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Section 1 - Introduction and welcome

Just Employments all about helping projects employ both paid staff and volunteers with a
duty of care that embraces both the employers’ legal obligations, andtakamd ethical
standards expected of the faith/ third sector. It is a resourceogeddby the Church Urban
Fund and the Dioceses of Chester, Liverpool and Manchester to help and support you.

1. The first stepin employment or developing volunteering is to ensure that your
project understands why a job of work needs doing, what the expectations of the
role are, and how it “fits” into the running of the organisation. This should be
developed in advance of using this web resource. Contact your local CVS or other
local contacts for project development advice*

2. The next stagds usually securing funding, whilst this resource does not assist
with that process- see link abowadu will usually need job descriptions section 1
and section 2, policies section 7 and suggested contracts of employment section 2
to support funding applications.

3. Recruitment of staff is fully covered in section 2

Replacement of staffis fully covered in section 2

5. Pay and performance issues and managemefar both existing and new stadfe
found in section 4 and section 5

6. When things go wrong or projects have finisheénd dismissal or redundancy
has to be considered section 6 will help, together with the policies section 7

7. Volunteersare included in sectionhich also has links to the “Change up” site
andFaithfully Volunteering best practice guide.

8. Health and safetyadvice is found in section 9

9. Useful contactsare found in section 10

»

Navigation

TheJust employmerGuide is extensive with a comprehensive range of resources. No
project will use all the options at any one time; it is a buffet rattzar & set menu!

And finally seek help where necessary. One of the great riches of theh@nman Fund is
its wealth of stories. There will be no problem that has not been enceolelsse/here.
Please consult either the FAQ frequently asked questions page or caraact we will
direct your question to the most appropriate person to help.

Church Urban Fund in collaboration with CLaM (Dioceses of Chester Livegmabl
Manchester)
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It is important that all those working within the project support thesbf the
organisation. Some projects may find it useful to prepare an Ethos statementywith
define the basis of the project.

It may be that some project workers will not need to be members ofi gafiadl whilst you

will want to respect their right to express different religious iopis, they should respect

the ethos of your project and do nothing that would undermine it. You will probably want
to include in your documentation that a breach of your ethos may result is¢hsinary
procedure being invoked.

You may decide that there is a Genuine Occupational Requirement that thelgesis a
member of the faith - more information on this is included later in thisrdent.

There are various types of workers that can be employed, so thadis$s$ to decide what
exactly you will require the worker to achieve. You may decide that thecprsould be
best fulfilled by a volunteer rather than a paid worker. Perhaps anchydur present
work in the required project area will help you to see what gaps remainl @s apeas that
you may like to improve and build upon.

Some questions to consider are:

Do you want work with the under 5 year olds?

Do you want work with the 5 to 11 year olds?

Do you want work with the 11 to 18 year olds?

Do you want work with the over 18 year olds?

Do you want a specialised area of work — if so what?
Do you want someone to work Full Time?

Do you want someone to work Part Time?

Do you have the funding?

If funding is available, how long is this available for?
Do you want to appoint someone for a fixed period of time?
Will the position be a permanent appointment?

Is there any accommodation / housing available?
What other benefits may you want to offer?

Do you intend to offer access to a pension scheme?

Staff from your local diocese or project area may be available to help yéutihdugh the
answers to these questions as well as to consider the likely ¢bsttgpe of worker you
choose. When determining the cost of a worker thought will need to be given to the
calculation of the gross cost of employment which will include the codstidnal
Insurance contributions, pension, supervision, office space and equipmeiniy lagid
heating and so on.

A checklist is available in this Guide which may be helpful in makiege decisions.
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Recruitment

Once the Management Committee (or Parochial Church Council - PCC) hassmatithe
appointment of a Worker and the funding has been secured, you will need to begin the
recruitment process.

Thinking through the process is really important. It must be transpanetgective and
should follow best practice guidelines. You will become an employer and wélthav
associated responsibility to meet legal requirements, including Expadrtunities
requirements. You should not become frightened to embark on this journeyshaut it i
significant process to recruit the appropriate person with tHe akitl knowledge to
undertake your crucial piece of work.

It is a good idea to have in mind a timescale as to when you would like the worker to
commence employment in your project, bearing in mind that the whole recruitroeasgr
will take approximately 3 to 4 months. You may require the worker to liverwyinir
project area or parish so you will also need to determine when the accommétiatise
(if there is one) will be available, especially if it is occupiedenmted, or in need of
refurbishment and decorating. Care should be taken in making this decigmnragy not
find someone with the skills you require in the local area and insis@gomeone lives
within the area may reduce the number of applicants. Indeed, for some postaniple a
drugs worker, it may be beneficial for the worker to live away from the ase
consideration should be given to the safety of the worker, any confliaiirrdhe and the
boundaries under which they will operate. You will also need to consider the personal
circumstances of the worker and what you will do if these change. Howevsonfierposts
it will be essential that the worker is a member of the community iohathey work.

There are limitations in seeking to recruit someone known to you — a pdetandidate or
someone from a local network. If your project claims to be an Equal Opportunities
employer it will need to advertise the position to allow candidagspportunity to apply.
You will also need to consider the possible problems you will encounter if yoernaabf
candidate is unsuccessful, especially if they have previously performealdfas a
volunteer for a period of time.

There is a good deal of legislation which relates to employment which betinhey
recruitment process. This will be referred to at each stage in this. gdowever, as the
legislation is always subject to change, further up to date informatibbenprovided by
the Church Urban Fund (CUF).

The purpose of the job description is to provide details of the aim of thegaih@ main
duties that will be required to fulfill the role. It should provide answethé questions:
What is the job for?
What does it contribute to the organisation’s aims and activities?
How and where does it fit into the organisation?
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What are the job’s main duties and responsibilities and / or accoudaBilit

The format of the job description will vary according to the complexity ojtne
However, it should always include at least the following information

Job title

Reporting relationships

Overall purpose (job profile)

Duties

Salary grade

Location

It is worth remembering that the job title should describe the functidreadtual job and
whether or not it is managerial. Those contacting from outside the orgamisiaduld
understand what the job entails from the job title.

The overall purpose of the job (job profile) should answer the question “why dgeb the
exist?” It is helpful to construct the sentence using:

A verb to highlight the principal activity or activities the job invedv—
To plan
To supply
To develop
To provide
To advise

Who will benefit from the work?
A group of people, for example, older people, youth or children
People with particular needs, for example, mental health, substance abuse
A particular issue, for example, homelessness, housing conditions and
environmental issues
A particular neighbourhood

The purpose of the activity —
To reduce isolation and encourage the development relationships irddre wi
community
To plan and deliver a holiday club for school age children
To improve parenting skills
To enhance the well-being of individuals

The job description should not form part of the Contract of Employment (workdis to t
effect should be included at the bottom of the job description) as the stutiglsl be
amended and updated regularly as the role develops. An ideal opportunity to upptdie the
description (in agreement with the post holder) is at a review /iappdéscussion when

10
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the objectives for the forthcoming year are agreed. The list mfsdstiould be amended to
reflect the tasks required to fulfill the objectives set.

Although the job description will be periodically reviewed and updatedilitaly that
circumstances will occur from time to time in which the employee witeljeired to
perform a duty (or duties) which are not included in the current Job Descript avoid
any misunderstanding (or possible disputes) a statement should be inétudethe
following lines:

“such other duties as the management may from time to time reasonabig™equi

Where the majority of the duties are to be performed by a person of a parftdi, for
example, a practising Christian, there may be a Genuine Occupational Resuifer the
post holder to be a Christian. See the section on Genuine Occupational iRegtsrerhich
follows.

Where there is a vacancy for an existing post, the Job Description shoula/itereto
reflect any changes that have taken place, or are to take pla¢es job tholder.

Finally, the job description should be dated. This will show that it is up tdatatee job
role.

A sample job description is available at the back of this guide.

The purpose of the person specification is to decide what knowledgeaskKiligtributes
the successful candidate will need to possess.

It is usual to separate these into two sections: essential (Wlegpedt holder must possess
a certain level of knowledge or skill) and desirable (where it wouldh lz@@antage for the
post holder to have these skills or knowledge, but where they are not fulssagge

Knowledge may include the necessary qualifications required to fulfddbe and whether
any previous experience is required. Care must be taken to ensure thagtihefe
previous experience requested is absolutely essential and doesacbt/Age
Discrimination legislation by precluding younger people. For example, lygafk 5
years’ experience you may exclude younger workers with the necesdlargprsti
qualifications. Knowledge may also include areas of legislation otaieal
understanding, depending upon the position.

Skills may include computer skills, administrative skills, interpeas skills, and
communication skills. For example, it may be desirable for the job holder écahav
working knowledge of PowerPoint software to produce PowerPoint presestati

Finally, consider what attributes or behaviours (e.g. a good listener) you \keuld be
evident in the post holder.

A sample person specification is available at the back of this guide.

11
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The Employment Equality (Religion and Belief) Regulations 2003 allow fob &g have
an established Genuine Occupational Requirement for the post holder to belong to a
particular faith where the duties of the post require it.

Where the majority of the duties are to be performed by a person of a partdt, for
example, a practising Christian, there may be a Genuine Occupational Resutifer the
post holder to be a Christian. However, this must be considered objeetivketiiought
must be given as to whether it would be more appropriate to separate outishiarChr
(faith) elements of the job and allow these to be performed by another persaterlfor a
Genuine Occupational Requirement to exist, the Christian (faith) eteshthe role must
be “determining and proportionate”. In such cases, the list of duties on ttegotiption
will reflect this; they will usually make up in excess of 50% of tbtedf duties. Where a
decision has been made that a job must be performed by a Christian, the jipiciesc
should show this. The wording “The Employment Equality (Religion and Belief)
Regulations 2003 Section 7.2 applies” should be included on the Job Description.

This statement should also be included in the job advertisement and earthenent
documentation.

#$

When writing the advertisement it is important to ensure that it is roirdigatory in any
way. The advert should be eye-catching and appealing to the type of person that you are
hoping to attract. It can be useful to look through the job papers and magazieearto g
idea of what other adverts are being placed. Adverts are usually kept shiortitieieosts

of printing. A sample advert is available at the back of this guide.

If, when preparing the Job Description and Person Specification, a Genuine @c@lpat
Requirement has been established for the post holder to be a practisingiG st
advertisement must include this fact. Placing the following worditigaradvert should
suffice:

“The Employment Equality (Religion and Belief) Regulations 2003, Section 7.2sipl

Similarly, if the post holder will have contact with children or vulniraulults, an
enhanced Criminal Records Bureau check will be required. The advertisennst also
contain this requirement. Suitable wording could be:

“An enhanced CRB Disclosure will be required for the successful applic

Unless a Genuine Occupational Requirement has been established, the adwkkeshoul
placed in the non-faith press as well as the faith press. Advertisirfgeoaxpensive so it is
worth considering all the possible options, for example, a local Church magayree
circulated throughout the local area, clergy mailings will be recey every parish in the
relevant Diocese, a church’s own website could place an advertisenmsmitvaibst. The

12
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greater the circulation of the publication, the greater the pool of poteatididates you
will attract.

Some possible places to advertise are:
Church of England Newspaper — 0207 417 5800
Church Times — www.churchtimes.co.uk — 0207 359 4570
Christian Vocations — www.christianvocations.co.uk — 0870 745 4825
Eden — www.eden.co.uk
Third Sector — www.thirdsector.co.uk — 0208 267 4621

National Newspaper — The Guardian — www.guardian.co.uk/jobs - 0161 908 3800 — there is
a different focus for advertisements on each day for national newspayyens will need
to check with the newspaper

Local Newspaper

Local job centre

Big Issue

Specialist magazines and papers, for example a Youth Worker magazine

When deciding on the closing date for applications to be received you wiltsmbedr in
mind the printing dates of the publication(s) where the advert has beed.phome have a
surprisingly long lead time and you don’'t want to waste the money paid for the(aylby
not giving sufficient time for application packs to be posted out, completed bypheant
and returned by post to the project committee. Some adverts include thizatlate
interviews will take place. This can be a useful addition if thevr@®ing panel have
limited time available for conducting the interviews but is likely #chrde any candidates
who will not be available on that date.

A suggested advertisement is available at the back of this guide.

13
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#

The information included in an application pack will vary widely depending ojothe
being advertised. Many organisations consider an application pack to be @ form
advertising as the quality of the application pack contents will reflecrtf@nisation.
However, this needs to be weighed against the available budget.

The bare minimum to include in an application pack is an application fooh, a j
description and a person specification.

It is preferable to send an application form rather than acceptingieutwm vitae (CV) as
information can be omitted from a CV whereas it is necessary to aalbwer questions
on the application form. It is also easier to compare applications durisgldéation
process when they are all made in the same form, although it is accepialdyou
choose to consider CVs. That said, applicants will often send a CV in addittos t
application form so that they can provide additional information.

Care must be taken in the designing of the application form to ensure that any
discriminatory or unnecessary information is not collected. For examfgadt necessary
to know a person’s age when considering them for a position — their ability tdakeditre
role is of greater importance. Asking for a date of birth will fall f@uRge Discrimination
legislation. A sample form is available at the back of this guide.

It would also be useful to include information relating to the project imapipéication pack.
For example, details of the work presently being carried out togetherrwitimarketing
literature available. For church-based projects a current copy oish Regazine can
provide a useful insight into parish life!

Information on the salary and benefits package will also help a prospeatidelate
decide whether or not they would like to apply for the position.

A monitoring form may also be included to ensure that the advert is mgaalhparts of the
population. This information must be separated from the application form ataken

into consideration during the selection process. A sample form is aeadlfathie back of
this guide.

A covering letter thanking the person for their enquiry will also progidseful place to
include any additional information, including the date that the intesvieil take place.

Finally, don’t forget to state the date by which all completed applicationshausteived,
together with details of where the application form should be returned!

Once the closing date has passed, all the completed applications shgiviehbgue
consideration. A small panel of people (to reduce subjectivity) shouiergat read
through the applications and determine whether all the essential athagpefson

14
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specification have been met. It is useful to draw up a table listing thetiessind desirable
skills specified on the job specification along the top and list the nantles cAndidates
along the side. It is then simple to tick the boxes as you read through thatapplierms.
Those selected for interview should meet all the essential crib@Eending on the quality
and quantity of the applications received, the desirable criteria sHealdeaevaluated.
This table should be kept for a period of 4 months (before shredding) from the date of
appointment to the position in order that you have the evidence of theaaniged for
selection should you receive any claims for discrimination in your selecticegs.

It is usual to aim to interview at least 4 candidates, depending on the tatet boo many.
Candidates should only be invited to an interview if there is a confidiatthe person
meets the requirements for the post.

Once the decision has been made, letters should be sent out to the candidhtssewho
been selected for an interview. Consideration should be given as to whetbj¢iae
intends to pay travel expenses for the candidates and if so the detadsraénded
payment should be notified to them.

It is a requirement of the Disability Discrimination Act that intews are accessible for
candidates so you will need to check in advance whether there are anyrgpediaments
to be made, for example, wheelchair access, large print documents etc.

It is useful to ask the interviewees to prepare a presentatitimefanterview in order to
gain an insight into their knowledge. For example, asking the candidateptoga 10
minute presentation on how the worker would undertake the role, if succesayube very
valuable in assisting with the final selection.

Finally, letters should also be sent to the unsuccessful candidatesnthtgkn for their
applications and interest in the position.

Sample letters are available at the back of this guide.

% $

The interviews should be conducted by a small panel of people who have knowledge and
understanding of the project and its purpose and perhaps will be working witlwilge ne
appointed person. Panel members should include some of the following:

The person who will be responsible for the management of the worker
A member of the management committee
A significant partner or stakeholder
A member of the Parochial Church Council
A representative of the user group

It could also include:
A worker from a similar charity or project who may be happy to assist with your
interviewing process
A representative of the local community.

15
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The panel should be made up of 3 or 4 people. However, others may be involved in the
process by taking the interviewees for a mini tour around the communéing part in
an informal lunch.

A list of questions should be drawn up prior to the interviews taking pladek aibout
what information you want to obtain from the candidates about their, &iltsvledge and
experience relating to the person specification and write the questiomglingly. It is
important to ensure that all the candidates are given the same oppatueigh candidate
must be asked the same questions (apart from additional probing questiopsiiseds

an answer given to a question — perhaps seeking some clarification). Ttiengusgzould
be divided between the interview panel so that each person has some queskn©One
of the interviewing panel should be allocated to take notes. The questinnd enly relate
to the person’s ability to do the job — details of their home life, age,ahstdtus etc are
irrelevant and must not be asked as they will certainly be deemed techienthatory.

Sample interview questions are available on the CUFX website.

The interviews should be held in a quiet room where you will be confidentahavill not
be disturbed. Ensure that there is not a telephone that will ring dbengterview and
switch all mobile phones to silent or off! If the interviews will be hield room generally
used by others it would be worth placing a notice on the door stating thatanteasie
taking place and should not be disturbed.

Consider the layout of the room. It provides a friendlier atmosphereamaind a low
coffee table in a circle rather than have the interview paneigshighind a desk with the
interviewee sitting opposite.

Ensure that a jug of water and glasses are available. An interviawd®come very dry in
the mouth when nervous and the interviewers will also be grateful fankadiiring the
lengthy interviewing process!

You will also need to be certain that any special requirements requedteslibierviewee
(in accordance with the Disability Discrimination Act) have been met

Ensure that when the interviews are arranged there is sufficrenatiowed for each
interview (usually about 45 minutes) as well as a small gap betwelinterview
(perhaps an hour apart). Remember to allow yourselves a break for lunch! Thiowi
you to prepare for the following interview as well as giving a littleespiare in case the
interview takes slightly longer than expected. It is important to be prortiptive
interview times; as well as giving a professional impression totheviewees, it is unfair
to keep a nervous candidate waiting!

It is usual and helpful to give the candidate a tour of the facilitiespftoject, area,
accommodation, office etc) immediately prior to the interview tagiage. This will allow
the candidate to ask any relevant questions during the interview itself.

The interview should start with a welcome. The interviewers shotrtutiunce themselves
to the candidate and thank them for coming. Once the candidate has beengmutlet ea
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opportunity should be taken to explain a little about the job availablehkristhe
appropriate time for the candidate to give their presentation. Oncesgenfation is over
and any questions relating to the presentation have been answered, theeaviltliokat
able to relax a little for the remaining questions. Always leaviiceift time at the end of
the interview to answer any questions that the candidate may have.

It is helpful to confirm the terms and conditions of employment (hours of, \gask
pension, accommodation etc) before the end of the interview. This will dEsisindidate
to decide whether or not they may wish to accept the position shouter ibéaoffered to
them.

Finish the interview by telling the candidate when you hope to make a decision and by
when they can expect to have heard an answer from you.

If any interview expenses have been agreed, ensure that they arethaidecessary
information obtained from the candidate before they leave.

