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	ECUMENICAL DEVELOPMENT OFFICER FOR CHURCHES TOGETHER IN BERKSHIRE


CONTRACT OF EMPLOYMENT
In accordance with the requirements of the Employment Rights Act 1996, this statement describes the main terms and conditions of your employment with Churches Together in Berkshire
EMPLOYER
Churches Together in Berkshire, c/o its Chairman.
EMPLOYEE’S NAME AND ADDRESS
LINE MANAGER
Your line manager is the Chairman for the time being of Churches Together in Berkshire.  
LOCATION
You will be working from home but you will be required to travel to other locations for meetings and services.
JOB TITLE
You are employed as the County Ecumenical Development Officer for Berkshire. Your duties and responsibilities in this post are as specified in your Job Description which is attached. It may be amended by agreement between yourself and the Sponsoring Body of Churches Together in Berkshire.
PROBATIONARY PERIOD
Churches Together in Berkshire requires a probationary period of three months which can be extended if necessary.  During this period there will be opportunity for regular appraisal.
DATE OF COMMENCEMENT OF EMPLOYMENT
REFERENCES
Engagement is subject to satisfactory references having been received and a satisfactory disclosure from the Criminal Records Bureau.
REMUNERATION
You will be paid at the rate of £8,800 per annum 
Your salary will be paid monthly before the end of each month. Payment is made by cheque.
Your pay advice will show your basic rate of pay, any statutory or voluntary deductions and the amount of net pay.  Remuneration is subject to annual review by the Standing Committee of Churches Together in Berkshire, and will be notified to you in writing.
HOURS OF WORK
The normal working week is 15 hours per week including evening and weekend commitments, exclusive of a lunch break.  You are also expected to work such additional hours as may be reasonably expected for the effective performance of your duties, but where additional hours are worked equivalent time may be taken as agreed with your Line Manager. No overtime is paid.

WORKING EXPENSES
Reasonable working expenses will be reimbursed, including travel in the course of your duties, according to Inland Revenue regulations.

APPRAISAL
Appraisal will take place annually and will be conducted by your Line Manager. All ongoing matters should be raised in the first instance with the Line Manager. Your job description may be reviewed at this appraisal,
PUBLIC OR BANK HOLIDAYS AND EXTRA DAYS
You are entitled to those Public or Bank Holidays as determined by statute or other government order.  At present you are entitled to eight public (statutory) holidays as follows:
New Year’s Day/ Good Friday/ Easter Monday/ May Day/ Spring Bank Holiday/ late summer Bank Holiday/ Christmas Day/ Boxing Day.  
HOLIDAYS
The holiday year is 1 January to 31 December.
In addition to the holidays listed above you will be entitled to 25 days paid holiday per annum (pro rata for part-time employees)
You should arrange in consultation with the person to whom you are responsible and as far as possible in advance, the dates on which you intend to take holiday.
All holiday pay will be calculated from normal annual pay.
Holiday entitlement may not be carried over to the following year unless agreement has been obtained from the person to whom you are responsible, and it must be taken by 30 April in the following year, and exceptionally beyond that date.
Where employment is terminated, payment will be made in respect of any accrued holiday entitlement which has arisen but has not been taken at the date of termination, on a pro rata basis. Should you leave this employment and holidays taken exceed entitlements, then you accept as part of these Conditions of Employment that Churches Together in Berkshire has the right to deduct payments made in excess from any monies owing to you at the time of leaving.
SPECIAL LEAVE
Normally staff members are expected to deal with their private affairs outside office hours, but it is recognised that emergencies do arise when this is not possible.  In the event, each case will be treated on its merits and special leave, either paid or unpaid, may be granted.  Application should be made to the person to whom you are responsible.
SICKNESS/INJURY ABSENCE FROM WORK
Churches Together in Berkshire will continue to pay an amount equal to your normal salary during unavoidable absence through sickness or accident in accordance with years’ continuous work as follows:






Full Pay

Half Pay
First six months



 2 weeks
6 months to 12 months


 3 weeks
Second year




 4 weeks

 8 weeks
Third year




 8 weeks

 8 weeks
Fourth – sixth years



13 weeks

 8 weeks
After seven years



26 weeks

13 weeks
provided you follow the notification and certification procedure for statutory sick pay (SSP) as set out in Appendix 1 of this document.

