  

 

Staff leaving the PCC’s employment will be encouraged to take all leave entitlement 

before the date of leaving, including during their notice period.  Where it is agreed this is 

not practicable, any untaken leave will be paid.  Conversely, staff who will have taken 

more than their accrued allowance will be expected to refund the difference by deduction 

from their final salary payment.  Staff who are dismissed for serious or gross misconduct 

lose their rights to take any outstanding leave above the statutory entitlement or to receive 

compensation.  

  

Except as set out in this policy, holiday entitlement must be taken during the holiday year 

in which it accrues. Any holiday not taken by the end of the holiday year will be lost and 

you will not receive any payment in lieu.  

  

Unused holiday can only be carried over to another holiday year:  

• in cases involving sickness absence;  

• in cases of maternity, paternity, adoption, parental or shared parental leave; and 

if otherwise required by law.  

  
a) Sickness during periods of holiday   
If you are sick or injured during a holiday period and would have been incapable of work, 

you may choose to treat the period of incapacity as sick leave and reclaim the affected 

days of holiday.   
Employees already on sick leave before a pre-arranged period of holiday may choose to 

cancel any days of holiday that coincide with the period of incapacity and treat them as 

sick leave.   
Sick pay will only be paid for such days if you fully comply with our Sickness Absence 

Policy, including notifying your manager immediately of your incapacity and obtaining 

medical evidence, even if you are abroad.  

  
Dishonest claims or other abuse of this policy will be treated as misconduct under our 

disciplinary procedure.  

 

b) Long-term sickness absence and holiday entitlement  

 

Holiday entitlement continues to accrue during periods of sick leave.  

  

If you are on a period of sick leave which spans two holiday years, or if you return to work 

after sick leave so close to the end of the holiday year that is not taken your remaining 

holiday, you may carry over unused holiday to the following leave year.  
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Any holiday that is carried over under this rule but is not taken within 18 months of the 

end of the holiday year in which it accrued will be lost.  

  

Alternatively you can choose to take your paid holiday during your sick leave, in which 

case you will be paid at your normal rate.  

  

1.4.3 - FAMILY LEAVE AND HOLIDAY ENTITLEMENT  
  

Holiday entitlement continues to accrue during periods of maternity, paternity, adoption, 

parental or shared parental leave (referred to collectively in this policy as family leave).  

  

If you are planning a period of family leave that is likely to last beyond the end of the 

holiday year, you should discuss your holiday plans with your line manager in good time 

before starting your family leave. Any holiday entitlement for the year that is not taken 

before starting your family leave can be carried over to the next holiday year.  

  

For the avoidance of doubt this covers your full holiday entitlement.  

  

Any holiday carried over should be taken immediately before returning to work or within 

three months of returning to work after the family leave.  

  

1.4.4 - PUBLIC HOLIDAYS  
  

In addition to paid annual leave, all staff will be allowed eight days public holiday (pro rata 

for part time staff).       

  

The public holiday days are:  

• New Year’s Day (a weekday substituted if 1 January falls on a weekend)  

• Good Friday  

• Easter Monday  

• May Bank Holiday (normally the 1st Monday in May)  

• Late Spring Bank Holiday (normally the last Monday in May)  

• Late Summer Bank Holiday (normally the last Monday in August)  

• Christmas Day (a weekday substituted if 25 December falls on a weekend)  

• Boxing Day (a weekday substituted if 26 December falls on a weekend)  

 

If you are required to work on a public holiday you will be entitled to equivalent time off in 

lieu at a mutually acceptable later date (there is no provision for payment).  Staff who are 

on special leave or maternity leave on a public or privilege holiday will not be allowed 

time off in lieu at a later date.   

  

1.4.5 - PARENTAL RIGHTS  
  

Policies related to parental leave, maternity leave, adoption leave, paternity leave, and 

requesting flexible working may be found in Section 3, Policy Statements and on the 

parish website at:- http://www.stmarywarsash.org.uk/policies/. 
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1.4.6 - JURY SERVICE AND APPEARANCE AS A WITNESS  
  

Time off with full pay is granted for jury service, for the two week call up period.  If jury 

service lasts longer than the initial two week period you will be expected to talk to your 

line manager and claim the available court attendance allowance and reimburse this to 

the PCC.   

  

If at any time during the jury service period you are not required to attend for a full or part 

day you are expected to return to work.  

  

Time off with pay may be granted for those who are required by subpoena to appear as 

witnesses in civil or criminal proceedings.  

  

1.4.7 - PUBLIC & VOLUNTARY DUTIES  
  

Your line manager, with agreement from the PCC, may grant reasonable time off for 

public duties if you are:  

  

▪ A Justice of the Peace  

▪ An elected Local Councillor  

▪ A member of any statutory tribunal  

▪ A non-executive director of a Health Authority or NHS Trust  

▪ A member of the managing or governing body of an educational establishment.  

  

If you wish to take up a position of public office you must first consult the PCC Secretary.  

A maximum of 5 days’ paid leave per annum for the above duties will be allowed (pro 

rata for part time staff).  