Once all the interviews are completed the interview panel shdirel t@ discuss the
performance of the candidates and agree whether an appointment is web&efarral
should be made to the notes made by the interview panel member(s) for anyatitarific

A verbal, conditional job offer may be made to the successful candidate tsabjec
“references being received which are satisfactory to the organisahd subject to receipt
of an acceptable CRB check. Any verbal job offer should be followed up bytenofter.

In order to undertake the selection process you will need to decide on the method of
selection to be used: either by taking notes or by scoring the candidates tgaperson
specification. This decision will need to be made prior to the intesvialting place.

After the interviews have been completed the interview panel shaddsdi the suitability
of the applicants. A decision will need to be reached objectively aiegi@md to the person
specification.

Where it is proving difficult to make a final decision, it may be helgfubjuest that one
or two candidates return for a second interview to ensure that thetatacegion is being
made. However, you need to be clear about what further information is cegqodevhat
you intend to achieve in the second interview. The purpose should be to blarify t
interviewee’s ability in a certain area of the work required irp#itson specification and
not another general interview.

Remember that if a suitable candidate is not apparent, it is preféoadihrt the
recruitment process again by re-advertising the post than employing arablespérson -
however keen a project may be to appoint to a position quickly!
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Letters should be sent to the referees as soon as a conditional offer of eemplbgmbeen
made to a candidate. The candidate’s permission should be sought prior tedqiesesr
being made. Some organisations prefer to request references beforerthewstare
conducted. However, it should be noted that many candidates do not wish their current
employer to be aware that they have a job interview and may be relactdioiv reference
requests to be made until a conditional offer of employment has been made.

Some employers will only confirm the dates that the employee worked foraheé the job
title of the employee. This practice is carried out for legal reamatishould not
necessarily be considered to reflect the performance of the employee.

It is usual practice to enclose a stamped addressed envelope when requelsirgeere
This is not only polite but it also ensures that the completeceraferwhich may be
confidential in nature) is received directly by the person who reqtires

Where a reference is received verbally it should always be followedwting.

Should a candidate be given a conditional offer (subject to referesicgsrbceived which
are satisfactory to the organisation) they may start prior topteafeihe references. In the
unusual situation where an unsatisfactory reference is receivezimgieyment may be
terminated as the condition of the job offer would not have been met.

1&

Where the employment involves working with children and / or vulnerable aatults
enhanced Criminal Records Bureau will need to be obtained. The form should be
completed by the employee as soon as possible since it can take seviksdbwie CRB
check to be received. The Churches’ Child Protection Advisory Serwvicerogide help
and advice on CRB checks.

Where a CRB Disclosure is necessary for the employment, the Contracployarant
should include a clause to this effect. For further information pkess¢éhe sample
Contract of Employment in this Guide.

A new Vetting and Barring scheme will be implemented in October 2009. Furthds det
are available from the Independent Safeguarding Authority via thesiteeb

The Asylum and Immigration Act 1996 sets out the law on the preventiongilille
working.

The onus is on the employer to ensure that the prospective employee hasipemis
work in the United Kingdom.
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There is Home Office Guidance on how to be certain that the employeeshpsrthission,
whilst ensuring that your recruitment practices do not discriminatasigadividuals on
racial grounds.

You are required to check and keep a copy of the documents to obtain the stafatarg de
against conviction for employing an illegal worker. You should ask all yoenpat
employees to provide one of the original documents included in List 1 (below) of t

the original documents given in List 2 (below).

List 1
A passport showing that the holder is a British Citizen, or has a rigittoafe in
the UK.
A document showing that the holder is a national of a European Economic Area
country or Switzerland. This must be a national passport or national ideartity
A residence permit issued by the Home Office to a national from a European
Economic Area country or Switzerland.
A passport or other document issued by the Home Office which has an
endorsement stating that the holder has a current right of residencéJik #sthe
family member of a national from a European Economic Area country or
Switzerland who is resident in the UK.
A passport or other travel document endorsed to show that the holdencan sta
indefinitely in the UK, or has no time limit on their stay.
A passport or other travel document endorsed to show that the holdencen sta
the UK, and that this endorsement allows the holder to do the type of work you are
offering if they do not have a work permit.
An Application Registration Card issued by the Home Office to an asylekeise
stating that the holder is permitted to take employment.

Once you have checked one of these documents there is no need to ask for any furthe
documents contained in List 2.

List 2

You will need to see two documents from either the first combination or two @éotsim
from the second combination. It is not acceptable to see one document from each
combination.

First Combination

A document giving the person’s permanent National Insurance Number and name. This
could be a P45, P60, National Insurance card, or a letter from a Government agency.

Plus one of the following documents:
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A full birth certificate issued in the UK, which includes the names of theshisld
parents;

A birth certificate issued in the Channel Islands, the Isle of Man or thebReptl
Ireland;

A certificate of registration or naturalisation stating that the magda British

Citizen;

A letter issued by the Home Office to the holder which indicategtibaterson
named in it can stay indefinitely in the UK, or has no time limit on their stay

An Immigration Status Document issued by the Home Office to the holdermith a
endorsement indicating that the person named in it can stay indefinitbgy WKt

or has no time limit on their stay;

A letter issued by the Home Office to the holder which indicategtibgterson
named in it can stay in the UK and this allows them to do the type of work you are
offering;

An Immigration Status Document issued by the Home Office to the holdermith a
endorsement indicating that the person named in it can stay in the UK and this
allows them to do the type of work you are offering.

Second Combination

A work permit or other approval to take employment that has been issued by Work
Permits UK.

Plus one of the following documents:

A passport or other travel document endorsed to show that the holderts stiale
in the UK and can take the work permit employment in question;

A letter issued by the Home Office to the holder confirming that the paesoad
in it is able to stay in the UK and can take the work permit employment inajuest

Further information can be obtained from the Home Office Employers’iHei[#845 010
6677 or in the guidance available on the website:

Once a decision has been made as to which candidate to employ a telephsimautzhlbe
made to the candidate offering them the position subject to referennggdeived which
are satisfactory to the organisation. A provisional start datechbeuhgreed if possible.

A job offer letter should then be sent out in the post, together with two cuffiles
Contract of Employment. The prospective employee should sign both copiesngeteiai
copy for their records and returning the second copy of the Contract to thecegrims and
conditions.
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If a start date has not yet been agreed a letter may be sent offeljioly ¢higbject to
references being received which are satisfactory to the organjsdthe prospective
employee should be requested to sign and return a copy of the offer to aceephshend
conditions.

If references have not already been received, the requests should nowdftesen
obtaining the prospective employee’s consent to do so.

All the recruitment paperwork, including the completed application forms tieglec
information, copies of letters and interview notes should be kept sgdiaaked in a
cabinet) for a period of 4 months after the appointment has been made. Thiswih that
you have any necessary documentation should a claim be made against you for
discrimination.

It should be noted that discrimination claims may be made to a tribunal by araapfar
up to 3 months after the time when the alleged discrimination occurred.

Once the 4 months has passed the paperwork for the unsuccessful candidatdseshou
shredded in order to comply with the Data Protection Act.

Recruitment Checklist
Has committee authorisation been received?
Has funding been agreed?
Have advertising budget / costs been agreed?
Has a Job Description been prepared?
Has a Person Specification been prepared?
Where will the advertisement be placed?
Who will be on the interview panel?
Has an interview date been agreed?

Documentation

It is essential that the necessary paperwork is completed in ortnfby with
employment legislation. Where a written contract does not exist the erapsopeotected
under a verbal contract by statutory legislation. However, it is fdipaoper that the terms
and conditions of the employment are set out in writing; this will also pftgection to
both the employer and the employee.

Employees have the right to a written statement of the particularsroétmgloyment (the
terms and conditions) within one month of their employment. Some of the particulars must
be contained within one document with others being permitted in a separateedbcu

21



Just Employment - A Guide to Employing Staff intt-based Projects - Part 1
Section 6 — Dismissal and Redundancies

The following information is required to be produced in one document:
Name of employer
Name of employee
Date when employment began
Date when continuous employment began
Scale or rate of salary (or pay) or the method of calculating pay (peflmapsly
paid)
Intervals at which remuneration will be paid
Details relating to hours of work (which will include normal hours of work)
Holiday entitlement (with details regarding accruing holiday pay, famgte on
termination of employment)
Job title or brief job description (although the full list of duties isapgropriate as
it is better if these are not contractual)
Normal place of work

The information which may be provided in a separate document is as follows:
Terms relating to sickness absence and sick pay
Details of pension and pension scheme
Period of notice which each party must give to terminate the employment
The termination date of a fixed term contract or the likely length ahpdeary
contract
Details of any collective agreements which may affect the tamdsonditions of
the employment
Details of the disciplinary and grievance policy and proceduresidimg details of
the name of the person(s) to whom the employee can raise a grievance oif appeal
they are dissatisfied with any disciplinary decision

In practice the first list may be provided in the offer letter to thel@eyae with the full
details being included in the Contract of Employment.

The Contract of Employment provides the legal basis for the terms of engsibyiris a
matter of fairness and justice that an employee knows under what ternnsathegcept
the appointment.

There should be two copies provided of the Contract of Employment each signed by both
parties: the employer retains one copy and the employee retains the other.

Any changes made to the Contract of Employment should be made with the agreement of
both parties and should be confirmed in writing. The letter will then form aittmwthe
Contract of Employment and should be attached to it.
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When a Contract of Employment has not been issued, a verbal contract éwgesriis

and conditions will be those which have applied to the period of employment and become
terms provided by custom and practice. However, although the employee hasystatut
rights in such a situation, the employer has less protection and should negdtiaite wi
employee to produce a written contract which will encapture the terthe employment.

A sample Contract of Employment and amendment letter is available at thef ihlisk
guide.

Sessional Workers and workers employed to work a variable number of howesaber
should be issued with a Zero Hours Contract of Employment. A suggested Sessional
Worker / Zero Hours Contract of Employment has been added to this Guide.

It is usual for the first weeks or months of the employment to be regardeabasignary.
The actual length of the probationary period will be noted in the Contract of Engibym
Three or six months is a typical period, depending upon the type of position. Getiesal
more senior the position, the longer the length that the probationary paitibd.

A reduced period of notice will be required to terminate the contractgitire
probationary period — typically one or two weeks.

The purpose of the probationary period is to ensure that both the employer aogeempl
are happy with the appointment. Therefore, it is vital that the perfornedutice employee
is monitored carefully and closely during the probationary period by thgndésd line
manager. It is helpful to both the employee and employer if targets fewvaament during
the probationary period are set within the first two weeks of the conemmeamt of the
employment. Regular review sessions should take place. Any performaneensostwould
be discussed with the employee and noted on the personnel file.

An employee should be fully aware of any performance issues and opportunityagiven f
the employee to improve. In the unlikely situation when performance does nohmeet t
required standards the contract may be terminated. However, an evalhatitthtake
place prior to the post being re-advertised to ensure that the fault ddiesimtte
recruitment process.

Once the probationary period has been successfully completed, a lettdrisheaht to the
employee informing them of this and confirming their position.
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Section 4 - Pay and Reward

When looking at the level of pay and reward it is important to consider tine ent
remuneration package as a whole. This will include salary, pension, helitidigment,
flexible working hours, time off for appointments, compassionate léifvassurance,
provision of equipment, car / car allowance, subsistence allowance aniigtiaiovision.
Often charitable organisations have provided increased intangiblgtbéméalance their
inability to pay the market rate of pay.

Consideration should be given as to whether the level of pay is sufficient:
To attract suitable employees
To retain satisfactory employees
To reward employees for their loyalty, effort, experience and aetment.

There will be several influences on the pay level:
Minimum — to fulfil legal obligation in relation to the National tiinum Wage.
Competitive — it will be necessary to pay the local market ratedpeeific type of
work in order to attract the calibre of candidates.
Equitable — to provide a fair rate of pay for an employee in a particplarofy
work.
Motivational — to provide an incentive for the employee.
Cost-of-living — to keep pace with inflation.
Incremental increases.

Where funding has been obtained for an appointment it will be necessary tecdnsi
cost of the appointment over the project period to ensure that therdfamierst funds to
pay for a cost-of-living increase throughout the duration of the projecaphroximate
cost of paying expenses, any training needs, the cost of non-managemeabkgupand
equipment costs as well as considering the “on-costs” of employment whigtiencl
employers’ National Insurance payments, pension costs, provision for redundancy
payments etc.

The level of pay can be determined by considering the duties in the Jolpti@send the
calibre of candidate required to match the person specification. @heaton of the job

role will determine the level of reward. It is also useful to look at adeenents for similar
roles as this will provide information regarding the local marketpaid for similar work.
Where possible the pay rate should be linked to a professional scalasshe NJC

(National Joint Council Salaries Agreement - used by Local Authortdesinistrative,
Professional, Technical and Clerical services) and JNC (The Jegatidting Committee
(INC) for Youth and Community Workerpay scales. These are published pay scales used
by both the public and voluntary sectors and are generally available on thetinte
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The level and method of payment will be included in the employee’s Contract of
Employment.

However, some further information will be needed in order that you cae thalpayments
to your employee. You will need their full name and address, National Insunambein
and tax details, which are usually provided on their P45 if they have been in previous
employment. You will also require the details of the bank account into whichepéyvill
be made.

Many payroll software packages also require information relating tmahni¢al status of
the employee which may be necessary for tax purposes.

A sample Payroll Information Form is available at the back of this guide.

Some agencies may operate a computerised payroll service for projeazafple, some
Church of England Diocesan Boards of Finance will undertake the payrotiesefor
parish employees. This is often a low cost (or even free) servich will take away some
of the potential problems relating to the calculation of tax and natiosialance as well as
student loan deductions and statutory payments such as Statutory SictaRagr\s
Maternity Pay, Statutory Adoption pay and Statutory Paternity Pay (but dogis@ot
access to the Church Workers Pension Scheme). They will usually prepast R60
forms as part of this service. However, the legal responsibitifidtee employer remain
with the project.

«c ) =
The National Minimum Wage applies to all “workers” (that is anyone whawk is
determined by a contract).

The rate of the National Minimum Wage is set by the government and creanmgesly on
1% October. The rates are split into age bands. Although this does not fall Aaye o
Discrimination legislation, some employers prefer to pay all tmepi@yees the adult rate.

The current rates with effect from 01/10/2008 are:
16-17 year olds - £3-53

18-21 year olds - £4-77

22 year olds and over -  £5-73

The current rate of accommodation offset is £31-22 per week (£4-46 per day)

The current rate of accommodation offset is £31-22 per week (E4-46 per day). This
is applicable where an employee is provided with accommodation and their pay is
reduced in order to off-set the cost of the accommodation.

Where accommodation is offered to volunteers, legal advice should be obtained
from a solicitor.
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Statutory holiday entitlements are laid out under the Working Time Rigus. The
statutory entitlement with effect froni' Dctober 2008 is 28 days which includes the
statutory public holidays (8 days a year in England).

For example, a part time worker who works 3 days per week will, from Octob8r Be
entitled to 5.6 weeks (annual entitlement) x 3 (number of days worked perwgeéldays
holiday per year.

Provided that 28 days’ holiday is taken every leave year, any additionedctaat holiday
entittement may be carried over if agreed between the employee amdpiioger.

+

It should be agreed with the employee in advance what expenses will be paid. The
reimbursement of expenses should be made by the completion of an Expenses @taim For
with receipts attached, which should be authorised by the employee’s maiag@vill

provide the necessary audit trail.

Mileage expenses should be reimbursed at an agreed rate, not exceegirayitied by
the Inland Revenue.

A sample Expenses Claim Form is available at the back of this guide.

# *

The government would like all employees to have access to a pension scheme.
Organisations that do not have an occupational pension scheme may proggsefacc
their employees to join a Stakeholder Pension. This does not requiregloyento make
any contribution towards the employee’s pension but to administer the schenfalirobe
the employee.

All employers who employ five or more staff are required to provide atcess
stakeholder pension scheme (or a stakeholder equivalent scheme) and tordkedass an
employee contributions to the scheme.

Where there is not an employee's scheme, individuals may make arrargestieat
stakeholder provider (many insurance companies offer them).

Employees are not required to make a contribution to a stakeholder pensiothehe
employer is making a contribution to an individual's specific scheme.

Employers cannot give financial advice for to an individual about pensions
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Section 5 - Performance Management

Once the employee is in place it will be necessary to evaluaterfoenmence of the
employee in order to focus on the expected and actual contribution.

It is helpful to both the employee and the employer to know and understand what
expectations exist relating to a particular job role in order thgtdéue endeavour to
achieve them. The capacity to meet these expectations will depend upos $ach as:

The capability of the employee
The level of management support available
The processes, systems and resources available to the employee.

In order to ensure that the employee can perform at an optimum level thareeslifo be
regular meetings between the manager and employee in the form of regelarae
appraisal, feedback and coaching.

An efficient and effective employee will require a sensible balanwecka the time spent
on their work activities and the demands of their home life. An unreadistl unachievable
workload will cause stress on the employee as well as a failure employer’s duty of
care.

Regular meetings with the employee will ensure that this balarmgrig achieved.

An enthusiastic and committed employee can soon overwork themselves ing $triv
achieve results. This can be especially evident in faith-basedybérse the employee is
keen to work for God. However, a stressed and ill employee will not be aldei¢ve
much.

Where an employee is a lone worker it is important to monitor their wohikiaogs — not
just to comply with working time regulations, but also to ensure thatateeyafe. A
manager should be responsible for knowing where the worker is. The Suzy Lamphsy
can provide information on this aspect. A suggested Lone Worker Palicthis
handbook.

Regular feedback and recognition of achievements form essentiahé&deéméhe retention,
performance and satisfaction of employees. It is a costly processtih aacemployee so
it is sensible to ensure that the organisation is able to retain empldyemway
communication between the employer and employee will bring any issues tat lagiht
early opportunity.
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Coaching is usually carried out on a one-to-one basis and can be a less focesd gran
a review or appraisal. It is seen as a vehicle to achieve effautividiual development.

The role of the coach is that of a facilitator, to encourage thed@ivto identify solutions
and establish ownership of an issue in order to make an improvement. Theneyaoked

to assist the individual to find a solution but should not merely “te#"ibdividual what

they should do! The coach may be a professional person but should be someone with a
knowledge of the work of the project.

The coach may need to:
Give the individual constructive advice and feedback
Provide support and a listening ear
Give the individual the freedom to try something, and the courage to fail
Facilitate development and set agreed objectives
Challenge and demand excellence.

The coaching process will be a circular process of plan, do and review.

It is helpful for the development of the employee to conduct regular iogesdssions. The
sessions may consider work-related performance issues as well eelethdgssues and
should help to achieve increased performance and job satisfactioe fanftoyee.

Although the coaching process can be time consuming it should be seen by bathapartie
good investment of their time.