If a period of absence, due to sickness or injury, extends beyond 26 weeks the Standing Committee will determine whether Churches Together in Berkshire will determine whether there should be any further provision of sick pay.
In the event of injury by a third party which means you are unable to work, you will be expected to recover any costs incurred by Churches Together in Berkshire through your injury or absence, through the insurance of the party concerned.  When such costs are recovered, the appropriate sick pay received from Churches Together in Berkshire should be repaid.
MATERNITY/PATERNITY LEAVE
An employee who is pregnant has the right to time off with pay for ante-natal care.  Details of maternity benefits and leave, and paternity leave, conform to current statutory requirements.
JURY OR WITNESS SERVICE
If you are required to attend for jury or witness service, you must provide written evidence from the court and keep the person to whom you are responsible informed during the duration of your absence.  You should claim the allowance set by the court and Churches Together in Berkshire will make up any additional loss of normal pay resulting from such service.
RETIREMENT
The normal retirement age is 65.  Any questions relating to earlier retirement should be referred to your Line Manager.  In exceptional circumstances where a case is made for retention beyond normal retirement age this may be agreed.  Such retention will be on a one year renewable contract.
PENSIONS
As the employer, Churches Together in Berkshire pays National Insurance contributions under the ‘not-contracted-out’ contributions scheme. 
NOTICE
After the conclusion of any period of probation, either party may terminate the employment by giving one month’s notice in writing.
Churches Together in Berkshire reserves the right to waive notice periods and make a payment in lieu.

Churches Together in Berkshire has the right to dismiss you without notice in the case of gross misconduct.
GRIEVANCE PROCEDURE
Should you have any query, grievance or complaint regarding your employment or the terms and conditions relating to that employment, you should follow the procedure set out in Appendix 2.
DISCIPLINARY RULES AND PROCEDURES
The disciplinary rules and the procedure for dealing with disciplinary matters are set out in Appendix 3
DATA PROTECTION

It is accepted that Churches Together in Berkshire is permitted to hold personal information about employees as part of its personnel and other business records and may use such information in the course of Churches Together in Berkshire. It is agreed that the Chairman may disclose such information to third parties, in the event that such a disclosure is, in the Chairman’s view, required for the proper conduct of the business of Churches Together in Berkshire.

CHANGES IN TERMS AND CONDITIONS
Should there be any change in your terms and conditions of employment you will be informed, within 1 month of the change taking effect, by personal written notification.  In addition any master document relating to your terms and conditions will be updated.
SIGNED ………………………………………….  DATE ……………………………
I confirm that I have received the original statement of terms of employment details relating to my appointment, of which this is a copy.  
SIGNED ………………………………………….  DATE ……………………………
Absence from work through sickness or injury
APPENDIX 1

1. Sickness/injury absence and pay

If you are absent from work by reason of sickness or injury for four or more consecutive days you are entitled to receive Statutory Sick Pay (SSP). SSP will payable by Churches Together in Berkshire on behalf of the DSS, up to a maximum of 28 weeks. In cases of longer absences, SSP will be paid by the DSS. SSP is treated like wages, being subject to PAYE Income Tax and National Insurance contributions. Qualifying days are the only days for which you can claim SSP. These are days on which you would normally be required to be available for work. The first three qualifying days of absence are called waiting days, for which SSP is not payable, but salary is payable by Churches Together in Berkshire both for waiting days and in addition to SSP up to the limit prescribed in your contract of employment. It is, however, a condition of payment for absence due to sickness/injury that you follow the notification and certification procedure set out below.

2. Notification of absence

If you are unable to attend work for any reason whatsoever you must notify your Line Manager (no later than 10.00 hours) on the first day of absence as to the reason for absence and, if possible, when you hope to return to work. If you are late in notifying sick absence, you may lose part of your sick pay. Notification by e-mail is acceptable.

3. Evidence of incapacity of work
Doctor’s certificates are no longer issued for short-term illness. If you are ill for seven days or less you should, on your return to work, explain to your Line Manager the reasons for your absence. You will then be required to complete a self-certification form.

If sickness absence continues for more than seven days you should obtain a medical certificate from your doctor and forward it without delay to the Treasurer of Churches Together in Berkshire. Further certificates should be submitted each week for as long as the illness lasts.