  

1.4.8 - RESERVE FORCES TRAINING  
The PCC supports the principle of staff being members of the reserve forces and 

recognises the contribution that reserve training provides in terms of personal and 

professional development.  Membership of the reserve forces will not be a bar to 

promotion or advancement.  If you join the reserve forces you should notify your line 

manager so that you can be provided with appropriate support to undertake your annual 

operational role training.  If you are a member of the reserve forces, the PCC may grant 

special leave with pay for periods of training. Any pay in these circumstances will 

ordinarily be less your pay from the Ministry of Defence 

 

 

1.5 - PERSONAL AND PROFESSIONAL DEVELOPMENT  

  
1.5.1 - PERFORMANCE APPRAISAL  
  

Your line manager will keep your work continuously under review, especially during your 

probationary period.  You will receive regular performance appraisal reviews either during 

or towards the end of your probationary period and then annually.  
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Appraisals are important, and should be given due time and attention, both by the 

appraiser and by the appraisee.  They give you an opportunity to present your own 

assessment of your achievements against previous objectives and managers the 

opportunity to give feedback on past performance, identifying any strengths and 

weaknesses.  You will agree future objectives and discuss long and short-term career 

plans, and assess training requirements.  The appraisal review is a two-way process. 

  

It is important that when you are being appraised you make the most of this opportunity 

to discuss any issues of concern.  

  

A report will be produced after the appraisal interview to give a formal record of the 

discussions and agreements.   

  

1.5.2 - STAFF TRAINING & DEVELOPMENT  
  

The PCC places a high value on the training and development of staff.  Development 

relates to activities that increase or change your job related knowledge, skills, experience 

or attitudes in preparation for a different job role, taking on additional responsibilities or 

to just help improve your personal performance in your current job.  

  

Although training and development is a shared responsibility between you, your line 

manager and the PCC, primary responsibility lies with your line manager who is 

responsible for carrying out your regular performance reviews.    

  

In the first instance you should therefore discuss your training needs with your line 

manager, which may be met by on-the-job managerial guidance, attendance at formal 

training, or by encouraging private study and self-help.    

  

1.5.3 - SPONSORED STUDIES  
  

Where there is a requirement to employ professional staff, needing to undertake 

Continuing Professional Development (CPD) activities, or where the PCC requires an 

employee to undertake a course of study leading to a professional qualification, 100% 

funding will come from the PCC’s training budget, and must be agreed by the PCC in 

advance of the training being booked or undertaken.   

  

Time away from your primary duties, required by a course of study, will be agreed by your 

line manager.     

  

If you wish to pursue a course or development opportunity, which is not wholly required 

for your current job, you need to discuss this with your line manager to determine the 

extent to which it may be of benefit and the consequent support that may be available.    

  

Following completion of studies or obtaining a qualification which the PCC has funded, 

you will be expected to remain in the PCC’s employment for up to 2 years, the exact time 

to be agreed with you prior to your starting the course.  This guidance refers to courses 

which lead to professional qualifications and does not include one-off professional 
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development courses.  An initial agreement will detail a pro rata recovery of expenditure 

in case you should not complete your return of service.  The agreement will also detail 

the exact length of return of service.  

  

Your line manager can help with any queries you have regarding your eligibility for 

sponsored and professional studies.    

  

1.5.4 - PROFESSIONAL MEMBERSHIP FEES  
  

Where there is a requirement that you belong to a professional body the PCC will pay 

any appropriate membership fees.    

  

1.6 - RESOLVING PROBLEMS  
  

1.6.1 - GRIEVANCE PROCEDURES  
  

Any grievance (i.e. where you feel you have been unfairly treated) connected with 

conditions of service, bullying or harassment or equal opportunities issues should, in the 

first instance, be discussed with your Line Manager or, if this is not appropriate, with a 

Church Officer. Most grievances can be resolved quickly and informally in this way.  If 

this does not resolve the problem you should use the formal procedure below.  

  

The procedure applies to all employees regardless of length of service. It does not apply 

to agency workers or self-employed contractors.  

  

At all times during the process you will be entitled to fully state your case in person and 

will have the right to be accompanied by a work colleague.  

  

When investigating a grievance, confidentiality is of paramount importance. This applies 

both in relation to the person conducting the grievance investigation and to any 

witnesses. This also applies to any documents relating to the grievance, including 

minutes of meetings.   

  

Our aim is to deal with grievances sensitively and with due respect for the privacy of any 

individuals involved. All employees must treat as confidential any information 

communicated to them in connection with an investigation or disciplinary matter.   

  

You, and anyone accompanying you (including witnesses), must not make electronic 

recordings of any meetings or hearings conducted under this procedure.   

  

You will normally be told the names of any witnesses whose evidence is relevant to 

disciplinary proceedings against you, unless we believe that a witness's identity should 

remain confidential.  
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Step 1: Formal written grievance  

You should put your grievance in writing and submit it to your Line Manager. If your 

grievance concerns your Line Manager you may submit it to a Church Officer. 

  

The written grievance should contain a brief description of the reasons for your complaint, 

including any relevant facts, dates, and names of individuals involved so that an 

investigation may be undertaken, if necessary.  

  

Step 2: Meeting  

You will be invited to a grievance meeting, which will normally be no more than ten 

working days after receipt of your written grievance.   

  

The purpose of a grievance meeting is to enable you to explain your grievance and how 

you think it should be resolved, and to assist us to reach a decision based on the available 

evidence and the representations you have made.  

  

The meeting may be adjourned, if further investigations are necessary, but will be 

reconvened as soon as possible.  The underlying aim is to always complete the process 

as speedily and fairly as possible.   

  

You may bring a companion to the grievance meeting if you make a reasonable request 

in advance and tell us the name of your chosen companion. The companion may be 

either a trade union representative or a colleague, who will be allowed reasonable paid 

time off from duties to act as your companion.  