The cost of professional supervision will have been included in the emplogostatof

the worker. A professional person will meet with the employee to disicesgprogress and
work-load as well as providing guidance on professional standardssaidicularly
important where the employee is providing such professional seasgasunselling as the
supervision will ensure that the employee remains within professional baesdarnivell as
providing a confidential opportunity for the employee to “offload”.

'$ . #

The review or appraisal process will give an opportunity to considentplogee’s
performance in the job role, to identify objectives and prioritieshfershort and longer-
term future and agree any development or training needs required to dbbsve

This process is usually carried out annually with regular, less Fameato-one coaching
sessions at more frequent intervals to keep a check on the progress addevie the
goals and re-evaluate any areas as necessary.
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The review process will provide feedback to the employee, provide theatimtivo
achieve future goals and provide the strategy for improving performanbeultidead to a
higher level of job satisfaction for the employee.

A good review process will encourage self-review by the employee aasixbié employee
being reviewed by their manager (the reviewer). Sometimes feedbabtained from
others with whom the employee has contact within the performance ofoihelrtje
reviews should be exchanged prior to the review meeting taking place witliallow

both the reviewer and reviewee (employee) to consider the infornzattbprepare for the
meeting. This may be particularly helpful where the employee and emplosedifigrent
ideas as to the priorities of the role or the direction in which tieestauld progress. The
goals or objectives for the coming period should be agreed. There should be rbanore
about 5 objectives and these should include the immediate, short-term asrdtéong
aspects of the role. Personal development may be included as well asd¢hmeasurable
objectives to be achieved.

The review is also the opportunity to update the job description (witlgteeraent of the
employee) and ensure that it reflects any changes in the directionjalb tiiénce agreed

the new job description should be dated and issued to the employee with a copgl oetaine
their personnel file.

It should be noted that the review is not the vehicle for dealing with pdormance
issues — these should be dealt with as they occur and not left to an anmwal Irevi
essence there should not be any surprises for the employee at theimmexdgng.

A sample review scheme is available at the back of this guide.

/ *

It is important for the employee to receive adequate training to allowtthperform their
role well. Training in new skills will provide development opportunifashe employee
as well as being of benefit to their employer. It may assist towratgood employee.

Some training opportunities can be expensive, although there are some ehatisabland
government bodies which may provide funding.

Training needs may be identified during the appraisal process when liavame clear
which new skills, or improved skills, will be necessary to fulfil the liring the
forthcoming period. However, some training needs may be mandatory, for example, to
adhere to legislative requirements relating to Health and SafetyAiirand Food

Hygiene. Such training needs should be given priority.

There are numerous methods of training that can be provided which don't ngcassar

the level of expense that attending a day conference or course may inctinnatigl

different individuals prefer to learn in different ways and so considarahould also be

given to the specific preferences of the individual. Some types ofngaiméthods include:
Study course
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Conference

Reading

Searching the internet

Sitting alongside a person to learn a new skill
Job shadowing

Many of these will only incur time costs; others will have expensive fees.

Where an employee is offered an expensive training programme, it may beviitato
agree with the employee that the training will be provided but thantipdoyer reserves
the right to recover a proportion of the training costs should the empeseethe
organisation within a certain period (perhaps one year) after completitrgitiieg or
qualification. This will ensure that the organisation receivestaltsaireturn on the
investment of the training programme.

# ) *

It is important to keep accurate records of absence. Holiday absaooés$Ise logged to
ensure that the employee is managing their time off wisely as wélt &sriployer
adhering to the Working Time Regulations. A suggested holiday record caedl&bkevat
the back of this guide.

Sickness absence records should also be kept as these recdogsnedided if the
employee becomes eligible for any statutory benefits, such as StatitloBa$ or
Incapacity Benefit. A suggested sickness record card is avadlathie back of this guide.

When an employee is unable to work due to sickness they should notify theayengm

the first day of absence within one hour of being due to start work. They shfmutd the
employer of the likely duration of the absence and agree to make confacitam#d they

not be well enough to return to work. They should update the employer on a regglar basi
in order that the employer can arrange alternative cover for any urgent work

On the employee’s return to work a meeting should be held with the employer and their
manager. A discussion should take place so that the employer can betsine éngployee

is well enough to return to their job including making any necessary iadiotst, whether
these need to be temporary or permanent. This will also fulfil the empdyedlth and
Safety obligations and reduces the risk of any potential claims ésssit will help to
identify where the Disability Discrimination Act applies.

A return to work interview template form is available at the badkisfguide.

Intermittent, regular, short-term absence is usually more disruptase drganisation than
a single, long period of absence. Thus it is important to completera tetwork interview
after each spell of absence.
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Section 6 - Dismissal and Redundancies

There are statutory dismissal procedures which are included in th& Aaiisory,
Conciliation and Arbitration Service) Code of Practice. Generalletagr 3 steps to the
dismissal process:

Step 1 — A statement of the grounds for action and an invitation to a meeting.

Step 2 — The meeting.

Step 3 — The appeal

However, these statutory procedures are being repealed by ACAS withfesm April
2009. However, it would remain good practice to follow the same 3 step procedure.

Further details can be found in the sections on redundancy and disciplinewgngd and
appeal procedures.

!

There are guidelines for making employees redundant and, indeed, foridieigrether
or not a redundancy situation exists. ACAS give a 3 step process:

Step 1

Write to the employee notifying them of the reason for the redundancy atedtivem to a
meeting to discuss it.

Step 2

Hold a meeting with the employee to discuss the redundancy — at which tloyesnphs
the right to be accompanied. Notify the employee of the decision and theoragieal.

Step 3

Hold an appeal meeting (if employee wishes to appeal) at which the emplsythe hight
to be accompanied — and inform the employee of the final decision.

Reasons for Redundancy

For entitlement to redundancy payments, under the Employment Rights Act 1996,
redundancy arises when employees are dismissed because:
the employer has ceased, or intends to cease, to carry on the project for the
purposes of which the employee was so employed; or
the employer has ceased, or intends to cease, to carry on the business in the place
where the employee was so employed; or
the requirements of the project for employees to carry out work ofiaypar kind
has ceased or diminished or are expected to cease or diminish; or
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the requirements of the business for the employees to carry out wopadfcalar
kind, in the place where they were so employed, has ceased or diminished or are
expected to cease or diminish.

General Information on Redundancies
If you have less than 20 employees there is no formal consultation period
If an employee has less than 2 years’ service there is no entitlemedtitmlancy
pay
The redundancy process does not apply where employees are on a Fixed-Term
contract of less than 3 years — but also see section on ending a fixed-termt contra
Employers need to “warn and consult” employees about impending redundancies
Employers must take reasonable steps to re-deploy
Where less than 20 employees are being made redundant the employer is required
to give individual notice of dismissal, but it is best practice to cofaua period
of 30 days
The employer must disclose the reason for redundancies and the number of
proposed redundancies
The employer needs to inform employees of the proposed method of calculating
redundancy pay (i.e. statutory or enhanced)
The employer must give statutory or contractual notice of terminatidre of t
contract of employment (due to redundancy) — whichever notice period is longer.
The statutory notice is 4 weeks’ notice for service up to 4 yeargtacs of 4 —
12 years, 1 weeks’ notice is required for every year of completedesenvio a
maximum of 12 weeks
The employer can agree with the employee to give pay in lieu of noticefefad
During the notice period, employees have the right to “reasonable” time bff wit
pay to attend interviews, look for new employment and attend training
If the employee is offered re-engagement (alternative work) thereght to a 4
week trial period in the new post
“Bumping” is a term used to consider who else may be made redundant, for
example, it may not necessarily be the person doing the particular job thheis t
redundant. However, employers should take care with deciding on who should be
included in the selection pool e.g. look beyond one department / division, look at
all workers with same skills
Employers must have a “fair and reasonable” selection process: apigrpoiid
selection criteria; who will carry out selection exercise?
With regard to the selection pool: is there any agreed procedure / pytieyof
work that the employees in the pool are carrying out; any other groups afra/ork
doing similar work; check whether any of the jobs are interchangeableand
across divisions and departments
Selection criteria: this must be applied fairly and objectively (tseif, first out
criteria should not be used as this would fall foul of age discriminagslation,
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similarly, care should be taken when using absence figures due to Disability
Discrimination legislation, but punctuality can be considered); thereld be
individual consultation (even for less than 20 employees) that is proder

genuine; employees may be accompanied to redundancy consultation meetings;
explain why job is “at risk” of redundancy; if a matrix being used for selegou
should show the matrix to the employees and explain how you will use it; discuss
possibility of alternative work / solutions; employees have right to ajageéhst
selection for redundancy; inform employee of (only) their own matrix score

Redundancy pay is calculated on the basis of a week’s pay and is capped at £350
per week with effect from 01/02/2009 and £380per week with effect from
01/10/09. This amount changes annually.

The information needed to calculate statutory redundancy pay is as follows:
Start date of employee
Date of birth
Amount of weekly pay (or salary divided by 52)

Redundancy pay is based on age and number of completed years of service:
< 21 years of age — %2 week’s pay per completed year of service
22-40 years of age — 1 week’s pay per completed year of service
41 years + - 1% weeks’ pay per completed year of service

Each employee is entitled to a redundancy calculation statement.
An online ready reckoner is available at:

http://www.berr.gov.uk/whatwedo/employment/employment-legislatropleyment-
guidance/page33157.html

A sample “at risk of redundancy” letter and redundancy calculation statanecavailable
at the back of this guide.

* + /

The Fixed-Term Employees (Prevention of Less Favourable TreatmentlieRens 2002
provides that employees who have been employed on successive fixed termstorteact
period of 4 continuous years may ask their employer for a statement caogftimat they
are permanent and / or no longer on a fixed term contract.

Employers have to issue this statement or a statement giving objezasons why the
contract remains fixed-term within 21 days of the employee’s requestnigieyer can
only keep the employee on a fixed-term contract if they can objectiveify jusit the
point that it was last renewed.
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An employer may have to make a redundancy payment to a fixed-term employee
equivalent to that payable to a permanent employee when a fixed-term cexrpiaes
unless the employer can objectively justify the difference in treatnA justification by an
employer of the need to save costs is not considered to be a suffiaion.re

Therefore, if a permanent employee would receive a redundancy payment on tennoihat
their employment by reason of redundancy then a fixed-term employee probably should
too, although this law does seem to be confusing when it can be argued that therdefiniti
of a fixed-term contract would have no expectation of the employment continuing.

However, it should be accepted that the employer would increase tkeihoisid a
redundancy payment not be given to a fixed-term employee.
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Section 7 - Policies

It is essential for each project to have some policies and procedudssghbut in writing
the expectations of both the employer and the employee. Some policies aoeystiatut
example the Disciplinary, Grievance and Appeal policy, whilst othargxample the
Capability policy, are a useful addition.

0 $ #

Disciplinary, Grievance and Appeal policy and procedures are an esdectiahent
relating to employment. The basis for these policies are provided in th& &ode of
Practice.

Disciplinary

ACAS explains that disciplinary rules and procedures help to promoteyoedeployment
relations as well as fairness and consistency in the treatment\oflirads.

Employers are required to follow a specific statutory minimum procefitiney are
contemplating dismissing an employee or imposing some other disciplinaryygbaals
not suspension on full pay or a warning. If an employee is dismissed withamfheyer
following the statutory procedure, and makes a claim to an employment tribwvéd, oy
that they have the necessary qualifying service, the dismissalutdlinatically be ruled to
be unfair.

Organisations must follow these statutory procedures regardiss size of the
employer’s organisation.

However, these statutory procedures are being repealed by ACAS withfesm April
2009. The ACAS website has the new draft Code of Practice which istdeat
http://www.acas.org.uk/CHttpHandler.ashx?id=981&p=0

Disciplinary actions should take the following steps:
Establish the facts before taking action
Deal with minor cases of misconduct or unsatisfactory performance gifgrm
For more serious cases follow formal procedures, including informing the
employee of the alleged misconduct or unsatisfactory performance
Invite the employee to a meeting and inform them of their right to be pecoed
Where performance is unsatisfactory, explain to the employee the impmtveme
that is required, the support that will be given and when and how it will be
reviewed
If you give a warning, tell the employee why and how they need to change, the
consequences of failing to improve and that they have a right to appeal
If dismissing an employee, tell them why, when their contract will end and that
they can appeal
Before dismissing or taking disciplinary action other than issuingraing,
always follow the statutory dismissal and disciplinary procedure
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When dealing with absences from work, find out the reasons for the absence before
deciding on what action to take

If the employee wishes to appeal invite them to a meeting and inform the employee
of their right to be accompanied

Where possible arrange for the appeal to be dealt with by a more senagena

not involved with the earlier decision

Inform the employee about the appeal decision and the reason for it

Keep written records for future reference.

A suggested Disciplinary and Appeal Policy & Procedure and supporting leteer
included at the back of this guide. A new suggested Disciplinary polioypacating the
new ACAS Code of Practice is available via the ACAS website at
http://www.acas.org.uk/CHttpHandler.ashx?id=981&p=0

Grievances

Grievances are concerns, problems and complaints that employees faibeivit
employers. Grievance procedures allow employers to deal with grievantgs f
consistently and speedily.

Grievances should take the following steps:
Many grievances can be settled informally with the line manager
Employees should raise grievances with management
Invite the employee to a meeting and inform them about the right to be
accompanied
Give the employee an opportunity to have their say at the meeting
Write with a response within a reasonable time and inform the employee about
their right to appeal
If possible a more senior manager should handle the appeal
Tell the employee that they have the right to be accompanied
The person hearing the appeal should write to the employee after thetepipgal
them the decision and that this is the final stage of the grieyamocedure
Written records should be kept for future reference.

A suggested Grievance and Appeal Policy & Procedure is availabletmdkef this
guide. A new suggested Grievance policy incorporating the new ACAS Codetié®ra
available via the ACAS website at
http://www.acas.org.uk/CHttpHandler.ashx?id=981&p=0

)

The new ACAS Code of practice being brought into effect in April 2009 recommends an
independent third party or mediator as a means of solving disciplinaryiamdrgre issues.
Mediation is a voluntary process where the mediator helps two or more peapllispute

to attempt to reach an agreement.
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A capability policy deals with situations where the employee seems upatidevhat is
required of them and that their performance is unsatisfactory. Some pesglemetimes
unsure as to whether to start a disciplinary procedure or a capabitsdpre. Essentially,
the disciplinary procedure is a more formal procedure and is used whésitithst the
employee “won’'t” do what is required; the capability procedure isftegsal and is used
where it is felt that the employee “can’t” perform to the requitaddard.

An employee should be given opportunity to improve their performance and any necessa
training should be provided to assist the employee in achieving this.

A suggested Capability Policy & Procedure is available at the diatks guide.

It is useful to have a complaints procedure for when someone wishesda@roakiplaint
about an employee, a volunteer or a member of the management committesayl besa
project user who wishes to complain about the work of the project workeswitadl a
formal procedure for this will ensure that complaints are dealt witkistently and fairly
as well as giving the complainant confidence in the fact that their eorhfd being taken
seriously.

A suggested Complaints Policy & Procedure is available at the balgis gjuide.

*
1

Whistle-blowing is the term used to describe a situation where an employewgeic
wrong-doing at work and reports it to an outsider. The Public Interest Dischsui®©98
contains employment guarantees for employees who have made a protectsdreisd
that they may not be dismissed or suffer a detriment for making theslisel The types of
disclosure covered by the Act concern criminal offences, failure to cosiiiyegal
obligations, miscarriages of justice, health and safety risks and eneintelrdamage.

A suggested Whistle-blowing Policy is available at the back of thikegui

It is unlawful for organisations to take into account a person’s raoeleg, age, marital
status, colour, ethnic origin, nationality, disability, religion (subje¢hé information
discussed earlier in this document relating to Genuine Occupational&aquois) and
sexual orientation. Taking such things into accounts amounts to discioninat

The Equal Opportunities Commission have produced a Code of Practice for asiploye

A suggested Equal Opportunities Policy is available at the back ofuillis. g
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Health and Safety issues are covered by several Acts.

Health and Safety policies are a statutory requirement for all ennployth 5 or
more employees.

See Section 9 of this document for further information.

A suggested Health and Safety Policy is available at the back ofittles g

1 #

Where the work of the project involves children and vulnerable adults)lzanEed
Criminal Records Bureau (CRB) check must be obtained for the worker.

Details of the practices that the worker should put in place drelettin the suggested
Protection of Children & Vulnerable Adults Policy available atlihek of this guide.
2 *

A policy showing the rules for a worker who will carry out their duties alsehelpful
addition to the list of policies. It will aim to protect the worker.

A suggested Lone Worker Policy is available at the back of this guide.
*/ | *

The Working Time Regulations 1998 introduced a maximum working week of 48 hours
(averaged over a 17 week period). They provide restrictions on the omaxength of

shifts and provide for rest periods, work breaks and statutory annvel(ssse section on
holidays).

Workers may voluntarily opt out of the 48 hours cap, but the holiday entitlenushtm
taken off — a worker cannot be paid in lieu of the statutory holiday entitlement. It
expected that forthcoming changes in legislation will remove the voluopargut.

Details of the number of hours worked by an employee must be recorded and kept for a
period of 2 years.

Different rest breaks are required for young workers. A young worker sededis
someone over the compulsory school leaving age and under the age of 18.

Where an adult worker’s daily working time is more than 6 hours, thareestitiement to
a rest break of not less than 20 minutes.

Where a young person’s working time is more than 4 % hours, there is an entitlement to a
rest break of not less than 30 minutes.
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Daily rest

An adult is entitled to at least 11 consecutive hours’ rest in each 24 hour period.
A young worker is entitled to at least 12 consecutive hours’ rest in each 24ehiaak. p
Weekly rest

An adult worker is entitled to an uninterrupted rest period of:
24 hours in each 7-day period
two periods of 24 hours in every 14-day period; or
48 hours in every 2-week period.
A young worker is entitled to an uninterrupted rest period of not less than 48 hour
in every 7-day period.

)y 2%
Ordinary Maternity Leave

All pregnant employees are entitled to at least 26 weeks’ ordinagrmitgtleave. This
applies regardless of the length of service. Holiday entitlenzertincies to accrue during
ordinary maternity leave, although leave cannot be taken during this time.

Additional Maternity Leave

All pregnant employees can take additional maternity leave. Thie &arts immediately
after ordinary maternity leave and continues for a further 26 weeks.

Compulsory Maternity Leave

An employee may not work for her employer immediately after childbitiis period of
compulsory maternity leave lasts for two weeks from the date of atiidbi

Statutory Maternity Pay

All employees who are pregnant or who have just given birth are entitdeshé&ximum of
39 weeks’ Statutory Maternity Pay (SMP) if:

They have worked for their employer for a continuous period of at least 26 weeks
ending with the qualifying week — that is, thé"Vgeek before the expected week
of childbirth; and

Their average weekly earnings in the eight weeks up to and including the
qualifying week (or the equivalent period for monthly paid staff) havae bekast
equal to the lower earnings limit for National Insurance contributiottso(aih
they do not actually have to have paid any contributions).