In case of continual absence for whatever reasons, Churches Together in Berkshire reserves the right to request medical evidence for periods of absence less than seven days.

Grievance Procedure
APPENDIX 2

Object

The object of this procedure is to provide an employee who considers that s/he has a grievance with an opportunity to have it examined quickly and effectively, and where a grievance is deemed to exist, to have it resolved, if possible, at the earliest practical moment.

Procedure

This procedure has been drawn up to establish the appropriate steps to be followed when pursuing and dealing with a grievance. Where appropriate the procedure may be direct from Stage 1 to Stage 3.

Stage 1

In the event of an employee having a grievance relating to his/her employment then s/he should, in the first instance, approach his/her Line Manager, who will endeavour to resolve the grievance as soon as possible and, in any case, within five working days from the time the grievance is first raised.

Stage 2

In the event that the employee feels that the question has not been satisfactorily resolved at Stage 1, s/he may then take the matter to the President of Churches Together in Berkshire. (When the Line Manager is the President, the matter may be taken to the Vice-President who would then not be part of Stage 3.)

On receipt of such a request, the President shall make arrangements to hear the grievance and at this interview the employee may, if s/he wishes, be accompanied by a friend of his/her choice.

The President will make arrangements for the hearing to be held within five working days of this grievance being raised with him/her.

Stage 3

If the employee with the grievance is not satisfied with the reply given at Stage 2, or has not received a reply within five working days of the hearing, s/he may request that the grievance be heard by the Executive Council at its next meeting, or by its nominated representatives within three weeks of the grievance being raised. Their decision, which will be final, shall be communicated within five working days from the grievance being heard.

DISCIPLINARY PROCEDURE
APPENDIX 3
Purpose and scope

This procedure is designed to help and encourage all employees to achieve and maintain satisfactory standards of conduct, attendance and job performance. Its aim is to ensure consistent and fair treatment for all. It covers all employees, other than those in their probationary period.

This procedure is non-contractual, and sets out the procedure Churches Together in Berkshire will normally follow although we reserve the right at our discretion to vary, replace or terminate the procedure at any stage. All managers are however instructed to comply with the requirements of the statutory procedures set out in the Employment Act 2002 (Dispute Resolution) Regulations 2004, effective from October 2004, and to take all steps to ensure that any dismissal is both fair and reasonable.

Core principles

The following core principles must be followed by those dealing with disciplinary matters:

· Except for suspension, no disciplinary action will be taken against an employee until a disciplinary hearing has been held.

· Each step in the procedure will be taken without unreasonable delay and the timing and location of any meetings will be reasonable and any meeting held in as private a location as possible without interruptions.

· The employee will always be given written notice of an invitation to any disciplinary interview of which he or she is the subject, and will be advised of the nature of the complaint against him/her and the circumstances that have led to us contemplating the need for disciplinary action or dismissal.

· The employee will be given sufficient information and time to enable him/her to prepare a response. This may vary depending on the circumstances of each case.

· At all stages the employee will have the right to be accompanied by a work colleague, or a union representative (who must be certified in writing by the union as having experience of, or having received training in, acting as a worker's companion at disciplinary or grievance hearings). The employee should tell the person conducting the hearing in advance whom he or she has chosen as a companion. The companion will be able to address the hearing, ask questions on behalf of the employee and to confer with the employee but not to answer questions on behalf of the employee.

· If either the employee or his/her chosen companion is unable to attend any meeting under this procedure for a reason which was not foreseeable at the time the meeting was arranged then we will attempt to rearrange the meeting for a date within 5 days of the original planned date.

· If the employee is disabled, reasonable adjustments will be made to ensure that he or she is not disadvantaged at the hearing. This may include the provision of further assistance where necessary. Arrangements may also be made to assist any employee who does not have English as his or her first language and who may need an interpreter.

·  No disciplinary action will be taken without full and proper investigation. 

· At the disciplinary hearing, the person conducting the hearing will explain the complaint against the employee and outline the case by briefly going through the evidence. The employee will be given the opportunity to present any information in his/her defence, explain or comment before any decision is made. Either party may ask questions, call witnesses and also question any witnesses called by the other party. If the employee wishes to call any witnesses, he or she should notify the person conducting the hearing in advance. Witnesses cannot be compelled to attend.