  

If you or your companion cannot attend at the time specified you should let us know as 

soon as possible and we will try, within reason, to agree an alternative time.  

  

We may adjourn the meeting if we need to carry out further investigations, after which the 

meeting will usually be reconvened.  

  

To this end a decision and your right of appeal will normally be given to you, in writing, 

within five working days of the conclusion of the meeting. All relevant parties will be 

regularly updated on the grievance process and informed of meetings and of the outcome 

of the grievance process.   

  

Step 3: Appeals  

If you wish to appeal you should set out your appeal, in writing, to the decision maker 

stating your grounds of appeal, within five working days of receipt of the decision letter.  

You will then be invited to attend a further meeting to discuss the details of your appeal. 

This will normally take place within two weeks of receiving the appeal. This will be dealt 

with where possible, by a Church Officer or equivalent who has not previously been 

involved in the case.  

We will confirm our final decision in writing, usually within five working days of the appeal 

hearing. There is no further right of appeal.  
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1.6.2 - DISCIPLINARY PROCEDURES  
  

a) Purpose and Scope  

  

The PCC seeks to promote fairness in the treatment of all members of staff.    

  

All employees are expected to observe clear standards of conduct, behaviour, and 

attendance which have been established for the well-being and safety of all, and for the 

efficient running of the organisation.    

  

Prompt corrective action will be taken by managers if required standards are not 

maintained.  This will usually be done informally through counselling and coaching and 

the PCC expects that the majority of problems will be resolved in this way.    

  

However, as a last resort, and if the breach is serious or recurs, action will be taken 

through the formal disciplinary procedure, detailed below:  

  

b) Principles  

  

▪ The procedure applies to all employees with at least 2 years length of service.  It 

does not apply to agency workers or self employed contractors.  

▪ No disciplinary action will be taken against an employee until the case has been 

fully investigated.  

▪ At every stage of the procedure an employee will be given written notice of the 

complaints against him or her.   

▪ An employee will have the right to a fair hearing before any decisions are made.  

▪ At all stages an employee will have the right to be accompanied by a work colleague 

during the disciplinary interview.  

▪ No employee will be dismissed for a first breach of discipline except in the case of 

gross misconduct when the penalty will be dismissal without notice.  

▪ An employee will have the right to appeal against any disciplinary penalty imposed.  

▪ The procedure may be implemented at any stage if an employee's alleged 

misconduct warrants such action.  

  

c) Confidentiality  

Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy 

of any individuals involved. All employees must treat as confidential any information 

communicated to them in connection with an investigation or disciplinary matter.   

  

You, and anyone accompanying you (including witnesses), must not make electronic 

recordings of any meetings or hearings conducted under this procedure.   

  

You will normally be told the names of any witnesses whose evidence is relevant to 

disciplinary proceedings against you, unless we believe that a witness's identity should 

remain confidential.  
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d) Investigations  

The purpose of an investigation is for us to establish a fair and balanced view of the facts 

relating to any disciplinary allegations against you, before deciding whether to proceed 

with a disciplinary hearing. The amount of investigation required will depend on the nature 

of the allegations and will vary from case to case. It may involve interviewing and taking 

statements from you and any witnesses, and/or reviewing relevant documents.   

  

Investigations and investigatory interviews will usually be carried out by the PCC 

Secretary or a Church Officer.  

  

Investigative interviews are solely for the purpose of fact-finding and no decision on 

disciplinary action will be taken until after a disciplinary hearing has been held.  

  

You do not normally have the right to bring a companion to an investigative interview. 

However, we may allow you to bring a companion if it helps you to overcome any 

disability, or any difficulty in understanding English.   

  

You must co-operate fully and promptly in any investigation. This will include informing 

us of the names of any relevant witnesses, disclosing any relevant documents to us and 

attending investigative interviews if required.  

  

e) Criminal allegations  

Where your conduct is the subject of a criminal investigation, charge or conviction we will 

investigate the facts before deciding whether to take formal disciplinary action.  

  

We will not usually wait for the outcome of any prosecution before deciding what action, 

if any, to take. Where you are unable or have been advised not to attend a disciplinary 

hearing or say anything about a pending criminal matter, we may have to take a decision 

based on the available evidence.  

  

A criminal investigation, charge or conviction relating to conduct outside work may be 

treated as a disciplinary matter if we consider that it is relevant to your employment.  

  

f) Suspension  

In some circumstances we may need to suspend you from work. The suspension will be 

for no longer than is necessary to investigate any allegations of misconduct against you 

or so long as is otherwise reasonable while any disciplinary procedure against you is 

outstanding. In most circumstances, a period of suspension will not last longer than one 

week. We will confirm the arrangements to you in writing. While suspended you should 

not visit our premises or contact any of our congregation, clients, customers, suppliers, 

contractors or staff, unless you have been authorised to do so by the PCC.  

  

Suspension of this kind is not a disciplinary penalty and does not imply that any decision 

has already been made about the allegations. You will continue to receive your full basic 

salary and benefits during the period of suspension.  

  

g) The Procedure  
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Minor conduct issues can often be resolved informally between you and your line 

manager. These discussions should be held in private and without undue delay whenever 

there is cause for concern. Where appropriate, a note of any such informal discussions 

may be placed on your personnel file but will be ignored for the purposes of any future 

disciplinary hearings. In some cases an informal verbal warning may be given, which will 

not form part of your disciplinary records. Formal steps will be taken under this procedure 

if the matter is not resolved, or if informal discussion is not appropriate (for example, 

because of the seriousness of the allegation).  