Employees must also have given the appropriate notification to their eenploy
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The employee will qualify for SMP if she leaves work after the sfethe 1%'
week before her baby is due. However, she will still be entitled to 39 wabk?’
if she works until the date her baby is born.

The first six weeks of SMP are paid at 90% of the employee’s gev@vaekly
earnings.

The remaining weeks are paid at the lesser of the SMP standaod 988 of the
woman’s weekly earnings. The current standard rate of SMP is £123-06gder we
(correct as at April 2009 and usually increases in April each year).

SMP is paid whether or not the employee intends to return to work for her employer.

Notification to start Maternity Leave

To take advantage of the right to maternity leave an employee must notégnpyer no
later than the end of the "L8veek before the week her baby is due or as soon as reasonably
practicable:

That she is pregnant;

When the expected week of childbirth will be, by means of a medical cddifica

(Mat B1);

When she intends to start her maternity leave (in writing).

The maternity leave can start no earlier than tffevidek before the Expected Week of
Childbirth.

Notice for SMP may be given at the same time as notice for matexaug./However, to
qualify for SMP only, the employee must give at least 28 days’ notite afdte she
expects her SMP to start and provide medical evidence of pregnancy.

Employees can change their leave dates as long as 28 days’ notice is given.

The employer will notify the employee of the end date of her leave withiny28odla
receiving the notification.

Start of Maternity Leave before the notified date

An employee cannot normally start her maternity leave unless she hasgivemployer
the required notice, except in the following circumstances:
If the employee gives birth before the date she has notified, or lstfereas
notified a date, her maternity leave period starts automatically onyteftdathe
date of birth. She must notify her employer as soon as is reasonablyginaotic
the date of birth.
If the employee is absent from work due to a pregnancy-related reasdhefter
beginning of the fourth week before the Expected Week of Childbirth butebefor
the date she has notified, her maternity leave period begins autdiyatictne
day after the first day of her absence. She must notify her employeh¢hat s
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absent from work wholly or partly because of pregnancy and of the date on which
her absence for that reason began as soon as is reasonably practicable.

Employees may wish to use the maternity leave plan on the Governmemgstinge
website

Return to Work after Maternity Leave
The employer will notify the employee of the date that her leave mdll e

If the employee intends to return to work before the end of her additionahihaleave
period, she must give her employer at least 56 days’ notice of her date of retur

An employee does not have to give her employer advance notice if she interidsttore
work immediately after the end of her additional maternity leavegé¢tihe date notified
by the employer).

An employee must give the normal contractual notice if she doesn'ditderturn to
work after her maternity leave.

An employee who returns to work after ordinary maternity leave is ehtitlesturn to the
same job on the same terms and conditions as if she has not been abserd (unless
redundancy situation has arisen).

An employee who returns to work after additional maternity leave is atdlmé to return
to the same job on the same terms and conditions as if she has not beefualessna
redundancy situation has arisen). However, if there is some reason athexdbndancy
why it is not reasonably practicable for her employer to take heribdngk original job,
she is entitled to be offered suitable alternative work.

Employees who wish to vary their working pattern on return from materaiwg leave the
right to request a flexible working pattern.

A suggested letter acknowledging maternity leave is availalbhe dtack of this guide.

2 $
The right to Paternity Leave

The right to Paternity Leave allows an eligible employee to take pard te care for his
baby or to support the mother following birth or adoption. He can take either ek&swe
two consecutive weeks’ paternity leave and during this time may ltle@éndi Statutory
Paternity Pay (SPP).

Paternity Leave can only be taken to care for a new baby or to support the ohoieer
baby — not for any other purpose.

There is no right to time off to attend antenatal care appointments.
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Who is eligible for Paternity Leave?

An employee is eligible for Paternity Leave if he has, or expects to lespmnsibility for
his baby’s upbringing and is either or both:
The biological father of his baby
The mother’s husband or partner.
In addition, he must:
Have worked continuously for the same employer for twenty-six weeks ending
with the fifteenth week before the baby is due, and from the fifteentk bedere
the baby is due up to the date of birth
Be taking the time off either to support the mother or to care for the new baby

A partner is defined as someone who lives with the mother of the baby in amgndu
family relationship but is not an immediate relative.

Either parent may take Paternity Leave following the Adoption of a chiléximple, the
father may take Adoption Leave and the mother may take Paternity Leaveh cases,
please read “she” instead of “he”.

Statutory Paternity Pay

Eligible employees earning above the Lower Earnings Limit are elitpbieceive

Statutory Paternity Pay for the duration of their paternity IeBlve.current rate of

Statutory Paternity Pay is £117-18 per week or 90% or the average weelkhgsarliess

than £117-18 (correct as at April 2008, increasing to £123-06 with effect from April 2009).

When can leave be taken?

Leave cannot be taken before the birth of the baby. An employee can choasethe st
leave:
On the date of the baby’s birth (whether this is earlier or laterdkpected)
On a date falling a certain number of days after the birth of the baby asdotifie
the employee to the employer
On a chosen date which falls after the first day of the expected weekdiirthi
as notified to the employer.

If the employee specifies the date of birth as the day he wishes toistadve and he is at
work on that day, his leave will begin on the next day.

Leave must be completed within 56 days of the actual date of the bably.dHuivtever,
where the baby is born earlier than expected, leave can be taken betwdse thfehe
baby’s birth and 56 days from the first day of the expected week of birth.
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Notification required for Paternity Leave

To qualify for Paternity Leave, an employee must tell his employer thatdrels to take
paternity leave by the end of the fifteenth week before the week his badiby g, if this
isn't possible, as soon as is reasonably practicable.

To qualify for SPP the employee must give at least 28 days notice to ph@yem
although this notice will be taken when the employee gives notification ferrity Leave
by the fifteenth week before the baby is due.

The employee must confirm the actual date of the baby’s birth to the ematogeon as is
reasonably practicable.

)

In the case of a multiple birth, the employee is entitled to the samemetitl of paternity
leave and pay as if there were one baby.

# 29

This information is provided for those situations where a child ishedtand placed
within the UK. Different measures apply where a child is adopted frarseas.

Adoption leave and pay are available to individuals who adopt and for one meraber of
couple where a couple adopt jointly (the couple must choose which pakieeatioption
leave).

The partner of a couple who adopts, or the other member of a couple who are adopting
jointly, may be entitled to paternity leave and pay.

Eligibility for Adoption Leave and Pay

To qualify for adoption leave, an employee must:
Be newly matched with a child for adoption by an adoption agency
Have worked continuously for their employer for 26 weeks ending with the week
in which they are notified of being matched with a child for adoption.
The notification requirements must also be met.

To qualify for Statutory Adoption Pay the employee must also have aveesidy
earnings at or above the Lower Earnings Limit for National Insurancghwalpiplied at the
end of the matching week.

Length of Adoption Leave

Those adopting are entitled to up to 26 weeks’ ordinary adoption leave followed
immediately by up to 26 weeks’ additional adoption leave.

Ordinary Adoption Leave is paid at the standard rate of Statutory Adoption PatioAddi
Adoption Leave is usually unpaid.

They can choose to start their leave:
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From the date of the child’'s placement (whether this is earliaterthan
expected), or

From a fixed date which can be up to 14 days before the expected date of
placement and no later than the expected date of placement.

Leave can start on any day of the week.

Only one period of leave is available irrespective of the number alrehiplaced
for adoption as part of the same arrangement.

Statutory Adoption Pay

This is paid for up to 39 weeks. The current rate is £123-06 per week (coedl at
2009 and usually changes in April each year.

Notice of Intention to take Adoption Leave

Employees are required to inform their employers of their intentidake adoption leave
within 7 days of being notified by their adoption agency that they have been matdmed wit
a child for adoption, unless this is not reasonably practicable. They nieidheir
employers:

When the child is expected to be placed with them, and

When they want their adoption leave to start.

Adopters can change their mind about the date they want their leave fwotating they
give 28 days’ notice, unless this is not reasonably practicable.

They must give 28 days’ notice that they want their SAP payments to commatess (
this is not reasonably practicable).

Matching Certificate

Employees will need to give the employer documentary evidence of thidgraant to
adoption leave and pay. Employees should request this evidence from thewmradopti
agency, which may be provided in the form of a matching certificate whitldegbasic
information on matching and expected placement dates.

Return to Work after Adoption Leave

Adopters who intend to return to work at the end of their full adoption leaieernt do
not need to give any further notification to their employers.

Adopters who want to return to work before the end of their adoption leave periad, mus
give their employer 56 days’ notice of the date they intend to return.

After ordinary adoption leave you have the right to return to the same job adttiional
adoption leave you have the right to return to the same job, or to anothielegoitaif that
is not reasonably practicable.

A suggested letter acknowledging adoption leave is available at thefadik guide.
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2 $
Employee needs one years’ continuous service to be eligible
Parental leave is unpaid
Right to 13 weeks of parental leave for each child born or adopted (18 wdeks if t
child is disabled)
Must be taken up to the child’é Birthday (or 5 years after placement if adopted,
18 weeks up to the age of 18 if the child is disabled)
Leave to be taken in blocks of one week (unless child disabled)
Maximum of 4 weeks per year
21 days’ notice must be given (in writing)
Employer can postpone the leave for up to 6 months for business reasons

= *

In an emergency there is a right to time off work to care for someone depending.
The leave is unpaid.

*

A person depending on you is defined as your husband, wife or partner, child or parent, or
someone living as part of your family, and any others who rely on you solely in an
emergency.

# *

An emergency is when someone who depends on you:
Is ill and needs your help
Is involved in an accident or assaulted
Needs you to deal with an unexpected disruption or breakdown in care, such as a
childminder or nurse failing to turn up
Goes into labour

You can also take time off if a dependant dies and you need to make funeigemeats
or attend the funeral.

You may take as long as it takes to deal with the immediate emergencyakrple, if
your child falls ill you can take enough time to deal with their initial negatsh as taking
them to the doctor and arranging for their care. You will need to make akernati
arrangements (request holiday entitlement or request unpaid legea)iant to stay off
work longer to care for them yourself.
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This right does not include the right to attend appointments such as agpointments.
However, it is a matter of goodwill and best practice that time offiven for such
appointments.

I* /3

Employees have a statutory right to join a trade union whether or not themiadéds
recognised by the employer.

Further information is available from ACAS whose contact detailshahaded in Section
10 of this document.

*

A new smokefree law came into effect in England dduly 2007 and applies to virtually

all “enclosed” and “substantially enclosed” public places and wor&pldkhis includes

both permanent structures and temporary ones, such as tents and marquees. dkélogpr sm
rooms in public places and workplaces will no longer be allowed.

There is also a requirement for no-smoking signs (of a specifiedsd with specified
wording) to be displayed.

Further information can be obtained from

#*

Age discrimination legislation is the newest of the pieces of diswaimon legislation and
provides that employees may not be discriminated against by reason ofjgheir a

Organisations are required to have a Normal Retirement Age of nthdes85 (unless it
can be objectively justified).

Employers have a requirement to write to employees informing them whearthdye to
retire and employees have the right to request to work beyond the norneaheetiage.
Employers must give such requests “due consideration” and inform the empfaye
decision in writing.

When an employee is permitted to work beyond the normal retirement ageptiteact of
employment will usually be given for a 12 months fixed term. The process should be
repeated annually to ensure that the employee still wishes to continuagvenki that the
organisation is still able to offer employment.

Suggested retirement letters are available at the back of this guide

Age discrimination legislation also affects other areas of employniestiodild be ensured
that any benefits offered to employees do not discriminate on grounds of ageniptegxa
it has been suggested that benefits requiring more than 5 yearségeraimuire would be
discriminatory. Employers may, however, give benefits which will rewaedioyalty of
their employees.

46



Just Employment - A Guide to Employing Staff intt-based Projects - Part 1
Section 7 — Policies

Care must also be taken not to discriminate against younger workers bngequ
unnecessary lengths of experience for particular positions.

Further details can be found on the BERR website — details in section 1€ @d¢himent.
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Section 8 - Volunteers

Volunteers play an essential part in the operation of many charities gactgrblowever,
care should be taken to ensure that there is no contractual obligapidedi and that
volunteers receive reimbursement of expenses.

] *

Volunteers should be interviewed to check that they have the approfilistarsd
knowledge to fulfil the voluntary tasks for which they are applying.

Where a volunteer’s role will involve contact with children or vulneralialts an
Enhanced CRB (Criminal Records Bureau) check will be required.

It should be noted that volunteers may only receive training which is aegéssthem to
fulfil their voluntary tasks. Any general training that they reeanay be considered a
benefit, thus changing the status of a volunteer to that of a worker.

Potential volunteers have been known to bring claims against employéaging to
recruit them to a voluntary position, especially where appealing traamidg or
qualifications have been promised at the recruitment stage. You should &evay your
guard to ensure that the role is truly a voluntary role and that therexpectation that
employment may follow.

1 #*

It is useful to have an agreement with the volunteer which will statexjpectations of
both the organisation and the volunteer. This is especially helpful ifadp training is
required which will create a significant cost to the organisation.

However, care should be exercised in ensuring that the language tisedgneement is
not contractual in its implications. An agreement should show mutual hopesthaime
mutual obligations.

A suggested Volunteer Agreement is available at the back ofttiiis.g

/ *

The organisation should provide training for the volunteer that is reegdss them to
undertake their role. However, it should not allow a volunteer to consideathieg as a
reward in return for their volunteering as this would be deemed to mnsideration”
given in return for work which would create a contract between the oaganisnd the
volunteer (which would entitle the volunteer to claim the National Mininwage for all
the hours that they have “worked”).

Training is more likely to be treated as a “consideration” if it isneaessary for the
volunteer’s role or if the organisation emphasises the tangible behtfe training, for
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example, stating that the experience and training given to them will th&sisin obtaining
paid employment.

+

It is vital that volunteers are reimbursed for their genuine out-of-pecienses rather
than receiving any payment given in return for work. Reimbursement is noletactabs
not create a contractual or employment relationship, and will not affeettgenefits.

What is a genuine reimbursement of expenses?

Reimbursement means repayment or refund of money which the individual trayact
spent. It will not be considered as remuneration provided that:

The expenditure was genuinely incurred

The expenditure was necessary for the work

It was wholly for the work

It is adequately documented

It was reimbursement of the type of expenditure allowed free of tax by the Inland

Revenue.

The following are allowed by the Inland Revenue as reimbursable expenseeprtwat
the volunteer receives no other payment or remuneration from the organisati
The actual cost incurred for fares for travel between home and tleegblac
volunteering, or between places of volunteering
A mileage allowance at the Inland Revenue agreed rate or lessniongear use
between home and the place of volunteering, or between places of volunteering
Actual cost incurred for specialist clothing required for the valymivork, for
example uniforms or clothing required for health and safety purposes
Actual cost incurred in the purchase of materials or servicgesreel to do the
voluntary work
Actual cost of meals taken during the time of volunteering
Actual cost of créche or childminding fees or other dependent casesinostred in
order to be available for voluntary work.

Payments greater than the costs actually incurred are not genuine seiménts and will
not be treated as such by the Inland Revenue. It is good practice to haverlithiégs
maximum amounts that will be reimbursed for meals, childcare andeothenses.

Reimbursement should be made by a claim with the volunteer’s signatureedbi&he
receipts should be attached to the claim form. A suggested Volunteer’'ssegpg&aim
Form is available at the back of this guide.

A volunteer should have informal meetings with the person who supervises gamana
them in order to ensure that their performance meets satisfa@ndasts. Records may be
kept, especially where performance issues have arisen.
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Volunteers should not be bound by the Disciplinary and Grievance procedures as thi
would have contractual implications.

When a volunteer agreement is ended by the organisation, care should be taked the
use of contractual language.

Further information can be obtained from the Diocese of Liverpool inphek “Faithfully
Volunteering”. Contact information is available via their website:
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Section 9 - Health & Safety

Health and Safety issues are covered by several Acts.

Health and Safety policies are a statutory requirement for all ennplo§th 5 or more
employees. The policy needs to identify responsibilities for health artgt aaf&should:

Reflect the buildings, equipment and substances used in the organisation
Address particular hazards
Indicate arrangements for emergencies
Clarify how safety is communicated to visitors (if appropriate)
Register the checks that are required.

The Health and Safety Commission issue guidance and a code of practice omigealth a
safety and it is enforced by the Health and Safety Executive. Finfbenation is
available on their websites.

An employer should attend to the following areas:
Managing health and safety (e.g. assessing risks)
Workplace health and safety and welfare (e.g. working environment and
housekeeping)
Provision and use of work equipment (e.g. tools to be suitable for theirsgyirpo
Manual handling (e.g. avoiding or assessing needs and methods)
Protective equipment (e.g. ensuring it is properly used)
Display screen equipment (e.g. satisfying certain minimum requirefieents
computers).

n *

The Display Screen Equipment Directive has led to VDU (visual dispid) Regulations
in the UK. These Regulations cover all workers who habitually use disptaen
equipment as a significant part of their normal work. The main requirenmafiide:

Risk assessment of individual work-stations, especially with deigavisual

fatigue, musco-skeletal problems etc

Work-station design to conform to minimum ergonomic standards (that is,

designing the equipment around the person)

Provision of adequate rest breaks from work at the screen

Access to eye tests at the employer’s expense

Provision of adequate information and training.

) ' *
The regulations require employers to consider the risks from manuairtgaopérations to
the health and safety of their employees.
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They are required to:
Avoid manual handling operations where possible
Assess and reduce the risks of the remaining operations
Provide mechanical aids and / or personal protective equipment
Provide information and training

I #

There is a requirement to carry out risk assessments for the tyelothat the employee
will do. Information and templates are available from the Health andy3&fetutive
website.