· Before making any decision on disciplinary action, we will take into account the employee's disciplinary and general record, any similar precedents, any mitigating circumstances or explanations given by the employee, and what would be reasonable under these circumstances.

· A disciplinary hearing may be adjourned at any stage by the person conducting the hearing, in order to calm a tense situation, to check out facts or to take advice. Such adjournments will be kept brief wherever possible in order not to hold up the resolution of the hearing but may be extended where particular information needs to be checked in the interests of fairness or consistency.

· An employee who is given a disciplinary warning short of dismissal will be told where his or her performance or conduct falls short of what Churches Together in Berkshire considers satisfactory, what improvement in conduct or performance is required, and over what timescale. For employees who are underperforming, a review date will be set.

· Any warning, including a oral warning, will be confirmed in writing to the employee. It will outline what the next stage in the procedure is (should the employee fail to reach a satisfactory standard or be guilty of further misconduct), for how long the warning will stand, and will inform the employee of his or her right to appeal against the warning.

· If the employee's standard of work or conduct remains unsatisfactory, and, after warnings, remains below the level that is acceptable, he/she may be dismissed.

· We may omit any of the stages within the disciplinary procedure detailed below. It should be noted that, despite on-going disciplinary action, an individual may be dismissed for another unrelated disciplinary matter.

Examples of gross misconduct

The list below is not exhaustive, but is a guide to the type of offence which normally results in summary dismissal (ie dismissal without notice or pay in lieu of notice):

· theft, fraud or falsification of records eg Churches Together in Berkshire documentation, expense claims or attendance records etc

· being in possession or under the influence of(( alcohol or non-medically prescribed drugs

· assault((
· violent, abusive or intimidating conduct.(( 

· serious act of sexual, racial or other(( harassment, bullying or offensive behaviour

· misuse of property belonging to Churches Together in Berkshire or of our name 

· malicious damage to property belonging to the business, our clients/customers, or other employees 

· flagrant disregard of our procedures, rules and regulations 

· any action in serious breach of legislative(( requirements which may affect our business 

· gross negligence(( 

· use of foul language or any act that violates(( commonly accepted standards of behaviour 

· actions which damage the reputation of Churches Together in Berkshire or bring it into disrepute 

· any action constituting a criminal offence which(( makes an employee unsuitable for employment 

· unauthorised use or disclosure of confidential(( information 

· failure to disclose correct information on your(( application form 

· serious breach of Health and Safety rules(( 

· accepting a gift which could be construed as a(( bribe 

· acts of dishonesty(( 

· inappropriate use of the internet or computer(( misuse in breach of our policies 

An employee will not normally be dismissed for a first incident of misconduct, unless it amounts to gross misconduct, in which case summary dismissal without notice and without the need for any prior warnings may take place.

Examples of general misconduct
The following is a non-exhaustive list of examples of offences which amount to misconduct falling short of gross misconduct:

· unauthorised absence from work(( 

· unsatisfactory time-keeping or attendance((
· unsatisfactory job performance(( 

· unauthorised smoking on our premises((
· time wasting((
· failure to follow a reasonable management(( instruction 

· minor contravention of health and safety(( regulations 

· disruptive behaviour(( 

· unauthorised use of the telephone(( 

· unauthorised use of e-mail and/or the internet(( 

Informal counselling

We recognise that cases of minor misconduct or poor performance may best be resolved through informal counselling, goal or target setting, advice or training and these do not form a formal part of this procedure.

When these options have been exhausted, or where matters are more serious, or where the issue is one of misconduct, managers should enter into the formal disciplinary procedure.

Stages of the procedure

Stage 1: Oral warning:

for unsatisfactory performance or conduct of a relatively minor nature

Stage 2: First written warning:

for continued unsatisfactory performance or further misconduct, or if an incident of more serious misconduct occurs.

Stage 3: Final written warning:

for further continued unsatisfactory performance or further misconduct or if an incident of serious misconduct occurs

Stage 4: Dismissal with notice:

for continued unsatisfactory performance or conduct

Gross misconduct and summary dismissal

Certain offences may be regarded as so serious as to render the employee liable to summary dismissal without prior warning (see examples above). A dismissal for gross misconduct will be confirmed in writing, giving the reasons for dismissal, confirming that the employment terminates immediately without notice, or pay in lieu of notice, and outlining the employee's right of appeal.