  

Minor faults will be dealt with informally but where the matters are more serious the 

following procedure will be used:  

  

h) Notification of a hearing  

Following any investigation, if we consider there are grounds for disciplinary action, you 

will be required to attend a disciplinary hearing. We will inform you in writing of the 

allegations against you, the basis for those allegations, and what the likely range of 

consequences will be if we decide after the hearing that the allegations are true. We will 

also include the following where appropriate:  

• a summary of relevant information gathered during the investigation;  

• a copy of any relevant documents which will be used at the disciplinary hearing; 

and  

• a copy of any relevant witness statements, except where a witness's identity is to 

be kept confidential, in which case we will give you as much information as possible 

while maintaining confidentiality.  

  

We will give you written notice of the date, time and place of the disciplinary hearing. The 

hearing will be held as soon as reasonably practicable, but you will be given a reasonable 

amount of time, usually two to seven days, to prepare your case based on the information 

we have given you.  

  

Stage 1: First written warning  

  

If conduct does not meet acceptable standards you will be given a written warning.  You 

will be advised of the reason for the warning. It will usually be appropriate for a first act 

of misconduct where there are no other active written warnings on your disciplinary 

record.  

  

It will warn that action under Stage 2 will be considered if there is a further act of 

misconduct and will be advised of the right of appeal.  A copy of this written warning will 

be kept on your personnel file but it will normally be disregarded for disciplinary purposes 

after 6 months subject to satisfactory conduct and performance, unless you are notified 

of a different time period.  

  

Stage 2: Final Written Warning   

  

A final written warning will usually be appropriate for:  

• misconduct where there is already an active written warning on your record; or  
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• misconduct that we consider sufficiently serious to warrant a final written warning 

even though there are no other active warnings on your record.  

  

The final written warning will also advise of the right of appeal.    

  

A copy of this final written warning will be kept on your personnel file, but it will normally 

be disregarded for disciplinary purposes after 12 months, subject to satisfactory conduct 

and performance, unless you are notified of a different time period.  

  

Stage 3 - Dismissal  

  

If conduct is still unsatisfactory or if an offence of gross misconduct has been committed, 

dismissal will normally result.  The decision whether or not to dismiss, will only be made 

after hearing any representations you may wish to make.  If the decision is made to 

dismiss you will be provided, as soon as reasonably practicable, with written reasons, the 

date on which your employment will terminate and your right of appeal.   In cases not 

involving gross misconduct the full contractual notice period will be given, or payment in 

lieu of notice.  

  

i) Gross Misconduct  

  

Gross misconduct is normally conduct which leads to the loss of trust and confidence of 

management.  

 

The following list of offences, which is not exhaustive, will normally be regarded as 

gross misconduct:  

  

• Theft, fraud, deliberate falsification of records,   

• Bullying or physical violence including fighting and assault on another person,  

• Deliberate damage to the PCC’s or other workplace property,   

• Serious incapability through alcohol or being under the influence of illegal drugs,  

• Failure to disclose work errors which could lead to a loss or damage  

• Negligence which causes unacceptable loss, damage or injury,  

• A serious act of insubordination,   

• Failure to comply with the PCC’s policy on data protection and computer misuse  

• Failure to follow the health and safety policy  

• Discrimination or harassment on the grounds of sex, race, sexual orientation, 

religion, religious belief, disability or age  

• Disclosure of confidential information to unauthorised persons  

• Dishonest use of the PCC’s property or name  

• Bringing the PCC into disrepute  

• Unauthorised entry to computer records  

• Dissemination of inappropriate material in the workplace or using PCC equipment.  

• Time Recording falsification  

• Professional disqualification  

• Abusive behaviour  

• Misuse of the PCC’s computer, telephone or other communication systems  

• Persistent unauthorised Absence from Work  
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• Abuse of line management authority   

  

If you are accused of an act of gross misconduct you may be suspended from work on 

full pay while an investigation of the alleged offence takes place.  This investigation will 

be undertaken in as short a time frame as is possible.  If on completion of the 

investigation, and a disciplinary hearing, the PCC is satisfied that gross misconduct has 

occurred, normally the result will be summary dismissal without notice.  

  

1.6.3 - APPEALS PROCEDURE  
  

If you wish to appeal you should set out your appeal, in writing to the PCC Secretary, 

stating your grounds of appeal, within five working days of receipt of the decision letter. 

The PCC will then appoint an appropriate panel to hear your appeal.  

  

The panel will invite you to attend a meeting at which the appeal will be heard. This will 

normally take place within two weeks of receiving the appeal.   

If you are appealing against dismissal, the date on which dismissal takes effect will not 

be delayed pending the outcome of the appeal. However, if your appeal is successful you 

will be reinstated with no loss of continuity or pay.  

  

If you raise any new matters in your appeal, we may need to carry out further 

investigation. If any new information comes to light we will provide you with a summary 

including, where appropriate, copies of additional relevant documents and witness 

statements. You will have a reasonable opportunity to consider this information before 

the hearing, and you or your companion may comment on any new evidence arising 

during the appeal before any decision is taken.  

  

We will give you written notice of the date, time and place of the appeal hearing. This will 

normally be within ten working days after you receive the written notice.   