A suggested Health and Safety Policy is available at the back ofittlis g
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Section 10 - Useful Contacts and Addresses

ACAS (Advisory Conciliation and
Arbitration Service)

Brandon House

180 Borough High Street
London

SE1 1LW

Tel: 020 7210 3613

Helpline: 08457 47 47 47

Amicus

35 King Street
Covent Garden
London

WC2E 8JG

Tel: 0845 850 4242

The Charity Commission
PO Box 1227

Liverpool

L69 3UG

Tel: 0845 300 0218

Chartered Institute of Personnel
and Development (CIPD)

CIPD Enterprises

151 The Broadway

London

SW19 1JQ

Tel: 020 8612 6200

Churches’ Child Protection
Advisory Service (CCPAS)
PO Box 133

Swanley

Kent

BR8 7UQ

Tel:0845 120 45 50

Department for Business
Enterprose and Regulatory Reform
(formerly the Department of Trade
and Industry)

1 Victoria Street

London

SW1H OET

Tel: 020 7215 5000

Directory of Social Change
The Charity Centre

24 Stephenson Way
London

NW1 2DP

Tel: 020 7209 4949

Equal Opportunities Commission
Arndale House

Arndale Centre

Manchester

M4 3EQ

Tel: 0845 601 5901
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Health & Safety Executive
HSE Infoline: 0845 345 0055

Information Commissioner

The Information Commissioner's
Office

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Helpline no: 08456 30 60 60

Inland Revenue

Learn Direct
Tel: 0800 100 900

Learning & Skills Council
Cheylesmore House
Quinton Road

Coventry

CV12WT

Tel: 0845 019 4170

Help desk: 0870 900 6800

Smokefree England
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The National Council for Voluntary
Organisations (NCVO)

Regent's Wharf

8 All Saints Street

London

N1 9RL

Help desk: 0800 2 798 798

The Suzy Lamplugh Trust

National Centre for Personal Safety
Hampton House

20 Albert Embankment

London

SE17TJ

Tel: 020 7091 0014

Tailored Interactive Guidance on
Employment Rights (DTI)

Trades Union Congress
Congress House

Great Russell Street
London

WC1B 3LS

Tel: 020 7636 4030

Workforce Hub

Regent’'s Wharf

8 All Saints Street
London

N1 9RL

Tel: 020 7520 2490
Helpdesk: 0800 652 5737
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Church Urban Fund in collaboration with
CLaM (Dioceses of Chester Liverpool
and Manchester)
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Part 2 - Templates and Documents
Recruitment Documents

4 o)

*

Employment and Management

Is there:
A Job Description and Person Specification?
A Contract of Employment (including Capability Procedure etc)?
A Supervisor for the worker from the Management Committee/Church Cauncil
An planned induction process?
Provision for support from a person outside the Management Committeekefd/are
often in isolated and vulnerable positions.)?
A plan to meet the worker’s training needs?

Policies

Are the following key policies in place:
Health and Safety?
Equal Opportunities?
Protection of Children and Vulnerable Adults?
Complaints?
Volunteers?
Lone workers?

Finance and Records
Are the following systems set up:
Arrangements for paying the salary and pension?
Financial accountability and management: budgeting, reports, audit, aGcounts
Data Protection?
Insurance: Employers liability/public liability?
Record keeping: personnel, finance, users, committee meetings?
Fundraising strategy?
Office and Work Space

Has the worker:
A work space?
Appropriate equipment?
Mobile phone (if necessary)?
Keys?
Diary?
Notification of arrangements for sickness, claiming expenses etc?
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More Good Practice

Are users and volunteers represented on the Steering Group/Managemerittt€xsnm
Have you identified the training needs of trustees/Management Caaf@ihurch Council
in relation to management and good employment practice?

How will you seek the views of users about the quality of your activities?

Have you monitoring and evaluation systems in place?

Is your worker linked into local networks?
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#

Application for the post of [ ]

Please complete and post this form to: [ ],

Completed application forms must be returned by: [date]

Please write or type clearly using black pen, in order that this fan can be photocopied

Where did you hear about this vacancy?

PHONE NUMBER (daytime): .......cccoiiiiiiiieeeeceieeeeeee e

PHONE NUMBER (EVENING): vviitiitiiecteeie ettt eete s ets st ste e aestesessresveestesressaesnens

Please provide the names, organisations, job titles, addresses and phore ofithbee
referees. At least one should be your current or most recent employer.

Please indicate the capacity in which you know referees.

1 2 3

1 May we approach this referee for a reference noWES/NO
2 May we approach this referee for a reference né&3/NO
3 May we approach this referee for reference n¥&E3/NO
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Beginning with your current or most recent employer and working backwartisanatogical
order, please give details of your career to date.

Dates Name and address of Job title and summary of duties Reason for
employer leaving

From To

Dates Place of study Qualifications attained

From To

Membership of Professional Bodies (if applicable)
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Do you possess a car? YES/NO Do you possess a full driving licence? YES/NO

Please give your reasons for applying for this post. You should outline your interest in the post and
describe your relevant skills and experience. You should also use this space to tell us anything not
covered elsewhere, which you feel is relevant. Please check the job description and person
specification before completing this section. You may use up to two sides of A4 but should not feel
obliged to fill the space.
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Please continue overleaf
Continued from previous page

Rehabilitation of Offenders Act

Under the provisions of the Rehabilitation of Offenders Act, you do not have to disclose information on certain
convictions after a set period of time, as they become ‘spent’.[ However, this post is exempt from the above Act,
therefore, ALL convictions and any cautions or bind-overs must be declared and cannot be regarded as ‘spent’.]

Have you ever been convicted of a criminal offence? Yes / No

Do you have any criminal charges or summonses pending against you?  Yes / No

Having a criminal record will not necessarily bar you from working with us.

Disabled Applicants

If invited to interview, are there are special arrangements that you would like to be made for you?

| confirm that the information contained on this application form is, to the best of my
knowledge, correct and accurate. | agree to the information being processed in
accordance with the Data Protection Act.
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Application for the position of [name of position]

Dear [name]

Thank you for your application for the position of [name of position].

We would like to invite you to an interview on [day and date] at [time]. The interviduake
place at [place and address of interview].

The interviewing panel will be [names and position of people on panel]
It is expected that the interview will last for approximately 45 minutdse jiterview will be
followed a short administrative test which will last no longer than 15 minutes]. Shmulaily

require any special arrangements to be made please let me know.

We look forward to meeting you on [date].

Yours sincerely

[Name of person signing letter]
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Job Title:
Reports to:
Salary: [Grade or salary range]

Hours of Work:  Full / part time — x hours per week
[Some flexibility will be required]

Normal Place of Work:

Job profile:

Principal duties:
One
Two
Three
Etc
To undertake training as required
Such other duties as the management may from time to time require

Date:

Note — this Job Description does not form part of your Contract of Employment
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You can put your logo
herel

-6<= </.9

MONITORING SHEET

POST : [name of post]

The [project name] aims to be an equal opportunities employer and service provider, irrespective
of race, gender, age, disability, sexuality, etc.. In order to monitor the effectiveness of our equal
opportunities policy, we ask all job applicants to provide the information below.

This information will be used solely for effective evaluation purposes. It is held confidentially and
separately from all other material.

1. Gender
Male Female
2. Age Less than 35-49 50+
35
3. Disability Do you consider yourself to have a disability?
Yes No
4. Ethnic Origin What do you regard as your ethnic origin?
White Asian Indian
Black Caribbean Asian Pakistani
Black African Asian Bangladeshi
Mixed Heritage Asian Chinese
Other
(please specify)
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St Anne’s Church and Centre
Part-Time Community Centre Co-ordinator

& * %

St Anne’s Church and Hall in Anytown was built in the late 19th Century. It isnaain Urban
Priority Area parish with high levels of multiple deprivation. St Anng’situated in a busy
shopping area, opposite to the Methodist Church and Sixth Form College.

Over the past few years, the Vicar and Parochial Church Council have@amesion of the
Hall being developed as an active Community Centre alongside our ChurcleeVsa
opportunity to form a bridge between the church and the local community. Our missgnest
IS:

“To make the best use of St Anne’s in order to best serve our community”.

We have formed links with various local groups:

AGE CONCERN would like to run a Lunch Club. They also expressed a need for a
private meeting room where older people recovering from psychologicakésesn run
their own self support group.

SIXTH FORM COLLEGE need additional space locally for outreach classes, aimed
particularly at the unemployed. These classes will include ‘Skitlsife’ and IT tuition.
ACTION ON SUBSTANCE MISUSE provide school-based education and advice on
drug and alcohol abuse to children and young people, parents and teachers. Tdey woul
like to use St Anne’s for training sessions and meetings.

SCOUTS and GUIDESare keen to make use of better facilities. The Hall is already used
by Beavers and Brownies.

HEALTHYHEARTS , a local charity which provides recuperative exercise classes for
those recovering from illness, wishes to expand their service provisiom amdh by setting
up a ‘Look After Yourself’ group at the Hall.

We have raised nearly £250,000 through grants, fund-raising and the sale of a pfoloedl
firm is redeveloping the building. It will provide access for disabledsuséo the building, a new
kitchen and toilets (including facilities for disabled users), a newingeeom, store rooms, a
new heating system, and improvements to the front entrance to make it tramitvatand
welcoming. We hope to develop the building further as funds become available.

We believe that for the new Community Centre to be successful, we need ty ampl
COMMUNITY CENTRE COORDINATOR , initially on a part-time basis. Working closely
with the St Anne’s Management Committee, the Coordinator will havdedvate in promoting
and coordinating the use of the Centre as a bridge between our church and ¢gmmuni
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St Anne’s Church and Centre
Community Centre Co-ordinator

Job Title — Community Centre Co-ordinator
Accountable to - St Anne’s Parochial Church Council
Reports to — the Vicar

Salary — NJC Pts. 22 — 25 (pro rata)

Hours of work — Part time — 17.5 hours per week (some flexibility for evening meetings will be
required)

Location — St Anne’s Church and Community Centre

Overall purpose of the post:
To promote and co-ordinate the use of the Centre as a bridge between the church and
community.

Principal duties:
To strengthen links between our church and local community.
To promote activities in the Centre.
To build up and support a team of volunteer helpers.

To oversee the day-to-day running of the Centre. This will include organising bookings;
liaising with user groups and collecting rent; maintaining a diary, accident log book and
other records; supervising cleaning and routine maintenance.

To report regularly to the St Anne’s Management Committee

To monitor the use of the Centre by user and other groups

To follow Centre policies and procedures, particularly health and safety within the
building

To undertake training as required

Such other tasks as the Management Committee may from time to time require.

The person appointed will need to be covered by an Enhanced Disclosure from the Criminal
Records Bureau.

NOTE - THIS JOB DESCRIPTION DOES NOT FORM PART OF YOUR CONTRACT OF
EMPLOYMENT
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Date:
St Anne’s Church and Centre

Community Centre Co-ordinator

Essential

These experiences, skills and qualities are essential requirements of the post:
Experience of running church and/or community groups

Experience of working with volunteers

Ability to communicate well - verbally and in promoting activities
Ability to relate to a range of people and situations

Ability to motivate others and self

Administrative and organisational skills

High degree of enthusiasm, honesty and reliability
Sympathetic to the aims of the church and centre

Desirable

Ability to monitor and evaluate

IT skills

Understanding of and commitment to community development

#$

PART TIME COMMUNITY CENTRE CO-ORDINATOR
17.5 hours a week NJC Pts. 22-25 (pro rata)

to promote and coordinate the use of this newly refurbished Centre as a bridge between church
and community.

We are looking for a self motivated person with experience of working with church and/or
community groups to oversee the day to day running of the Centre. Communication and ‘people’
skills essential. The Co-ordinator will work closely with the St Anne’s Management Committee.
Closing date for applications:

Interview date:

For further information and an application pack, please contact xx on xx or email.
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Comments

Score

1. What is it about this post that interests you?

(What are we looking for in an answer, that meets
the Person Specification?)
enthusiasm
initiative
understanding of the purpose of the post
understanding of community development

2. Think about a church or community group that you have
belonged to or worked with - How have you helped to
organise and co-ordinate their activities?
We're looking for:
experience of running groups/activities
organisational skills eg bookings etc
multi tasking
planning of daily tasks
IT skills

3. How would you promote the Centre to groups and
individuals in order to strengthen links with the community?
We ‘re looking for:

confident communicator with ideas

person to person contact

utilising church members/volunteers/networks

4. The success of the Centre will depend on the goodwill
of volunteers. Can you give us an example of how you
have motivated volunteers or other people in a project?
We're looking for:
experience of working with volunteers
understanding of the need to support volunteers
encouragement and working alongside
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Interview questions

Comments

Score

5. Can you give us a practical example of how you have
used your own initiative in a church/community project?
We're looking for:

self motivated

accountable

understands boundaries

ideas

confidence

6. What do you see as the opportunities and limitations of
working for a faith based organisation?
We're looking for:
sympathy to the aims of the church
understanding and support for the Centre vision
understanding of the context
thinking things through

7. How would you handle a complaint about noise from the
Centre from a nearby resident?
We're looking for:
ability to listen
calm presence
people skills in a range of situations
understanding of policies and procedures
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8. How would you make sure that the development of the
Centre was informed by feedback from user groups?
We're looking for:

understanding of monitoring/evaluation

knows about hard /soft ways to collect feedback

relationship building with users/groups

9. Finally, have you any questions to ask of us?
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Application for the position of [job title]

Dear [name]

Thank you for your application for the position of [job title].

The response to this position has been great and unfortunately you have not been invited to an
interview. There were other candidates whose qualifications, experiencerdndes more

closely matched the person specification.

Thank you for your interest in this position and | wish you every success in the future

Yours sincerely

[name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Application for the position of [job title]

Dear [name]

Thank you for attending the interview for the position of [job title].

The response to this position has been great and unfortunately you have not been sancessful

this occasion. There were other candidates whose qualifications and experiemctosely
matched the person specification.

| am sorry to disappoint you. Thank you for your interest in this position and | wisévgoy
success in the future.

Yours sincerely

[name of person signing letter]
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Employment Documents

[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Your Contract of Employment

Dear [Name]

Further to your recent request, | am writing to confirm that your cdanaxblsours of work will
reduce [increase] from [number] to [number] hours per week with effect from.[date]
Your salary will be amended on a pro rata basis, giving a new actual salaaynaugt].

All other terms and conditions of your Contract remain the same.

This letter forms a codicil to your Contract of Employment and should be attached t

Yours sincerely
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Contract of Employment
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Contract of Employment (zero hours for sessional wo rkers)
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Position of [job title]

Dear [name]
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Further to our telephone conversation, | have pleasure in offering you the posijmintafd|]
subject to our receipt of references which are satisfactory to the orgamisatio

Two copies of this letter are enclosed. | should be grateful if you could sigetand one
copy to accept the offer. The second copy is for your records.

The terms and conditions of employment will be as follows:

1. You will be employed by the [name of project] as a [job title].

2. Your normal place of work will be the offices of the [name of project], which is
currently at [address of project].

3. You will be paid a salary of £[amount] per annum directly into your bank account on
the [date] day of each month (or the nearest working day).

4. You will be employed on a full time [part time] basis working 35 [number] hours each
week.

5. A probationary period of [number] months will be applicable to this employment.

6. You are eligible to become a member of the [details of pension scheme].

7. You are entitled to [number of days] days holiday per year [pro rata]. In addition y
are entitled to public holidays [calculated on a pro rata basis].

8. You are usually entitled to contractual sick pay at your normal salafehgth of
period in weeks]. Thereafter you will be entitled to Statutory Sick Pay.

9. You will be required to give [4] weeks notice to terminate your contract.

A full Contract of Employment will be issued to you once you have accepted thiaodfer
satisfactory references have been received.

| should be grateful if you could contact me to confirm a suitable start dateufor y
employment.

This offer is valid for a period of 4 weeks.
Yours sincerely

[Manager’s name]

[Manger’s job title]

| hereby accept the offer of employment on the terms detailed above:

Name:

Date:
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Name of Candidate: ..........eeviiiiiiiieiiiee e eeens

Position applied fOr: .......coeeeiiiiee e

If employer: Date started work:

If personal reference:
KNown appliCant SINCE: ......oooiueiiiiiee e

IN What CAPACILY? ...everieee e e s

Any other information?
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Performance Review |

Introduction

The purpose of the performance review is to benefit staff and the [ngnaiext] alike. It
reviews staff performance, helps to develop and monitor staff, and givesayfeedback on
how the work is progressing and where improvements could be made by botiptbgeenand

in the working practices of the [name of project]. The scheme aims to eribvige being
reviewed with a formal opportunity to present what they feel have beemthigi achievements
over the past year, to discuss their performance in general and t@laag&dor the year ahead.
The scheme is a highly participative one, with a great deal of emphastf-appraisal, ensuring
that staff have a major role in determining their own development. licalcerned with the
future — setting objectives and improving performance.

Performance reviews are undertaken for all staff by their Sigoeror Manager in order to
review their individual performance and development needs.

Reviews will normally be carried out for staff at the end of their grobary period and annually
thereafter. Reviews may be carried out at more frequent interyviaghe opinion of the
Supervisor or Manager this would be beneficial. In addition, an objectivegsatieting should
be held by the Supervisor or Manager for all new recruits within thtefdior weeks of starting
work.

Reviews will be made in accordance with these guidelines using the documigretstandard
format provided. This documentation may be updated and amended as required frtmritimae

Defining Performance and Development Review

A review is made on a staff member’s performance, and needs for tramcingeelopment
considered on the basis of a job description and objectives previously agréedit\Ah up-to-
date job description and defined objectives, the Employee has no clear thlegotf and what is
expected, and neither has the Supervisor or Manager. In this case thecaavitvbe carried out
until the job description has been up dated and agreed. The job description ¢aretieaal
needed from time to time as the job varies in order to meet the obgestitve

A review is an objective discussion of an individual's performana@aga job description and
the agreed objectives set at the previous review or at inforraehc sessions. It will consider
an individual's strengths and achievements as well as any areastdebe for improvement
and personal development. It should recognise above average performance, and wher
performance is below the expected standard, any discussion should focus 0% aedso
solutions. The review will include both the Supervisor or Managesassament of performance
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and the individual's self assessment. During the review the revaavdareviewee will agree
objectives for the next 12 months as well as recording any training needs.shiould not be
any surprises at a formal review; these should be avoided by having a contirmntesing of
performance throughout the year by including regular (monthly) coaching seksiafl staff
members. This will ensure that the formal review meeting is a sunohgrg past 12 month’s
discussions and actions taken, which can be reviewed before considefutgrineThere should
be time to consider the employee’s aspirations and opportunities for deeakopm

The objectives agreed for the coming 12 months should be recorded formally evigiaeform
and the signatures of the employee and the Supervisor or Manager obtained oAtbtgy
document will be placed on the employee’s personnel file. It should also benkletgarded as
a working document by both the employee and the Supervisor or Manager.

The [name of project] will use the Review Procedures to increasgtieéness, to improve
communication, to enhance job satisfaction and identify training and developessig where
this may be appropriate.

Subijects that should be part of the Disciplinary, Grievance or AppealsdBresere not
appropriate for discussion or inclusion in a Performance ReviewrfArR@nce Review must
not be seen as an opportunity for addressing disciplinary behavioural issues

Documentation

Each employee is to complete a Self-Review form prior to their Rentenview. The
Supervisor or Manager will complete a Reviewer's Assessment Formtlte interview.
These documents will form the primary discussion points during the interview

The agreed objectives will be written onto the Review Form whichb&iigned by both the
employee and the Supervisor or Manager. Three copies will be made: onecimplbgee to
keep for their personal record; one for the Supervisor or Manager to keepitorrthe level of
progress; and the final copy will be placed on the employee’s personnel file

Evaluation

The review process will be evaluated to ensure that relevant on-gadimiggrean be provided as
well as any teething troubles resolved.

