RULES AND PROCEDURES

GENERAL RULES

1. Good Conduct

The following general rules apply.



You are expected to be punctual at your place of work and lateness can result in action being taken in accordance with the Disciplinary Procedure.



You are not allowed to take materials or the Church’s property off the premises unless you have prior approval from the Rector or a Churchwarden.



The consumption of intoxicating liquor (without prior approval of the Rector or a Churchwarden), or the taking of non-medically prescribed drugs or substances of abuse on the Church’s premises is not permitted.  If you are considered to be under the influence of drink or non-medically prescribed illegal drugs or substances of abuse, you will be suspended from work with pay and will be subject to action under the Disciplinary Procedure, which could include dismissal.



If you have brought any intoxicating liquor or non-medically prescribed illegal drugs or substances of abuse onto the Church’s premises without permission of the Rector or a Churchwarden, you will be subject to action under the Disciplinary Procedure, which could include dismissal.

You are not allowed to gamble, bet or run sweepstakes etc unless you have prior permission of the Rector or a Churchwarden.



You should not place signs, bills or notices on the Church’s notice boards without prior permission of the Rector or a Churchwarden.  In addition, you should not distribute pamphlets or propaganda material and you should not undertake the unauthorised sale of goods.


You must not make collections on the Church’s premises without prior permission of the Rector or a Churchwarden.



The choice of clothing and personal grooming is largely a matter of individual taste.   Therefore employees are expected to dress in a comfortable, but neat and appropriate manner, suitable to the task and occasion. 

You are not permitted to accept or solicit any gifts, money, services or other inducements for personal gain or the gain of family or friends.  The only exception to this is gifts of a trifling nature and value.


Examples of Misconduct and Gross Misconduct


Misconduct
Persistent absenteeism or lateness

Failure to follow absence-reporting procedures

Poor effort or unsatisfactory completion of performance targets

Minor breaches of policies and procedures

Non-serious failure to comply with health, safety, hygiene and welfare 

requirements

Minor disorderly, inappropriate conduct, or insubordination


Gross Misconduct
Failure to comply with a reasonable management instruction

Misuse of property, facilities and equipment

Misuse of the e-mail, Internet or internal mailing facilities

Wilful or excessive waste of the Church’s time or materials

Damage to property, equipment or material caused by carelessness 

Foul or abusive language

Abusive, objectionable or insulting behaviour

Malicious allegations made against colleagues or residents

Any form of serious abuse or malpractice

Incapacity through drinks or drugs

Supplying/possessing and/or taking illegal drugs and/or alcohol on the Church’s premises

Theft of others’ possessions

Fraud, bribery or falsification of records

Physical assault or threats of physical assault

Gross immorality or indecent behaviour

Unlawful discrimination, harassment and bullying

Serious cases of non-compliance with health, safety, hygiene and welfare instructions

Serious breaches of policies or procedures

Refusal to carry out reasonable management instructions or serious 

insubordination

Breaches of confidentiality on any information associated with the Church’s operations and/or residents

Negligence or neglect of duty, which might expose the employer to a serious claim or bring the Church into disrepute

Smoking inside the Church’s premises 

Both lists are only examples and are not intended to be exhaustive.

In the case of gross misconduct you may be summarily dismissed.

2. Disciplinary and Dismissal Procedure

The purpose of the Disciplinary and Dismissal Procedure is to outline a recognised and consistent system to deal with any issues of conduct, capability or other circumstances which may result in a disciplinary warning or dismissal.   

Any disciplinary action taken against you for matters concerning performance, behaviour or absence etc will normally follow the procedure detailed below.   The aim is to ensure consistent and fair treatment for all.   No disciplinary action will be taken until the case has been investigated.  

The Disciplinary and Dismissal Procedure does not form part of your contract of employment for the first year of continuous employment. 

Advance notice, of no less than 24 hours, will be given of any Disciplinary Hearing.