The appeal hearing may be a complete re-hearing of the matter or it may be a review of 

the fairness of the original decision in the light of the procedure that was followed and 

any new information that may have come to light. This will be at the PCC's discretion 

depending on the circumstances of your case. In any event the appeal will be dealt with 

as impartially as possible.  

  

We may adjourn the appeal hearing if we need to carry out any further investigations in 

the light of any new points you have raised at the hearing. You will be given a reasonable 

opportunity to consider any new information obtained before the hearing is reconvened.  

  

Following the appeal hearing we may:  

  

(a) confirm the original decision;  

(b) revoke the original decision; or  

(c) substitute a different penalty.  

  

We will confirm our final decision in writing, usually within five working days of the appeal 

hearing. Where possible we will also explain this to you in person. There will be no further 

right of appeal.  
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1.6.4 - CAPABILITY PROCEDURE  
  

a) General Principles  

  

The primary aim of this procedure is to provide a framework within which managers can 

work with employees to maintain satisfactory performance standards and to encourage 

improvements where necessary.  

  

It is the PCC’s aim to ensure that concerns over performance are dealt with fairly.  No 

sanctions will be imposed on an employee until steps have been taken to establish the 

facts and the employee concerned has been given the opportunity to explain their case 

at a hearing.  An employee who has passed their probationary period will not be 

dismissed for poor performance without prior warning, except in cases of gross 

misconduct.  

  

In cases amounting to gross negligence, or in any case involving an employee who has 

not yet completed their probationary period, the warnings at Stage 1 and Stage 2 of the 

procedure may be omitted.  In either case employees will not be dismissed on 

performance grounds without a fair hearing and the right of appeal.  

  

Any steps under this procedure will be taken promptly unless there is a good reason for 

delay.  The time limits in this procedure may be varied if it is reasonable to do so.  

  

    

b) Disabilities  

At each stage, consideration will be given as to whether the unsatisfactory performance 

is related to a disability and, if so, whether there are reasonable adjustments that could 

be made to the requirements of the job or other aspects of the working arrangements.  

You should inform us of any medical conditions that you consider relevant.   

  

If you have difficulty at any stage of the procedure because of a disability you should ask 

the PCC Secretary for assistance.  

  

c) Informal Discussions  

In the first instance, performance issues will normally be dealt with informally between 

you and your line manager, as part of day-to-day management.  Informal discussions 

may be held, for example, with a view to:  

  

• clarifying the required standards  

• identifying areas of concern;  

• establishing the likely causes of poor performance and identifying any training 

needs:  

• setting targets for improvement; and/or  

• agreeing a timescale for review.  

  

The formal procedure set out below will be used if informal discussions have not resulted 

in a satisfactory improvement, or in the first instance for more serious cases.  
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d) Confidentiality  

Our aim is to deal with performance matters sensitively and with due respect for the 

privacy of any individuals involved. All employees must treat as confidential any 

information communicated to them in connection with a matter which is subject to this 

capability procedure.  

  

You, and anyone accompanying you (including witnesses), must not make electronic 

recordings of any meetings or hearings conducted under this procedure.  

You will normally be told the names of any witnesses whose evidence is relevant to your 

capability hearing, unless we believe that a witness's identity should remain confidential.  

  

e) Notification of a capability hearing  

If we consider that there are grounds for taking formal action over alleged poor 

performance, you will be required to attend a capability hearing. We will notify you in 

writing of our concerns over your performance, the reasons for those concerns, and the 

likely outcome if we decide after the hearing that your performance has been 

unsatisfactory. We will also include the following where appropriate:  

  

• A summary of relevant information gathered as part of any investigation.  

• A copy of any relevant documents which will be used at the capability hearing.  

• A copy of any relevant witness statements, except where a witness's identity is to 

be kept confidential, in which case we will give you as much information as 

possible while maintaining confidentiality.  

  

We will give you written notice of the date, time and place of the capability hearing. The 

hearing will be held as soon as reasonably practicable, but you will be given a reasonable 

amount of time, usually two to seven days, to prepare your case based on the information 

we have given you.  

.  

f) Right to be accompanied at hearings  

You may bring a companion to any capability hearing or appeal hearing under this 

procedure. The companion may be either a trade union representative or a colleague. 

You must tell the manager conducting the hearing who your chosen companion is, in 

good time before the hearing.  

  

A companion is allowed reasonable time off from duties without loss of pay but no-one is 

obliged to act as a companion if they do not wish to do so.  

  

If your companion is unavailable at the time a hearing is scheduled and will not be 

available for more than five working days we may require you to choose someone else.  

  

We may, at our discretion, allow you to bring a companion who is not a colleague or union 

representative (for example, a member of your family) where this will help overcome a 

particular difficulty caused by a disability, or where you have difficulty understanding 

English.  
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g) Capability Hearings  

A capability hearing will be held at each stage of the procedure.  Unless it is impractical 

to do so, five working days written notice of the date, time and place of the capability 

meeting will be given.  In addition, information regarding the exact performance concerns 

will be detailed to give reasonable opportunity to prepare before the hearing  

  

The hearing will be held by your line manager and there will be a right to be accompanied.    

  

You must take all reasonable steps to attend the hearing.  Failure to attend a hearing 

without good reason may be treated as misconduct.    

  

A hearing may be adjourned if further information needs to be gathered.  Reasonable 

opportunity will be given to you to consider any new information obtained before the 

hearing is reconvened.  

  

Written confirmation of the decision, the reasons for it, and right of appeal, will be given 

within five working days of a capability hearing (unless this timescale is not practicable, 

in which case the information will be confirmed as soon as is practicable).  