Summary

Review of every member of [name of project] staff should be seen agadheatool for the
development and motivation of employees to achieve their maximum poteudtial highlight
methods of working which could be improved.
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Name of employee:

Name of reviewer:

Department:

Date of Review interview:

1. Review of past objectives:

Objective Extent Achieved Measures / Evidence
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2. Action to be taken by:

a. the reviewee?

b. the reviewer?

c. others in the organisation?

3. Objectives for the year ahead?
Objective Priority Form of Measurement

1.
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4. What training and other steps of development have been agreed?

5. Any other comments?

Signed as an agreed record:

Signed by employee: Date:

Signed by Reviewer: Date:
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Dear [name]

Your annual Review is due during [month].

| have made an appointment for your Review interview to take place on [date]e]tiftim
[room]. Please let me know as soon as possible if this appointment is not convenient for y

| have enclosed a self-review form which | would be grateful if you could coenghel return
to me by [date - one week prior to interview]. | will complete the Reviewsegsnent form
and give you a copy by the same date. We will use these forms as the basis fecussiah
during the Review interview.

I look forward to meeting with you. In the meantime if you have any queriesgeptieanot
hesitate to contact me.

Yours sincerely

[Reviewer’'s name]
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Name of employee:

Name of Reviewer:

Department:

1. Briefly list the main responsibilities of the job.

2. Looking back to the objectives agreed at the last review, which ones have been exceeded,
met and not achieved? Give information of the evidence you have based these assessments
on.

Objective 1.

Objective 2.

Objective 3.

Objective 4.

Objective 5.
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3. What do you feel the reviewee has done particularly well over the last twelve months?

4. What do you feel the reviewee has done least well over the past twelve months?

5. To help improve the reviewee’s performance in the job still further what additional steps
could be taken by:
a. the reviewee?

b. the reviewer?

c. others in the organisation?
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6. What are the principal objectives for the year ahead? List four or five.

7. What changes, if any, in the employee’s responsibilities would you like to see in the near
future?
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8. What training and other steps could be taken to further the reviewee’s job / career
development?

9. Is there anything else you wish to raise in the review?

Signed by Reviewer:

Date:
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Name:

Department:

1. Briefly list the main responsibilities of your job, and roughly what percentage of your time is
spent on each.

2. Looking back to the objectives agreed at the last review, which ones have been exceeded,
met and not achieved? Give information of the evidence you have based these assessments
on.

Objective 1.

Objective 2.

Objective 3.

Objective 4.

Objective 5.
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3. What do you feel you have done particularly well over the last twelve months?

4. What do you feel you have done least well over the past twelve months?

5. To help improve your performance in the job still further what additional steps could be
taken by:
a. you?

b. your manager?

c. others in the organisation?
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6. What are your principal objectives for the year ahead? List four or five.

7. What changes, if any, in your responsibilities would you like to see in the near future?
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8. What training and other steps could be taken to further your job / career development?

9. Is there anything else you wish to raise in the review?

Signed by employee:

Date:
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Holiday and Sickness

' ! 4778

Name of Employee:

Department:

Number of days of holiday for the year: days / hours
First Last Number of Employee’s Manager’s Number of days of
date of date of days initials initials holiday remaining

holiday holiday

Total number of days of holiday taken during 2007:
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Name

Department

Date(s) of absence

Is a Doctor’s certificate
required?

If so, has it been
received?

Reason for absence

Has the illness / problem
been recurrent?

Is there any indication
that the absence is work
related?

Is there anything that the
employer can do to
prevent (further)
recurrence?

Specify the effects of the
person’s absence e.g.
cover required, work not
completed, pressure on
others etc

Have all the procedures
been followed e.g.
correct notification,
progress notification,
doctors certificate etc

Any other comments

Employee’s signature

Interview conducted by  (print name)

(signed)

Date
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Name of Employee:
Department:
Date Date Number of Reason Were Manager's Employee’s
absence | returned days (if stated) notification | initials initials
started to work procedure
s
followed?

Total number of days of absence during 2007:
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Dismissal and Redundancy

2 ! !
[Name]
[Address]
[Address]

[Address]
[Postcode]

[Date]
Re: Position of [job title]

Dear [name]

Further to our meetings on [date, date and date] | am writing to confirm thatthe pf

project] will [reason for possible redundancy e.g. close / undergo a restfuctyexpected

date if known] due to economic reasons.

Therefore, it is with regret that | must advise you that your post ikatfrredundancy.

In the meantime, | would like to thank you for the work that you have done and continue to do

here in the [name of project]. Please do not hesitate to contact me should yaafeleé lof
any help or support to you or if you require any further information.

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Postcode]

[Date]

Dear [name]

Further to our previous meetings and correspondence, | am writing to confinvethge unable to
offer you any suitable alternative employment within the new structules ghame of project].

Therefore, it is with regret that | must give you notice that your Cdrafdemployment will be
terminated by reason of redundancy. Should you wish to appeal against thend@tesise inform me,
in writing, within the next 7 days.

In accordance with statutory requirements, you are entitled to [number] numbeels notice to end
your contract. [However, we would like to give you more notice than thé@tatminimum in order to
give you every opportunity to seek alternative employment]. Thereferarevgiving you notice that
your Contract of Employment will end on [last date of employment].

[As you have [x number which is 2 years and over] years of completed service, gotitted to a
statutory redundancy payment which is based on your length of servicedaipe amount of your
usual weekly pay (capped at £[current rate] per week). The payment widdeby cheque and is not
taxable. The amount of this payment will be calculated shortly and you willdrened of the amount
due. If you would like any further information about this payment at this stageseptontact me.

[Unfortunately, as you have less than 2 complete years of service, you argithed to a statutory
redundancy payment].

On behalf of the [name of employer], | would like to take this opportunity to thaumkor the valued
service that you have given to the [name of project] and am sorry that youlyaraptanust be
terminated in this way. [However, we would be pleased for our details todretgia new employer
for reference purposes. Additionally, we would like to offer you the seofiassistance in preparing
an up to date CV in order that you may seek new employment.]

Please do not hesitate to contact me if | can be of any help and support to ¥gauaequire any
clarification on this matter.

We would like to wish you every success in the future.

Yours sincerely
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[name of person signing letter]

[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Date employment started:

Date employment terminated:

Number of completed years of service:

Age at termination of Contract:

Number of weeks’ pay due:

Amount of weekly pay (capped at £[current rate])

Redundancy payment due:

[x] weeks’ pay due x [amount of weekly pay — if variable average over last 12 weeks] = £

A cheque will be provided for this amount on the final day of your employment.
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Appeal meeting

Dear [name]

You have appealed against the [written warning / final written warnindiroeed to you in

writing on [date].

The appeal will be heard by [names of those on panel] on [day and date] at [tipt@¢aif

meeting].

You are entitled to be accompanied by a work colleague or trade union representative

The decision of this appeal hearing is final and is the final stage in the disgipimaess.

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Disciplinary meeting

Dear [name]

I am writing to tell you that you are required to attend a disciplinaryingeen [day and date]

at [time] at [place of meeting]. At this meeting the question of discipliaetipn against you,

in accordance with the policy, will be considered in regard to [details of problem].

You have the right to be accompanied at the meeting by another work colleaguke amion
representative. Should you wish to be accompanied please let me know the name obithe pers
who will be accompanying you at least 24 hours before the meeting is to tage plac

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Disciplinary meeting
Dear [name]

I am writing to tell you that [name of project] is considering dismissing/yaking
disciplinary action against you.

The action is being considered with regard to [details of reason for action].

You are invited to attend a disciplinary meeting on [day and date] at [tirfidheé of
meeting] where this will be discussed.

You have the right to be accompanied at the meeting by another work colleaguke amion
representative. Should you wish to be accompanied please let me know the name obthe pers
who will be accompanying you at least 24 hours before the meeting is to tag&e plac

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Notice of result of appeal against dismissal

Dear [name]

You appealed against the decision of the disciplinary hearing that you be [dashssbgect
to disciplinary action]. The appeal hearing was held on [date].

I am writing to confirm the decision of the panel who conducted the appeal hedréeng. T
decision to [details of sanction] stands / the decision to [details of sanction]dmaeleked
[include details of any new disciplinary action].

You have now exercised your right of appeal under the disciplinary procedure ashecikisn

is final.

Yours sincerely

[Name of person signing letter]
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2 *
[Name]
[Address]
[Address]
[Address]
[Postcode]
[Date]
Re: Disciplinary warning
Dear [name]
You attended a disciplinary meeting on [day and date]. | am writing to corifé metcision
taken that you be given a [written warning / final written warning] undeffitisé [ second]
stage on the disciplinary policy.
This warning will be placed on your personnel file but will be disregarded fapliiscy
purposes after a period of {number of months] months, provided that your performarmes reac
a satisfactory level / conduct improves.
The nature of the unsatisfactory performance or conduct was [details].
The performance or conduct improvement expected is [detalils].

The timescale within which the improvement is required is {details].

The likely consequence of further misconduct or insufficient improvemeninéas yiritten
warning / dismissal].

You have the right to appeal against this decision in writing to [name of personj Witbi

other number] days of receiving this disciplinary decision.

Yours sincerely

[Name of person signing letter]

111



Just Employment - A Guide to Employing Staff in Faith-based Projects
Part 2 - Templates and Documents
Disciplinary and Appeals Policy

2 ! ) *
[Name]
[Address]
[Address]

[Address]
[Postcode]

[Date]

Re: Disciplinary meeting
Dear [name]

| wrote to you on [date of letter] to tell you that [name of project] was consgldismissing
you / taking disciplinary action against you.

This was discussed at the meeting on [date of meeting]. The decision of this meetitigt
[your conduct / performance was still unsatisfactory and that you be didigser conduct /
performance was still unsatisfactory and that you would be given a{insailt af
disciplinary action}warning] [no further action would betaken against you].

[The reasons for your dismissal are [insert reasons].]

[I am, therefore, writing to confirm the decision that you be dismissed and gbdalaof
service with [name of project] will be [date].]

[l am, therefore, writing to confirm the decision that disciplinary actiohbeiltaken against
you. The action will be [details of action]. The reason for this action is [reasantfon].]

You have the right to appeal against this decision. Should you wish to appeal please wr

[name of person] within 7 [or other number] days of receiving this disciplinary decisi

Yours sincerely

[Name of person signing letter]
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2 #
[Name]
[Address]
[Address]

[Address]
[Postcode]

[Date]

Re: Disciplinary meeting
Dear [name]

| wrote to you on [date of letter] to tell you that [name of project] was consgldismissing
you / taking disciplinary action against you.

This was discussed at the meeting on [date of meeting]. The decision of this meetitigt
[your conduct / performance was still unsatisfactory and that you be didigser conduct /
performance was still unsatisfactory and that you would be given a{insailt af
disciplinary action}warning] [no further action would betaken against you].

[The reasons for your dismissal are [insert reasons].]

[I am, therefore, writing to confirm the decision that you be dismissed and gbdalaof
service with [name of project] will be [date].]

[l am, therefore, writing to confirm the decision that disciplinary actiohbeiltaken against
you. The action will be [details of action]. The reason for this action is [reasantfon].]

You have the right to appeal against this decision. Should you wish to appeal please wr
[name of person] within 7 [or other number] days of receiving this disciplinary decisi

Yours sincerely

[Name of person signing letter]
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Complaints Policy and Procedures

2 !

[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]
Re: Notification of retirement date

Dear [name]

According to our records, you will reach the age of 65 on [date] and in accordidmtieev
project’s policy you are due to retire on [date].

You have the right to make a request to work beyond your retirement age. Shouldlyea wi

make this request you must do so, in writing, no earlier than months and no later than 3 months
before your expected retirement date of [date].

Please do not hesitate to contact me if you would like any further informatibyoor have

any queries.

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Request to work beyond retirement date

Dear [name]

Thank you for your letter advising me that you wish to exercise your righjueseworking
beyond your retirement date of [date].

You are invited to attend a meeting to discuss your request on [day and dated]eat{{inlace
of meeting].

You have the right to be accompanied at the meeting by a colleague. Should you wish to be
accompanied please let me know the name of the person who will be accompanying you at
least 24 hours before the meeting is to take place.

In the meantime should you require any further information, please do not hesitatéatt ¢

me.

Yours sincerely

[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Re: Outcome of meeting to consider working beyond retirement date

Dear [name]

Further to the meeting on [date] | am writing to advise you that youvemetnt date of [date]
stands and that your employment will end on that date by reason of retirement.

Should you wish to exercise your right to appeal against this decision you shoud \gmir
reasons for the appeal, in writing, to [name of person] within [two or other lengtheif ti
weeks of the date of this letter.

Yours sincerely

[Name of person signing letter]
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Introduction and Purpose

The [name of project] aims to provide the highest possible standardsioéserd support to its
users within the resources available. The contribution and performaaaeloindividual is
crucial in achieving this aim. The [NAME OF PROJECT] will, therefercourage the
attainment of the highest possible standards of performance by safifi and will give
appropriate attention to address areas of unsatisfactory performance.

The aim of this policy and procedure is to resolve areas relating to themrgdack of capability
of an employee to perform the role at the level for which they were entpldlie procedure
aims to provide a fair, reasonable and consistent method of addressésgaidsiing in relation to
an inability to perform at the required standard due to a lack of compgeséaiyknowledge,
understanding and effort.

It is acknowledged that capability issues arising in relation tmpatgompetence may result
from shortfalls in skill or knowledge which could be addressed through furtiengrand
development. However, the capability issues may relate to a fundamehiiityita perform the
scope and range of duties within a post.

The [NAME OF PROJECT] is committed to ensuring that appropriata@rigaand development
is made available to ensure individuals can competently perfornrdkeii his may include the
provision of training courses, supervised practice, mentoring, coaching andapeesgiopment
plans.

Principles of the Procedure
The primary objective of this procedure is to help an employee attairaticast of
achievement required.
Managers should promote an open and supportive culture in which they are azeesbibl
understand individual roles within their department.
It is the responsibility of all managers to ensure that staff aneitetwith the necessary
level of competence and skill to perform the role.
Identification of training and development needs is a continuous process anegrsanag
should put measures in place to ensure that this occurs.
Performance appraisals should be undertaken on an annual basis to d¥m@ibpment
needs to enable the individual to perform their role to the best ofthiéty. This is a two-
way process to allow for both the manager and the individual to identifytiviejg,
standards and training and development needs. Clear timescalesdating\performance

117



Just Employment - A Guide to Employing Staff in Faith-based Projects
Part 2 - Templates and Documents
Complaints Policy and Procedure

should be agreed between the manager and the individual. It is the duty of therrtmnage
ensure that all staff, including those new to the department, understandléeibjectives
and the standards required of them by their manager.

The manager should speak to the individual regarding performance issnesadya
opportunity in order to seek to identify any underlying reason for poor performance
This procedure is not intended to replace individual guidance and siperon a day to
day basis, but to be applied to recurring instances of poor performance.

Identifying Poor Performance

It is the responsibility of managers and those in a supervisory rolentifydastances of poor
performance as part of their day to day duties. Problems should be raised by ther msictgse
to the time of occurrence as is reasonably practicable, to allow thaluralito respond and
improve performance.

Unsatisfactory work performance may become apparent in a number of ways \aljigichade:
Through formal objective setting and the appraisal process;
Through informal discussions with the individual,
Poor recurring standards of work, e.g. recurring mistakes, not completkyy tinable to
cope with reasonable instructions given;
Attitude to work, e.g. poor interpersonal skills;
Complaints through other members of staff or user of the project;
Team concerns;
High absence.

Procedure

When the performance of an individual member of staff becomes unacceptatlieadaekt of
capability, the primary objective is to help him / her to improve thefopeance and achieve the
standard of performance required. The following procedure should be used.

Informal Stage

It is expected that managers will raise concerns regarding capability earliest opportunity
and raise these with the individual in a one to one meeting, explainiagehén which he / she
is failing to achieve the required standard / expectations. Througlssiign, they will agree
actions and objectives to help to rectify the concerns raised. Thesgvaisjsbould be realistic,
achievable and measurable.
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A reasonable period should be given to achieve these objectives. Itritended that this period
will be more than 3 months but this will depend on the individual issue and neeskdssesach
case. If, after this reasonable period, with appropriate support (whersarggéise individual
does not improve, poor performance continues, and there is a failure tceatigi@xpectation
and agreed objectives, the matter should proceed through the formedymenc

The manager should make a record of the informal meeting, summarisamy¢lee main points
and objectives, a copy of which should be sent to the employee within ten dagswdeting. A
copy should also be kept on the employee’s personnel file.

First Review Meeting

Where the informal procedure has failed to rectify the poor performasiges, the manager will
arrange to meet the individual to discuss his / her concerns.

A letter should be sent to the individual asking them to attend a fitetweneeting in
accordance with the Capability Policy. The letter should be sent iodivedual at least 7
calendar days before the meeting with a copy placed on the individual's perlenhe
employee should be informed that they have a right to be accompanied by gueglfeand or
Trade Union representative.

At the meeting the manager should state clearly the areas of perforroasitkered unacceptable
and the standards expected. The meeting should include:
The opportunity for both the manager and employee to identify any underlyiog feas
poor performance. This may arise from either work or personal conceriidsaimilportant
that the manager offers appropriate help.
The identification of how these factors may be overcome, e.g. additioméhdraind
development, a change in working arrangements, role clarification, clgsawision.
The setting of agreed, realistic and achievable targets for improverme timescales in
which these are to be monitored and achieved. It is not envisaged that deaknvell be
in excess of 3 months which will give the individual ample time to demonstrate
improvements.
The manager should make a record of the meeting, summarising the agrepdintaj a
copy of which should be sent to the employee within ten days of the meeting atiebia fur
copy placed on the employee’s personnel file.
A further review meeting should be set at this stage to follow up progréss.réquired
improvement is achieved it should be communicated to the individual andimerfaction
iS hecessary.
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Second Review Meeting

If targets for improvement are not met or there is a failure to megigmnable progress towards
them following the first review meeting, the manager should communidatetthe employee.

A letter should be sent to the employee asking them to attend a meetingrolaace with the
Capability Policy. Again, the employee should be given at least 7 calendanatice, be
informed of their right to be accompanied and a copy placed on their perstenel fi

At the meeting the issues raised in the first stage should be relyiamefactors continuing to
hinder acceptable performance identified and action determined to oeetivem. Further
timescales for the achievement of these targets should be sagaiutthey should not exceed a
three month period, thus allowing the individual to demonstrate improvements.

The manager should make the employee aware that a continued failure tbemequired
standards as outlined at the first review meeting could lead tolfaotian being taken which
may result in the termination of their contract of employment.

The details and agreed actions of the meeting should be summarisedenanikttent to the
employee within ten days of the meeting, with a copy placed on the indivigeassnnel file.

A further meeting should be arranged to follow up progress, again advisingpleyee of their
right to be accompanied.

Final Review

The final review should be conducted by the manager with the [job title sfrper charge of
project / chair of trustees].

If the employee has not met the required standards but has made sigpificgiess, the setting
of a further review period may be appropriate.