Penalties other than dismissal

There may be circumstances where we consider alternative disciplinary action to dismissal. Such disciplinary action could include suspension without pay, demotion which may result in a reduction in pay for the employee, or transfer to another position which may result in a reduction of pay.

Suspension

We reserve the right at any stage of this procedure to suspend the employee. Suspension will be on full basic pay, and will be for as short a period as possible in order to carry out any investigation of an alleged serious offence. Such suspension is not disciplinary action, and does not involve any prejudgement.

Appeal

An employee who feels that a disciplinary warning or dismissal is unfair may appeal against this. Such appeals should be lodged, preferably in writing, without unreasonable delay (we would expect this to be within seven calendar days of the decision being notified to the employee). The employee should clearly state the grounds on which the appeal is made (eg the finding is unfair, the penalty too harsh, new evidence comes to light, or because of a procedural defect.)

An appeal hearing will be arranged without unreasonable delay (usually within seven days of the date of receipt). Where possible, the appeal will normally be heard by a more senior manager than held the disciplinary hearing. If this is not possible, then a further independent manager or other independent party may be requested to attend the hearing and advise.

The employee may, if he/she so wishes, be accompanied by a work colleague or a trade union representative at any appeal hearing (who must be certified in writing by the union as having experience of, or having received training in, acting as a worker's companion at disciplinary or grievance hearings.) The employee should tell the person conducting the appeal hearing in advance who he or she has chosen as a companion. As with a disciplinary hearing, the companion will be able to address the hearing, ask questions on behalf of the employee and to confer with the employee but not to answer questions on behalf of the employee.

If either the employee or his/her chosen companion is unable to attend an appeal meeting arranged under this procedure for a reason which was not foreseeable at the time the meeting was arranged then we will attempt to rearrange the meeting for a date within 5 days of the original planned date.

If the employee is disabled, reasonable adjustments will be made to ensure that he or she is not disadvantaged at the hearing. This may include the provision of further assistance where necessary.

Arrangements may also be made to assist any employee who does not have English as his or her first language and who may need an interpreter.

The grounds of the appeal will be considered when deciding the extent of any new investigation: it may be that a complete re-hearing will be held should there be any suspected procedural defects.

The employee will be notified of the appeal decision in writing: whatever decision is taken at the appeal hearing will be final.

Duration and removal of warnings

A copy of the minutes of disciplinary hearings, together with the written confirmation of oral and written warnings, dismissal, suspension or other disciplinary penalty (plus any appeal documentation) will be given to the employee and a copy placed on the employee's personnel file. Such documentation will be regarded as confidential.

Warnings will remain 'active' for the following periods unless a different period is confirmed in writing to the employee: 

· oral warning: six months from the date the(( warning is notified to the employee

· first written warning: twelve months from the(( date the warning is notified to the employee 

· final written warning: twelve months from the(( date the warning is notified to the employee, or indefinite, depending on the circumstances resulting in the warning.

Following completion of the appropriate period, the warning will no longer be active and will be disregarded for the purposes of any future disciplinary action.

Authority to give disciplinary warnings or to dismiss

The following are authorised by Churches Together in Berkshire to give warnings or dismiss as follows:

· Oral warning: the Line Manager 

· First written warning: the President. If the Line Manager is the President, with the consent of the Vice President

· Dismissal or other penalty such as disciplinary(( transfer or demotion/loss of pay: the Executive Council.

Probationary employees

Probationary employees are not covered by this procedure. If a probationary employee is not performing satisfactorily, or there are incidences of misconduct, then he or she will normally be seen by his or her Line Manager, informed of any shortcomings in performance or conduct, offered training and support where appropriate, and warned that failure to improve will result in dismissal. If there is doubt about the employee's ability to reach a satisfactory standard, the probationary period may be extended, in which case the employee will be told of this and a new date set for the expiry of the probationary period. If the employee is still unable to reach a satisfactory standard of performance or conduct, then he or she will normally be interviewed prior to a decision being taken concerning his or her continued employment, which may be dismissal with notice (or pay in lieu of notice).

A probationary employee who commits an act of gross misconduct will be summarily dismissed.

Review of this procedure

This procedure will be kept under review and amended from time to time where necessary. Any comments on the application of this procedure should be addressed to the President.
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