  

Stage 1: first written warning/ improvement note   

  

Where performance is unsatisfactory, and informal steps have either failed to resolve the 

situation, or are not appropriate, a first capability hearing will be held.    

  

The purposes of the first capability hearing will include:  

  

• setting out the required standards that are considered not to have been met;  

• establishing the likely causes of poor performance;  

• allowing for the opportunity to explain the poor performance and ask any 

relevant questions;  

• discussing measures, such as additional training or supervision, which may 

improve performance;  

• setting targets for improvement; and;  

• setting a timescale for review.  

  

Following the hearing, if it is decided that it is appropriate to do so, a first written warning 

or improvement note will be given, setting out:  

  

• the areas in which the required performance standards have not been met  

• targets for improvement;  

• any measures, such as additional training or supervision, which will be taken 

with a view to improving performance;  

• a further timescale for review;  

• the consequences of failing to improve within the timescale, or of further 

unsatisfactory performance.  

  

A first written warning or improvement note will normally remain active for 12 months, 

after which time it will be disregarded for the purposes of the capability procedure.  
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Performance will be monitored and at the end of the review period information related to 

the next steps will be given, as follows:  

  

• if performance has improved, no further action will be taken;  

• if performance has not reached the required standards, the matter will be 

progressed to a Stage 2 capability hearing; or  

• if there has been a substantial but insufficient improvement, the review period 

may be extended.  

  

Stage 2: final written warning  

  

Where performance remains unsatisfactory, a second capability hearing will be held.    

  

The purposes of the second capability hearing will include:  

  

• setting out the required standards that are considered not to have been met;  

• establishing the likely causes of poor performance;  

• allowing for the opportunity to explain the poor performance and ask any 

relevant questions;  

• discussing measures, such as additional training or supervision, which may 

improve performance;  

• setting targets for improvement; and  

• setting a timescale for review.  

  

Following the hearing, if it is decided that it is appropriate to do so, a final written warning 

will be given, setting out:  

  

• the areas in which the required performance standards have not been met  

• targets for improvement;  

• any measures, such as additional training or supervision, which will be taken 

with a view to improving performance;  

• a further timescale for review;  

• the consequences of failing to improve within the timescale, or of further 

unsatisfactory performance.  

  

A final written warning will normally remain active for 18 months, after which time it will 

be disregarded for the purposes of the capability procedure.  

  

Performance will be monitored and at the end of the review period information related to 

the next steps will be given, as follows:  

  

• if performance has sufficiently improved, no further action will be taken;  

• if performance has not reached the required standards, the matter will be 

progressed to a Stage 3 capability hearing; or  

• if there has been a substantial but insufficient improvement, the review period 

may be extended.  

  

Stage 3: Dismissal or redeployment   
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If performance does not improve within the further review period set out in the final written 

warning, or if there are further serious instances of poor performance while a final written 

warning is still active, a further capability hearing will be held.    

  

The purposes of Stage 3 hearing include:  

  

• setting out the required standards that are considered not to have been met;  

• identifying areas in which performance is still unsatisfactory;  

• allowing for the opportunity to explain the poor performance and ask any 

relevant questions;  

• establishing whether there are any further steps that could reasonably be taken 

to rectify the poor performance:  

• establishing whether there is any reasonable likelihood of the required 

standard of performance being met within a reasonable time; and  

• discussing whether there is any practical alternative to dismissal, such as 

redeployment to any suitable job that is available at the same or lower level of 

responsibility.  

  

In exceptional cases where it is believed that there is a reasonable likelihood of the 

necessary improvement being made within a reasonable time, a further review period will 

be set and the final written warning extended.  

  

If performance remains unsatisfactory and there is to be no further review period, the 

decision will be made either to;  

  

• redeploy you into another suitable job at the same or a lower level of  

responsibility, if available; or  

• to dismiss.  

  

Dismissal will normally be with full notice or payment in lieu of notice, unless you have 

been found to be guilty of gross misconduct within the meaning of the disciplinary policy, 

in which case you may be dismissed without notice or any pay in lieu.  

  

h) Appeals Procedure  

  

If you wish to appeal you should set out your appeal, in writing to the PCC Secretary, 

stating your grounds of appeal, within five working days of receipt of the decision letter.  

 

The PCC will then appoint an appropriate panel to hear your appeal.  

  

The panel will invite you to attend a meeting at which the appeal will be heard. This will 

normally take place within two weeks of receiving the appeal.   

  

If you are appealing against dismissal, the date on which dismissal takes effect will not 

be delayed pending the outcome of the appeal. However, if your appeal is successful you 

will be reinstated with no loss of continuity or pay.  
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If you raise any new matters in your appeal, we may need to carry out further 

investigation. If any new information comes to light we will provide you with a summary 

including, where appropriate, copies of additional relevant documents and witness 

statements. You will have a reasonable opportunity to consider this information before 

the hearing.  

  

The appeal hearing may be a complete re-hearing of the matter or it may be a review of 

the fairness of the original decision in the light of the procedure that was followed and 

any new information that may have come to light. This will be at our discretion depending 

on the circumstances of your case. In any event the appeal will be dealt with as impartially 

as possible.  

  

A hearing may be adjourned if we need to gather any further information or give 

consideration to matters discussed at the hearing. You will be given a reasonable 

opportunity to consider any new information obtained before the hearing is reconvened.  