If no improvement has been made or the progress has not been significangltreview
meeting should be arranged.

The employee should be informed by letter giving at least 7 calendar deygsarat informing
of the right to be accompanied. The letter should state that the outcdmeenoééting could
include the termination of the employee’s contract of employment on the groungsbilia A
copy of the letter should be placed on the personnel file.

At the meeting the action taken to date will be reviewed and any outstautiogrns explained.
The manager and the individual will both be given the opportunity to speak and give any
mitigating circumstances. The [person in charge of the projedtinakte a decision as to whether
to continue with a further review period or to terminate the employeasact of employment
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on the grounds of capability. A summary of the discussion and agreed actioakerevill be
confirmed in writing to the employee within 7 calendar days of the meeting.yAofape letter
should be placed on the personnel file.

Where the decision is made to terminate the contract of employment on the groceyoishiifty
the individual will be given appropriate notice or pay in lieu of notice togettlrany
outstanding holiday entitlement.

Right of Appeal

The employee should be informed of his / her right to appeal and should use the pubioesd
in the Appeals policy.
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Where someone, whether a service user or visitor, wishes to complain atsrrivibe that they
have received from a member of staff at [name of project], then theynotactthe [job title of
project manager].

If the complaint is against the [job title of project manager] or theltfat their complaint has
not been dealt with satisfactorily then they may contact the [name of perdwarge — chair of
board of trustees?].

The process for complaints should follow the following stages:
Informal, which can be verbal
Formal, which may involve verbal and or written complaints
Review or appeal panel

1. Informal stage

Whenever a complaint is received either by telephone, verbally ortingitishould be recorded
immediately in a book. A book for complaints should be kept and employees and volunteers
should know where it is. The complaint should be acknowledged and the complainant kept
informed at all stages. Each complaint will be investigated witviersdays by two of the
following staff:

[details of those staff / management committee members autharidedltwith complaints].

Following this the complainant will receive a written response within twdsvekthe complaint
being lodged. At this stage negotiation should take place with the complairztempt to
redress the complaint. If this is possible the staff member / voluameeappropriate
management committee member, along with the complainant should record tmebatdche
informal stage.

2. Formal stage

If the complainant is not satisfied with the explanation and decision mafd@icomplainant
wishes to involve a more senior person they may use the more formal approacfieandtinin
28 days directly to the Chair person of the project. The complainant may usergesson to
write the complaint. The Chair will respond within 28 days of receipt ofah®lint informing
the complainant of the decision made.
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If the complainant is not satisfied with the response/decision made theglect to have a
review panel established to investigate the matter further.

3. Review Panel

The review panel should consist of one Committee Member, one Voluntafmiember of the
project and one independent person who shall act as chair. The compldlinanirwited to
attend the review panel, with a friend/representative if required.mBe¢ing shall be held as
informally as possible. The Chair should explain the purpose of thengeetroduce the
members and emphasise confidentiality. All members may make awenitteverbal presentation
to the panel. Proceedings should be minuted. People making presentatioasisked
guestions.

The panel should make recommendations on the complaint to the chair person wifsin Ttoa
chair person will then consult with the panel and a decision made. This dedislma made
known in writing within 28 days of the panel meeting, outlining the reasons fdethision and
any action proposed as a result of the panels review.
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Disciplinary Procedure

Purpose and Scope

The project’s aim is to encourage improvement in individual conduct or penfiee. This
procedure sets out the action which will be taken when disciplinary autebreached.

Principles

The procedure is designed to establish the facts quickly and deal eathgisith disciplinary
issues. No disciplinary action will be taken until the matter has bédly investigated.

At every stage employees will have the opportunity to statedhsér and be accompanied, if they
wish, at the hearings by a trade union representative or work colleague.

An employee has the right to appeal against any disciplinary penalty.

Procedure

Stage 1 — first warning

If conduct or performance is unsatisfactory, the employee will be giveittanwvarning. Such
warnings will be recorded but disregarded after [number of months, usuatiyréhs of
satisfactory service. The employee will also be informed thaghwiritten warning may be
considered if there is no sustained satisfactory improvement or change itvgHist offence is
sufficiently serious it may be justifiable to move directly to a finatten warning).

Stage 2 — final written warning

If the offence is serious, or there is no improvement in standards, furihar offence of a
similar kind occurs, a final written warning will be given which wiltiude the reason for the
warning and a note that if no improvement results within [number of months ySplalbnths,
action at Stage 3 will be taken.
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Stage 3 — dismissal or action short of dismissal

If the conduct or performance has failed to improve, the employee may suffetiaem
disciplinary transfer, loss of seniority or dismissal.

Statutory discipline and dismissal procedure

If an employee faces dismissal — or action short of dismissal sucésas jpay or demotion — the
minimum statutory procedure will be followed. This involves:

- step one: a written note to the employee setting out the allegationedpaksik for it
- step two: a meeting to consider and discuss the allegation

- step three: a right of appeal including an appeal meeting

The employee will be reminded of their right to be accompanied.

Gross misconduct

If, after investigation, it is confirmed that an employee has committeffemce of the following
nature (the list is not exhaustive) the normal consequence wilsiresdial without notice or
payment in lieu of notice:

Theft

Damage to property

Fraud

Incapacity for work due to being under the influence of alcohol or illegal drugs

Physical violence

Bullying

Gross insubordination

While the alleged gross misconduct is being investigated, the employee saspleaded,
during which time he or she will be paid their normal pay rate. Any decisiaartosg will be
taken by the employer only after full investigation.

Appeals

An employee who wishes to appeal against any disciplinary decision must do soaméte n
person in the organisation within five working days. The employer will hesappeal and
decide the case as impartially as possible.
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Equal Opportunities Policy !

The [NAME OF PROJECT] celebrates and welcomes rather then teleliabzsity in our
organisation and in society as a whole. Thus it is therefore comnaitpdéactive equal
opportunities and welcomes all people, with a positive view of age, carponsabilities,
gender, disability, racial/ethnic origin, religion, HIV status or otleslth-related reason, sexual
orientation or socio-economic background, as Employees, Committee Members|anid&fs.

[However where there is a genuine occupational reason for a specifitpagtrequire the
postholder to be a practising Christian of a recognised denomination.]

[All staff must understand and express sympathy with the Christian ethwes Bbard and do
nothing that would be seen to undermine it.]

The [NAME OF PROJECT] will not tolerate any breaches of this Pali/will
endeavour to ensure that all its activities and other policies aredrdacce with this
policy.

The [NAME OF PROJECT] recognises and accepts its obligations undentcurr
discrimination legislation.

The [NAME OF PROJECT] accepts that there is a need to understand whatidegton
Is, admit it exists and be able to recognise it in all its fornacdepts that it is possible for
individuals, policies and structures to be unintentionally discriminatooffensive and
accepts that such attitudes and structures must be challenged.

The [NAME OF PROJECT] will proactively promote an environment thatdralhpeople
with dignity and respect and provides equality of opportunity to people ajearder, age,
religious beliefs, caring responsibilities, racial/ethnic originsalgility, sexual orientation
or socio-economic status. [The [NAME OF PROJECT] expects its emglayek
volunteers to be sensitive to its Christian basis.]

The [NAME OF PROJECT] aims to nurture an environment of equality of opporianity
employment. Interviews for employment and voluntary work will take placecardance
with Equal Opportunities. Internal and external job applications and appotstened staff
retention will be monitored.

In order to make physical environments and services accessibletbhe iNAME OF
PROJECT] will strive to make relevant adaptations and provide apgt®peisources.
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The [NAME OF PROJECT] aims to ensure that all its staff and vedustunderstand and
are committed to the promotion of Equal Opportunities from the time of appitt The
[NAME OF PROJECT] will ensure employees understand their respotisgbilinder
legislation and government guidelines, by providing on going training and development
opportunities.

The [NAME OF PROJECT] will undertake Equal Opportunities monitorings Wil

assist in measuring the effectiveness of the Policy as weléasfy training needs, gaps in
service and review of practices.

The [NAME OF PROJECT] recognises the need to have support mechanismsdor thos
who have been or may be subjected to discrimination or harassment and wiloemdea
provide such services.

The [NAME OF PROJECT] will avoid entering into contracts, partnershriggyreements
with individuals, groups or organisations when it is aware that any of thleres or
practices contravenes the Equal Opportunities policy of the project.

Responsibilities of the project

The [NAME OF PROJECT] accepts responsibility under legislation foatkiens of employees
and responsibility for any practices, policies or procedures thabméyund to be
unintentionally discriminatory and will strive to ensure that thigaslieated. It welcomes the
input of staff, volunteers, committee members and users to bring this to tiimattdé the
project.
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Grievance and Appeal Policy & Procedure
$

Purpose and Scope

It is the project’s policy to ensure that employees with a grievaatatng to their employment
can use a procedure which can help to resolve grievances as quickly grasfamksible.

Informal discussions

If you have a grievance about your employment you should discuss it infoumtallyour
immediate supervisor. We hope that the majority of concerns willdodvesl at this stage.

Procedure

Stage 1

If you feel that the matter has not been resolved through informal discys&iarshould put
your grievance in writing to you immediate supervisor. The supervisdrgiugsa response
within five working days in an endeavour to resolve the matter.

Stage 2

If the matter is not resolved, you may raise the matter, in writirtg, yeur manager, who must
give a response within five working days. You may be accompanied at thHiagrigea fellow
worker of your choice or by a trade union official.

Stage 3

If the matter is not resolved to your satisfaction, you may appeal atardtcision.

Appeals

An employee who wishes to appeal against any grievance decision must do so tcetthe nam
person in the organisation within five working days. The employer will hesappeal and
decide the case as impartially as possible.
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Health & Safety Policy

The [Name of Project’s] legal responsibility for Health and Safiy matters has been
devolved to [Name of person / organisation responsible] for practicajit
1. Our policy is to provide and maintain safe and healthy working conditions, egutipm
and systems of work for all our employees, and to provide such informatiomgrand
supervision as they need for this purpose. We also accept our redjppifisitthe health
and safety of other people who may be affected by our activities.
2. The allocation of duties for safety matters and the particular @maegs, which we will
make to implement the policy, are set out below.
3. The policy will be kept up-to-date, particularly to take account of changeerking
arrangements. To ensure this, the policy and the way in which in has opetabed w
reviewed regularly.

Responsibilities — [Name of Project]

4. Overall and final responsibility for health and safety lies with thenfnaf organisation /
person]. Responsibility for advising them and for carrying out this paésylith the
[manager].

5. Volunteers will be consulted on health and safety matters through the [nanugeat]
and the meetings for all volunteers and staff.

Responsibilities — Volunteers and Staff
6. All volunteers and staff members have the responsibility to co-opetthi¢hei[name of
project] to achieve a healthy and safe workplace and to take reascaats
themselves and others.
7. Whenever a volunteer or staff member notices a health or safety proliierh,they are
not able to put right, they must straightway tell the manager.

First Aid and Accidents
8. First Aid boxes are kept in:

[location of First Aid boxes]

The manager is responsible for equipping the First Aid boxes. Whenever a @ohmte
staff member uses an item from a First Aid box, they should inform the manager.

9. The [name of project] does not undertake always to provide a qualifiedifies, but
volunteers and staff members will be informed if there is one.

10. The Accident Book is kept in [place of accident book]. All accidents shoulddosted
to the manager. The person responsible for reporting accidents to outbuléias is
the project manager. Each volunteer and staff member is responsibisuong that a
note of any accident, however apparently trivial, is made in the Accideit & quickly
as possible.
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Fire Safety

11. The fire procedure is shown on notices throughout the project buildings. Afitgels
and staff members are responsible for familiarising themselitestvand, in particular,
with the location of fire exits and escape routes. Fire practididsewield once a year.

12. When rooms are booked for meetings, it is the responsibility of the persanisatipn
arranging the meeting to ensure that those attending are aware of gred¢edures and
that they leave the building if the fire alarm sounds.

13. The manager is responsible for ensuring that the fire alarm is |yropgintained and
regularly tested. He is also responsible for ensuring that the agregxr and type of
fire extinguishers are in place and properly maintained. The maingeoantact is
currently with [name of company].

14. All users are responsible for ensuring that escape routes are lkept/Ahy problem in
doing this should be reported to the manager.

Advice, Consultancy and Training
15. The local Health and Safety Inspector is:

[details of person]

16. The [name of project] will ensure it has access to advice from the He&tiety
Executive [or other named person / company]. Official contact with thalH&&afety
Executive [or other named person / company] should only be made by, or with the
consent of, the manager.

17. Any provision for training in health and safety matters is the respdhsitfitthe
manager.

Waste Disposal
18. Waste is removed [weekly / daily]. It is [name of person]'s respoitgitul prepare it for
disposal. Volunteers and staff members should put rubbish in the bins provigether
case of larger items, discuss disposal with the manager. Dispofidirebhable or
dangerous items should be discussed with the manager who is responsitbeifioige
the waste is put out in a safe manner.

Policy on Smoking
19. All meeting rooms, corridors and toilets are no-smoking areas. Adkesffire no-
smoking areas.

Particular Areas/ Hazards
[List any hazards / issues determined from risk assessments].

Fire Extinguisher Locations

[List locations of fire extinguishers].
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Absence Management Policy

Purpose of the Policy

This policy aims to provide clear guidelines to all the [name of prajéadt]in managing
attendance and the responsibilities of the employee and employer.

The [name of project] will operate a fair and consistent approach whemimgiadsence.
However the [name of project] acknowledges the importance of the considefandividual
circumstances and, where appropriate, recognising the need for suppereueit of iliness.

Absence relating to unpaid leave, maternity, paternity and adoption seagtwithin the bounds
of this policy.

Types of Absence
Self Certified Absence
Short-term periods of time away from work due to illness can be seliexitif
completing a Self Certification Form on return to work. Short term periodssehae
last no more than seven days.

Certified Absence

Any periods of absence away from work due to illness lasting more than segenildlagquire a
Doctor’s certificate.

Notification of Absence Procedure

Employees are required to notify the [name of project] of their absermaeordance with the
procedure detailed below.

The employee must contact his / her manager or the [project manager] as gossible on the
first day of absence, by 10-00am at the latest. The reason for absenceexmtied length of
absence should be given. This will enable the manager to make any neagssaygments for
cover.

Documentation

The employee will be required to complete a Self Certification Form amieg) to work after
any periods of absence lasting up to seven days.
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Absences lasting more than seven days will require a medicalczetiiompleted by the
employee’s Doctor. If the absence continues and medical certifaraespeatedly issued, it is
the employee’s responsibility to ensure that there are no breaks in thefddie issuing of the
medical certificates.

The [name of project] reserves the right, at any stage of absence,ite tegemployee to
undergo a medical examination by a medical practitioner of their choideoanal request a
medical report from the employee’s GP or specialist.

Return to Work Interview

The Return to Work Interview must take place as soon as is reasonalilyaptagand in any
case within 48 hours) following the employee’s return from sick laftee every period of
absence, regardless of the duration of the absence.

The interview will be conducted by the employee’s line manager or sspeand will be
recorded on the Return to Work interview form. Should it not be practifaitlee employee’s
manager to conduct the interview, it should be delegated to an appropridie Hegtould be
performed in a suitable environment with full consideration given to coniédien

The Return to Work interview is designed to:

establish and record the reasons for absence
provide an opportunity to provide assistance and support to the employee which may
prevent further absence
provide an appropriate forum to discuss the employee’s health (and whethareh
indeed well enough to return to the workplace)
provide an appropriate forum to review the employee’s attendance record
provide an appropriate forum to discuss an issues that may affectytwyee’s health.

The Return to Work Interview Form should be signed by the employee and their mamége
will be filed on the employee’s personal file.

Unauthorised Absence

Any periods of sickness absence which are not covered by a Self Ceastifieatm or Doctor’s
Certificate, or where the notification procedure has not been followedenvibnsidered as
unauthorised absence. Such periods of absence will be unpaid.

132



Just Employment - A Guide to Employing Staff in Faith-based Projects
Part 2 - Templates and Documents
Adoption and Maternity Leave

Adoption and Maternity Leave

2 L # * # 2 $
[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Dear [name]
Congratulations and thank you for telling me that you will be adopting a chalch writing to
you about your adoption leave and pay.

As we have discussed, you are eligible for 52 weeks’ adoption leave / you argihtz fr
adoption leave [delete as appropriate].

Given your chosen start date of [insert date], your adoption leave will end on fiaty. If
you want to change the date your leave starts you must give me the poties; if at all
possible. Please contact me if you wish to discuss this.

If you decide to return to work before [insert date leave ends], you must giatleast 28
days' notice.

As we discussed you are eligible for 39 weeks’ Statutory Adoption Pay / rnibteefioy
Statutory Adoption Pay [delete as appropriate].

Your adoption pay will be £[insert amount] from [insert date] to [insert date]

or

The SAP1 form (enclosed) explains why you do not qualify for Statutory Adoption Ray. Y
should contact your adoption agency to find out if you can get any other help.

If you decide not to return to work, you must still give me proper notice. Your decision wil
not affect your entitlement to SAP.

If you have any questions about any aspect of your adoption entitlements please daatet he
to get in touch with me. | wish you well.

Yours sincerely
[Name of person signing letter]
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[Name]
[Address]
[Address]
[Address]
[Postcode]

[Date]

Dear [name]

Congratulations and thank you for telling me about your pregnancy and the datmuthiaaby
is due. | am writing to you about your maternity leave and pay.

As we have discussed, you are eligible for 52 weeks’ maternity leave (R6' wedinary
maternity leave plus 26 weeks’ additional maternity leave) [deleap@®priate].

Given your chosen start date of [insert date], your maternity leavendilbe [insert date].

If you want to change the date your leave starts you must, if at all possibihee at least 28
days before your proposed new start date or 28 days before [insert date lesjvgy/start
original start date), whichever is sooner.

If you decide to return to work before [insert date leave ends], you must giatleast 56
days notice.

As we discussed, you are eligible for 39 weeks’ Statutory Maternity Pay ligibkesfor
Statutory Maternity Pay [delete as appropriate].

Your maternity pay will be £[insert amount] from [insert date] to [insee]datd £[insert
amount] from [insert date] to [insert date].

or
The form SMP1 (enclosed) explains why you do not qualify for Statutory Maté&tajt. You

may however be entitled to Maternity Allowance. If you take this form to theedtdecPlus or
Social Security Office at [insert local details], they will be ablestioyou more.
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As your employer | want to make sure that your health and safety as arneqgrlaer are
protected while you are working, and that you are not exposed to risk. | havy akeaed
out an assessment to identify hazards in our workplace that could be a risk tavany ne
expectant, or breastfeeding mothers. Now you have told me you are pregileatrange for
a specific risk assessment of your job and we will discuss what acti@aisetd any problems
are identified. If you have any further concerns, following this assessmd specifically in
relation to your pregnancy, please let me know immediately.

If you decide not to return to work you must still give me proper notice. Your decisiamvil
affect your entitlement to SMP.

If you have any questions about any aspect of your maternity entitlemese gdeaot hesitate
to get in touch with me. | wish you well.

Yours sincerely

[Name of person signing letter]
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Lone Worker Policy

Many project workers find themselves working alone in their workplace geweere) 1or
some or all of their working day. It is important that such lone workers make aglequat
arrangements to ensure that they are safe at all times, especitlyhely visit clients or when
clients visit them.

It is an important safety aspect to ensure that other people are aware oktteige) whom
they will meet as well as when and where.

The project suggests that each lone worker takes part in a “buddy” systeentdecontact
someone every day with an itinerary of who they are meeting and at what times

Lone workers should be careful not to tell anyone that they are alone in the werHiac
applies to people who contact by telephone and e-mail as well as visitors.

The project recommends the following advice (from the Suzy Lamplugh Trust)€o |
workers:

P —  Plan to meet first time visitors in a busy public place, rather than your waerkipla
possible.
L- Log in your visitors with a buddy and phone them after your visitor haolbdt them

know you are safe.

A - Avoid situations which could be difficult.

N - Never assume it won’t happen to you.

Before working alone consult with others who are doing so. Your professional otigenisa
may have some guidance, or the Suzy Lamplugh Trust will provide guidance oraperson
safety. Consider how your working arrangements could be more secure. Do youskown r
assessment and do not let others pressure you into working in a way that may pueypur sa
danger.

Please discuss any issues or concerns with your manager at the eartigsindyp
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Protection Of Children & Vulnerable Adults Policy

Good Practice in Safeguarding Children and Young People

At [name of project] we want to do a good job, professionally and caringly, witthddren and
young people. We want them to be happy to come to us and we want their parents tthied sure
children are safe.

This document is designed to protect both children and those who work with them and to
continue the openness and trust between all parties involved in our work atdghproject].

A Safe Environment

It is our aim that work and activities are planned so as to minimise app@s$ for the abuse of
children and for unfounded accusations being made against adults, as farsgsrtugdable.

This will include:
It is desirable to have 2 leaders with any group
A single child will not be left with an older person unless they can bdyctdaserved by
other workers nearby
Wherever possible, leaders of each gender are to be present in mixed gemger g
To be conscious of how our words and actions can be misconstrued by others ak harmf
Any child not collected on time, and after the project centre is closkdyait with 2
leaders at the main entrance.

Recruitment of Staff and Volunteers

Vetting and Barring will come into force in 2008. Initially this willaitg to statutory agencies
and faith groups will follow, possibly by 2010. In the meantime:
All potential staff members and volunteers will be asked to apply @imainal Records
Check (Disclosure) prior to the acceptance onto the project team.
Full details and guidance will be given to the applicant (where reqdoetheir
application for a Disclosure.
Disclosure applications will be sent to the [name of umbrella orgaomigdir
application.
Upon successful receipt of a Disclosure the applicant may then begimgvasikh
children and/or young people.
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If there is a concern raised by a disclosure, a risk-assessment moostdbeted in line
with an advisor regarding the individual’s work with youth or children.

The whole application process will be conducted in a professional and comdidenti
manner.

Support for Staff and Volunteers

The primary aim of our work with children and young people is to encourage a deepiethieig
faith and to develop their social relationships.

Staff members and volunteers will receive, in writing, guidelines on ks tand to whom they
are responsible and from whom they can seek support

Regular meetings with other workers in the same team will be heldridagaching and activities
and to give mutual support.

Recognition of Abuse

Those who work in statutory agencies are well trained to identifg/eblherable adult abuse.
However, they often have to rely on people close to children, spotting thetagisemething is
wrong. So we as project workers and volunteers have a special respgrisitolok out for
children in difficulty.

Abuse may be neglect, e.g. when important aspects of care are needed; of, ghysichere
adults seek sexual gratification by using children; or emotional, e.g. wHdreohare harmed by
persistent lack of love and affection, or by threats taunting, etc.

Child abuse may be suspected for a number of reasons:
The child may tell you outright that they are being abused
You may notice bruises that cause you concern
Another child may alert you to a friend that is being ill-treated
An adult may admit they’ve harmed a child in some way
An allegation may be made on a child’s behalf by a parent or carer.

Making our response
We are to pass on information carefully.

Any report should be recorded in writing, signed and dated; it follows that apgctad abuse
must be taken seriously. Itis important to let a child know that he or shaggslisened to. It is
not advised to promise confidentiality since the nature of the probnbeso serious as to
require professional intervention. Even if confidentiality is not retgakby a child, always
explain to the child that information will be shared.
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What steps to take if abuse is suspected

Speak at once to the person who you are responsible to for your work. Do thisyexgreinot
sure, but your suspicions have been aroused. If neither person is avaiakléospnother
responsible person, e.g. a manager.

Vulnerable Adults Safe from Harm - What does the term mean?

The broad definition of a ‘vulnerable adult’, referred to in the 1997 ConsultBapekVho
decides?issued by the Lord Chancellor's Department, is a person:

“Who is or may be in need of community care services by reason of mentalradiséidity,
age or illness; and

Who is or may be unable to take care of him or herself or unable to protect himself hgainst
significant harm or exploitation”

In other words the people who are most likely to be the subject of mistirgatme those people
who:

Are very frall
Are older people
Have a mental iliness including dementia
Have a physical or sensory disability
Have a learning disability
Have a serious physical illness

Guidelines For Projects When Working With Vulnerable Adults

All staff and volunteers authorised by the project should be checked under ther@feBure,
[as they are for children’s work] and a register should be magadai

All staff and volunteers who are official project workers are toyadentification for
their role and official records of their function is to be kept in the prajentre.

Where people are visiting residential homes, etc, these homes should belgpgen a
copy of the project’s policy and a list of staff and volunteers expectasitshat
institution.

Where people visit vulnerable people on their own, staff and volunteers shepld ke
detailed record of the visit.

The following is a list of people who are likely to need registratin under the policy:

Sunday School / Creche / Youth Workers etc
Those who visit residential homes for the elderly
Those who take Communion to the sick in their home, institution or hospital
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Those who are involved in luncheon clubs

General community groups (a clause should be added to the hire of hall agssteme
include vulnerable people)

Those who visit people living in sheltered accommodation

Those who undertake pastoral visiting in the parish

Those who offer transport services

Those likely to come into regular contact on their own.

The adult protection procedure identifies three distinct roles ipriftection of vulnerable
people. This comes from the Government’s paper on Vulnerable Ahftsfrom HarmThe
same principles apply to safeguarding children.

Alerters

Investigators

Managers

Project worker and volunteers act as Alerters. Their duty is:
To report suspected acts of abuse
To be alert to what abuse means and take seriously what they are told
To think about what they see and ask if it is acceptable practice
To work strictly in accordance with anti- racist, anti sexist, agéist and anti disability
practices
To ensure the safety of the person you suspect is being mistreatetli @s your own
safety
To contact the emergency services first, e.g. police, ambulance, lifértlareatening
situation.
To be alert to hints, signals and non-verbal communication that could inalzege,
which is being denied or deliberately hidden.

What to do if someone discloses abuse to you:
Stay calm and try not to show shock
Listen carefully rather than question directly
Be sympathetic
Be aware of the possibility that medical evidence might be needed

Tell the person that:
They did right to tell you
You are treating this information seriously
It was not their fault
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DO NOT:

Press the person for more details
Stop someone who is freely recalling significant events as they masiinaiu again
Promise to keep secrets: explain that the information will be kefitleatial, i.e.
information will only be passed to those people who have “a need to know”
Make promises that you cannot keep (such as “This will not happen to you again”)
Contact the alleged abuser
Be judgemental (e.g. “Why didn’t you run away?”)
Pass on information to anyone who doesn’t have a “need to know” i.e. do not gossip

Project workers should inform their manager.
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Whistleblowing Policy !

POLICY

The policy of the [NAME OF PROJECT] is to safeguard the inter@isany of its employees
when they act aalertersregarding any neglect or abuse, mental, physical, emotional, sexual,
racial/ethnic or financial, of service users or any similar abliselleagues.

The [NAME OF PROJECT] accepts that it is bound by legislation in the Fubdiest
Disclosure Act 1998 and guarantees that procedures will be invoked inmleyysdo not
prejudice thewhistleblower’s” own position and prospects.

The [NAME OF PROJECT] will protect the employee against victititasand provide support
throughout the investigation process.

The [NAME OF PROJECT] is committed, through training, to ensuring thatoseg:

Have knowledge and understanding of protection procedures;

Are committed to emphasising that harassment is unacceptable;

Are enabled to identify oppressive abuse when it occurs;

Are informed regarding their individual duty to act to protect sensees;

Are made aware of measures to safeguard their interests if they"abistleblowers”
Are made aware of their rights under the Public Interest Disclosur&988.

PROCEDURE

The [NAME OF PROJECT] through its training, instructs its employeststtis their duty to
their employer and their professional obligation to raise legitic@ateerns about suspected
misconduct by colleagues, managers or those with whom it works notably in cdsnprojects.

[The [NAME OF PROJECT] sees its employees in the roledesfersto promote the
safeguarding of the rights of others, to log any concerns and report suehnsaiocappropriate
managersAlertersare notbeing asked to verify or prove that concerns are true.

The [NAME OF PROJECT] undertakes to protect its employees fronmigetiion when they act
asalerters

Employees who are concerned about any malpractice but unsure whether to blovetlbeowto
stay silent or are unclear about how to go about blowing the whistle may obtaaxfrert help
from the independent charity “Public Concern at Work”, Suite 306, 16 Baldwire Gar
London, EC1N 7RJ. Telephone: 0207 404 6609.
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Volunteer Agreement

The following are some details of the voluntary arrangement.

1. Organisation

You have agreed to volunteer for [name of Project]
[Address of project office]

[Address]

[Address]

[Postcode]

2. Volunteer

[Name]

[Address]

[Address]

[Address]

[Postcode]

3. Nature and purpose of voluntary work

Your voluntary work will involve [details].

You will be supervised in these voluntary duties by [Manager’s job title].

The duties which this job entails are set out in the job description attached to this statement. The
job description may from time to time be amended by the employer and in addition to the duties
set out you may be required to undertake additional or other duties as may be necessary, from
time to time.

4. Date of Commencement

This volunteer arrangement will begin on [date].
[This arrangement will be reviewed annually or on (date)].

We hope that you will volunteer with us for at least [six months or other period of time], but we
realise that as a volunteer you may choose not to do this.
5. Place of Volunteering

Your usual place of volunteering [place].

6. Reimbursement of expenses

You may claim the reimbursement of expenses incurred which have been pre-authorised by
[name of manager]. A Volunteer Expenses Claim should be submitted to [name of manager]
together with the receipts. Mileage incurred may also be claimed at the standard rate in the same
way.

7. Hours of Availability

You have agreed to be available for voluntary work on [days and times].
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If you are unavailable for any of these sessions it would be helpful if you advise [name of
manager] giving as much notice as possible in order that the organisation may arrange alternative
cover for the tasks.

8. Ending this Arrangement
Should you wish to end this arrangement please inform [name of manager].

Should the organisation wish to end this arrangement they will discuss this with you. The
arrangement will be reviewed annually.

9. Arrangements if there are problems

If the project is dissatisfied with your work as a volunteer your manager will discuss this with you.
If, after a reasonable time has been allowed for you to improve, the project is still dissatisfied with
your work as a volunteer, this arrangement may be ended.

If you have a complaint or are unhappy in your work as a volunteer you should speak to your
manager who will try to resolve the problem.

10. Return of property on Leaving

On request, and in any event on the ending of this arrangement for any reason, you are required
to return to the [name of project] any property, including any keys, computer hard and software
including discs and all documents in whatever form together with all copies (irrespective of by
whom and in what circumstances such copies were made) which are in your possession or under
your control.

11. Rules for volunteering

You must agree to abide by the organisation’s objectives, its equal opportunities policy, its health
and safety policy and other rules of the organisation during the course of you volunteering.

The [name of project] and [name of volunteer] do not intend this arrangement to be legally

binding.
Signed by the volunteer: Date:
Signed by organisation: Date:
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A Checklist for Churches/Trustees/Management Commit  tees
Employing Workers

Employment and Management

Is there:
A Job Description and Person Specification?
A Contract of Employment (including Capability Procedure etc)?
A Supervisor for the worker from the Management Committee/Church Cauncil
An planned induction process?
Provision for support from a person outside the Management Committeekefd/are
often in isolated and vulnerable positions.)?
A plan to meet the worker’s training needs?
Policies
Are the following key policies in place:
Health and Safety? Complaints?
Equal Opportunities? Volunteers?
Protection of Children and Lone workers?

Vulnerable Adults?

Finance and Records
Are the following systems set up:
Arrangements for paying the salary and pension?

Financial accountability and management: budgeting, reports, audit, aGounts
Data Protection?

Insurance: Employers liability/public liability?

Record keeping: personnel, finance, users, committee meetings?
Fundraising strategy?

Office and Work Space
Has the worker:
A work space? Keys?

Appropriate equipment? Diary?
Mobile phone (if necessary)?
Notification of arrangements for sickness, claiming expenses etc?

More Good Practice
Are users and volunteers represented on the Steering Group/Management

Committee?

Have you identified the training needs of trustees/Management Caef@ihurch
Council in relation to management and good employment practice?

How will you seek the views of users about the quality of your activities?
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Have you monitoring and evaluation systems in place?
Is your worker linked into local networks?

Frequently Asked Questions

Can we include fundraising as one of the tasks for our new Pjexct Worker?
No, because it puts an awful lot of pressure on the Project Workaséofunds to
safeguard and continue their post when they should be focussing on the job you
employed them to do!
Fundraising for salaries and project costs is the responsibilite @rtiployers,
usually the Management Committee or Church Council.
Training and developing the skills of a few Management Committee mennber
fundraising is a far better and more sustainable way forward for youcproje

What do we do if we personally know the people who apply for this new p&st
Ensure an open and transparent process which follows your Equal Opportunities
Policy. (see Section 7)
Ensure members of the Selection Panel declare personal knowledge of adgteand
This does not bar them from participating but all procedures need to be sigorou
ensure that no possibility of bias exists.
Invite an alternative or additional person on to the Selection Panel whadbe
know any of the candidates.

What if someone of a different faith or no faith background applies fothe job?
Unless Faith is a Genuine Occupational requirement (see Section 2jtegpoi
someone with the relevant skills and experience will be essentiahteve your
aims.
The best candidate for the post may be someone of no faith or a different faith
background who can bring a new perspective to the work and may help open the
project up to working with other organisations/partners that you may not have
approached.

Does Equal Opportunities practice imply an obligation to offer a pasto a member of

a minority group?
In some cases there may be a Genuine Occupational requirement to appadmesome
from a minority group (see Section 2).
In order to find the right person for the job it is important to carefullyidenshe
wording and placing of the job advert to make it as accessible as possible.
When short listing and interviewing candidates the ability to do the jobdsbeul
paramount.
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Should the new Project Worker be accountable to and supervised blpe
Priest/Minister/Faith Leader?
Not necessarily. There may be people on your Management Committee or Church
Council who have management and supervisory skills. They could act as the line
manager to the worker if they have the time.
Project workers need a designated line manager to be accountable tooandl w
meet with them regularly (monthly) to support and supervise the work iwiihe
project aims and their job description.
Project workers, especially those working alone need different bfpeformal
support too.

Why is the salary so high?
The work of your project is important and therefore you will want to atsitably
gualified/experienced workers with the necessary skills to do the job.
You will need to link the salary to professional pay scales for thearigost e.g.
Community Workers are paid on the National Joint Council pay scales (N8€), (s
Section 4).
Information on pay scales can be obtained from your local CVS (Council for
Voluntary Service).

Our Project Worker isn’t working with children so they won't ne ed a CRB check will
they?
Where the work of the project involves children and vulnerable adults)lzanEed
Criminal Records Bureau (CRB) check must be obtained for the workerSéstion
2 and Section 7 Protection of Children and Vulnerable Adults Policy)
If the Project Worker is working from a Centre where children and vuilesaalults
attend then a CRB check must be obtained.
A CRB check is not needed when the Worker has no contact with children or
vulnerable adults at all.

What else do we include in an induction for the new Worker besidésformation

about the Centre and taking them around the area?
One of the main causes of staff turnover in the first year is a poor intimuta the
organisation.
It's important to plan a programme that’'s appropriate for the new empdaoyke
maybe identify a ‘buddy’ to pair up with the new employee to answer questions.
More specifically introduce the worker to;
The organisation and its context
history, background and structure
relationship of the post to others - who's who
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tour of the premises, office and facilities eg desk, computer, tgiletking and the
office equipment (especially photocopiers!)
policies and procedures including health and safety

The people
fellow workers, Management Committee, volunteers, users, church cotignesyzd
key colleagues/officers from other agencies who they will encountbeir work.
Make time for the worker to talk to them.

The job/project
personnel details eg P45
terms of employment and probationary period
job description in detail

What are our obligations to people working on their own? What else do weesed to
consider?
It is essential that the safety and well being are taken into adoptime employer.
One of the first issues may be the siting of the employee’s place kfwbis
inappropriate to site lone workers in isolated church/faith buildings.Ssetion 7re
Lone Working Policy).

What if we realise that the person appointed is not suitableof the job?
When appointing a worker the appointment should always be subject to obtaining
suitable references.
It is advisable to set an initial probationary period (3 — 6 months) beforensogf
the employee’s position (see Section 3).
Once the employee’s position has been confirmed, if their work is unsttrgfac
action should be taken in accordance with the Capability Policy (seerSégtio
In some cases a Disciplinary Procedure may be required (see Section 7).

Our worker has left their post early can we use the remaining grarfor something
else?
Funders are very clear about the use of grants and it is essekéaltthem
informed of changes to the work of the project.
It may be possible to obtain agreement for change of use of a grant but never
presume that this is the case.
Always contact the funder in good time before using a grant for addiffeurpose,
otherwise you may be asked to pay it back.

We have 6 months funding left before the project ends. Can we take on a tenamkary
from our team of volunteers without undertaking a full recruitment process?
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It may be possible to employ someone from within the organisation in a tagnpora
position.

Permission should always be sought from the funder/s to confirm that dleiseigtable to
them.

If our current worker takes long term sick leave or maternity leave in the second year
of a 3 year post what are our obligations?
Projects have legal obligations to their workers (See Section 5 pgsi@k teave &
Section 7 pg.45 re maternity leave).
There will also be other issues to consider in terms of delivery of tHeamar
accountability to funders who will need to be advised of the situation.

Can we include redundancy costs in our grant applications?
Charitable trusts expect projects to budget for all possible aydtsef work (this is
known as full-cost recovery) and now accept that redundancy costs arerameqdi
by law.
Including redundancy costs in the budget displays to potential funders that you are
intending to act professionally and have commitment to the well being of potential
employees.
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