    

Following the appeal hearing we may:  

  

(a) confirm the original decision;  

(b) revoke the original decision; or  

(c) substitute a different penalty.  

 

We will confirm our final decision in writing, usually within five working days of the appeal 

hearing. Where possible we will also explain this to you in person. There will be no further 

right of appeal.  

  

In order to appeal against a capability decision you must write to the PCC Secretary within 

five working days of having received the decision.  The PCC will then appoint an 

appropriate panel to hear your appeal.  

  

The panel will invite you to attend a meeting at which the appeal will be heard.  After the 

meeting you will be advised of the decision in writing and this will be final.  

  

If you are appealing against dismissal, the date on which dismissal takes effect will not 

be delayed pending the outcome of the appeal. However, if your appeal is successful you 

will be reinstated with no loss of continuity or pay.  

If you raise any new matters in your appeal, we may need to carry out further 

investigation. If any new information comes to light we will provide you with a summary 

including, where appropriate, copies of additional relevant documents and witness 

statements. You will have a reasonable opportunity to consider this information before 

the hearing.  

  

We will give you written notice of the date, time and place of the appeal hearing. This will 

normally be two to seven working days after you receive the written notice.  

  

The appeal hearing may be a complete re-hearing of the matter or it may be a review of 

the fairness of the original decision in the light of the procedure that was followed and 

any new information that may have come to light. This will be at our discretion depending 
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on the circumstances of your case. In any event the appeal will be dealt with as impartially 

as possible.  

  

Where possible, the appeal hearing will be conducted by a Church Officer who has not 

been previously involved in the case. You may bring a companion with you to the appeal 

hearing.  

  

A hearing may be adjourned if we need to gather any further information or give 

consideration to matters discussed at the hearing. You will be given a reasonable 

opportunity to consider any new information obtained before the hearing is reconvened.  

  

Following the appeal hearing we may:  

  

• confirm the original decision;  

• revoke the original decision; or  

• substitute a different penalty.  

  

We will inform you in writing of our final decision as soon as possible, usually within one 

week of the appeal hearing. Where possible we will also explain this to you in person.  

 There will be no further right of appeal.    
 

1.7 - LEAVING THE PARISH  
  

1.7.1 - RESIGNATION AND RETIREMENT  
  

If you wish to leave your employment you are required to give notice as set out in your  

Statement of Particulars of Employment.  Casual staff should give at least one week’s 

notice.  Notice must be in writing addressed to your line manager.  Similarly, you will be 

entitled to minimum periods of notice from the PCC, as set out in your Statement of 

Particulars of Employment.    

  
1.7.2 - EXIT INTERVIEWS  
  

When you leave you will have the opportunity to provide feedback to the PCC via an 

interview and/or questionnaire.  This feedback will help the PCC to understand the 

general issues which are important to staff, to learn about its successes and areas of 

improvement as an employer, and encourage it to review its recruitment and employment 

policies and procedures.    

  

1.7.3 - REDUNDANCY PROVISIONS  
  

The PCC hopes that it will not have to make redundancies but should it be faced with a 

situation for whatever reason that requires a job to cease or diminish, then consultation 

will be undertaken with the individual employees concerned as soon as possible.  

Consultation will cover ways of avoiding or minimising redundancy and the adoption of 

fair and objective selection criteria   
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Should redundancy be inevitable, the PCC’s policy is to compensate using the statutory 

entitlement laid down in current legislation which, in 2018 was:  

 

• 0.5 week’s pay (capped at a statutory rate) for each full year of service where your 

age was under 22  

• 1 week’s pay (capped at a statutory rate) for each year’s service where your age 

was 22 or above, but under 41  

• 1.5 week’s pay (capped at a statutory rate) for each full year of service where your 

age was 41 or above  

  

All employees who receive redundancy payments will be given written notification of 

the way in which their redundancy payment has been calculated.  

  

     

2. WORKING PRACTICES  
  

2.1 - ACCEPTANCE OF GIFTS  
All gifts received that are, or may be perceived to be, related to work with the parish 

should be reported to the PCC Secretary.  

  

2.2 - COLLECTIONS  

Collections may be undertaken by a member of staff for registered charities, wedding or 

leaving presents, etc., only with the prior approval of the PCC Secretary.    

  

2.3 - CONFLICT OF INTERESTS  
You are required to declare to the PCC Secretary any potential conflict of interest that 

may arise from your own or your spouse's, partner's or family's activities. This is important 

where there is a risk that a relative, friend, or a Company in which you have an interest, 

may tender for work or otherwise be a supplier or client.  

  

2.4 - CORPORATE IMAGE  
Approved headed paper should be used by all staff.   The standard font that should be 

used on documents is Arial.    

 

2.5 - DOORS  

Fire doors must not be propped open at any time.  

  

2.6 - DRESS  
You are expected to dress sensibly and reasonably at work taking account of the nature 

of the Church’s business, and the possibility that you will be called upon to see visitors.  
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We encourage everyone to maintain an appropriate standard of dress and personal 

appearance at work. The purpose of our dress code is to establish basic guidelines on 

appropriate clothing and appearance at our workplace, so that we:  

  

i. promote a positive and professional image;  

ii. respect the needs of men and women from all cultures and religions;  

iii. make any adjustments that may be needed because of disability;  

iv. take account of health and safety requirements; and  

v. help staff and managers decide what clothing it is appropriate to wear to work.  

  

While working for us you represent us. Your appearance contributes to our reputation 

and the development of our business.  

  

It is important that you appear clean and smart at all times when at work, particularly 

when you may be in contact with members of the congregation, parishioners, clients, 

other business contacts or the general public.  

  

2.7 - HEATING / COOLING  
The Church's premises are controlled from control panels.  If you are experiencing a 

general heating or cooling problem you should notify the Church Office.   

 

2.8 - INVOLVEMENT IN PUBLIC MEDIA  
You should obtain the approval of the Vicar(s) or, if absent, the PCC Secretary, before 

accepting any invitation to speak at public events or write articles and letters for non-

church publications on subjects related to the work of the Parish. You should seek advice 

from the Vicar(s)/PCC Secretary about any articles, letters or interviews intended for 

publication or broadcast.  Approval will not be unreasonably withheld.  You should, under 

no circumstances, express statements that are in conflict with the agreed policies of the 

PCC, the Diocese of Portsmouth and the Church of England.  

  

You must not enter into any agreement with publishers to support their publications or 

join editorial boards without the permission of the PCC.  

  

All requests from the media for information or comment should be referred to the 

Diocesan Communications Office, and the Vicars informed.    

 

2.9 - ORDERING OF STATIONERY  

All stationery will be ordered by the Church Office as necessary.  

  
2.10 - PERSONAL PHONE CALLS AND MOBILES  
Whilst it is recognised that staff will at times need to make or receive personal calls during 

work time, you have a responsibility to ensure that personal calls during work time are 

kept to a minimum.    

  

The use of personal mobile phones during work time should be restricted to a minimum.   

Abuse of this concession to use the telephone system or personal mobiles in work time 

may lead to disciplinary action.  
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2.11 - PRINTING BY INDIVIDUALS  

Staff have access to the printers within the Church Office for work-related printing and 

copying.. 

 

2.12 - ROUTINE MEDICAL, DENTAL & GIVING BLOOD 

APPOINTMENTS  
Whenever possible appointments should be arranged outside office hours or at the 

beginning or end of the working day and your line manager should be notified in advance 

(at least 24 hours).  

 

2.13 - SOCIAL AND PROFESSIONAL NETWORKING SITES  

The PCC does not allow personal usage of social and professional networking websites 

from its computers during working time unless this is required for the performance of your 

duties.   

Whilst the PCC respects an employee’s right to a private life it must ensure that 

confidentiality and its reputation are protected. It, therefore, requires employees using 

social and professional networking sites to:  

• ensure that they do not conduct themselves in a way that is detrimental to the PCC 

and the Parish of Hook with Warsash.  

• take care not to allow their interaction on these websites to damage working 

relationships, both internal and external to the PCC and the Parish of Hook with 

Warsash.  

  

You should be aware that social and professional networking websites are a public forum, 

particularly if you are part of a “network”.  You should not, therefore, assume that your 

entries on any website will remain private.  You should never send abusive or defamatory 

messages.  

You must avoid making any social media communications that could damage our 

business interests or reputation, even indirectly.  

You must not use social media to defame or disparage us, our staff or any third party; to 

harass, bully or unlawfully discriminate against staff or third parties; to make false or 

misleading statements; or to impersonate colleagues or third parties.  

You must not express opinions on our behalf via social media, unless expressly 

authorised to do so by your line manager. You may be required to undergo training in 

order to obtain such authorisation.  

You must not post comments about sensitive business-related topics, such as our 

performance, or do anything to jeopardise our trade secrets, confidential information and 

intellectual property. You must not include our logos or other trademarks in any social 

media posting or in your profile on any social media.  
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You should make it clear in social media postings, or in your personal profile, that you 

are speaking on your own behalf. Write in the first person and use a personal email 

address.   

Be respectful to others when making any statement on social media and be aware that 

you are personally responsible for all communications which will be published on the 

internet for anyone to see.  

If you disclose your affiliation with us on your profile or in any social media postings, you 

must state that your views do not represent those of your employer (unless you are 

authorised to speak on our behalf). You should also ensure that your profile and any 

content you post are consistent with the professional image you present to clients and 

colleagues.  Notwithstanding any of the above you may post on social media on behalf 

of the parish and on the parish's sites only if specifically authorised in your Role 

Description, in which case you must take care to conform to the policies and aims of the 

parish. 

Breach of this policy may result in disciplinary action up to and including dismissal. Any 

member of staff suspected of committing a breach of this policy will be required to 

cooperate with our investigation, which may involve handing over relevant passwords 

and login details.  

You may be required to remove any social media content that we consider to constitute 

a breach of this policy. Failure to comply with such a request may in itself result in 

disciplinary action.  
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3. POLICY STATEMENTS  
 

Although the following policies and procedures do not form part of the terms of your 

contract with us, the PCC expects all staff to be familiar with and fully comply with the 

following:-   

 

Anti Corruption and Bribery 

Anti-Facilitation of Tax Evasion 

Churchyard Regulations 

Data Privacy Notice (GDPR) 

Dignity At Work 

E-Safety 

Equal Opportunities 

Fair Processing Notice (Employee Data) 

Flexible Working 

Health and Safety 

Legacy Policy 

Lone Worker  

Photography 

Safeguarding 

Website Disclaimer & Privacy 

Whistleblowing 

WiFi Acceptable Use 

 

They are provided to you separately and are available for download from the Church 

website at:- http://www.stmarywarsash.org.uk/policies/  

http://www.stmarywarsash.org.uk/policies/