Disciplinary action will not be taken until the case has been carefully investigated.  You must take reasonable steps to attend any meeting.

The outcome will be notified in writing to you and will confirm any action that is required.

The Parochial Church Council reserves the right to use or omit any step in the procedure should it consider it appropriate and also reserves the right to have a flexible yet fair standard of disciplining employees if required, including the right to appeal.  Where you are given the right to appeal and exercise your right to do so, you must inform the Rector in writing within 5 days.
At any stage of the Disciplinary and Dismissal Procedure you may be suspended, on full pay, whilst investigations are carried out.  This does not mean that you have been, or will be found guilty of any particular offence or act of misconduct.

If it is necessary for the employer to take action under the Disciplinary and Dismissal Procedure you will be issued with a written statement setting out the nature of the conduct, capability or other circumstances that may result in a disciplinary warning or dismissal.  You will only be issued with a disciplinary warning or dismissed following a formal disciplinary meeting, at which you will have been given the right to be accompanied by a fellow employee or an accredited trade union official.  You should take all reasonable steps to attend the meeting.  Throughout the Disciplinary and Dismissal Procedure you will be given the opportunity to respond to any complaint before any decision on a disciplinary warning or dismissal is taken.

The employer may commence the Disciplinary and Dismissal Procedure, depending on the circumstances, at any of the following levels:

Verbal warning

A record of the verbal warning will be placed in your personnel file for a period of six months.

Written warning

A written warning will be issued and a copy placed in your personnel file for a period of twelve months.

Final written warning

A final written warning will be issued and a copy placed in your personnel file for a period of twelve months.

Demotion or Suspension without Pay
After FINAL WRITTEN WARNING, if the offence is a serious one involving inability, incapacity, inattention or lack of interest in performing your duties to the level expected, and the level of conduct does not warrant dismissal, you may be demoted or suspended without pay.

Dismissal

Dismissal may be with or without notice depending on the circumstances, and may occur whether or not warnings have been issued.

You will be entitled to appeal against any disciplinary or dismissal decision taken, such appeal being held in accordance with the Appeal Procedure, which is outlined below.
Appeals

You have the right to appeal against any disciplinary/dismissal decision being made by the employer.  Any appeal should be put in writing within 5 days of confirmation of the disciplinary action and submitted to the Rector or, in his / her absence, one of the Churchwardens.  

An Appeal Hearing will be convened within 14 days of receipt of your written Appeal.   You have the right to be accompanied by a fellow employee or Trade Union Representative at the hearing.  The outcome of the appeal will be confirmed by letter.

3. Grievance Procedure

Introduction

The Parochial Church Council acknowledges that during the course of their employment some employees may have concerns, problems or complaints which need addressing.  Sometimes these may constitute themselves as grievances.  If such grievances cannot be resolved informally, then the formal procedure, set out below, must be followed.

The purpose of the procedure is to allow the employer to deal with grievances fairly, consistently, confidentially and speedily. To this end, every endeavour will be made to resolve any grievance within 5 working days, at each stage.

Stage 1

You must set out, in writing, details of your grievance(s) and submit this to your Line Manager.

If you have a grievance of a serious personal nature or it is against an individual who is part of the Grievance Procedure, you should raise it with one of the Churchwardens.  You must be able to demonstrate that you have reasonable grounds for wishing to bypass stages of the procedure in this way.

You will then be invited to a meeting and must take all reasonable steps to attend.   You have the right to be accompanied at this meeting by a colleague who is either a fellow worker or a Trade Union representative.   

The purpose of the meeting is to consider and try to resolve the grievance(s) you have set out in writing.

The outcome of the meeting will be confirmed to you in writing, as will your right of appeal. 

Stage 2

If you are not satisfied with the outcome at Stage 1, you will be given the right to an appeal meeting with a person nominated by the Parochial Church Council who has not previously been involved in the procedure.    You will be expected to take all reasonable steps to attend the appeal meeting and have the same rights to accompaniment as applied at Stage 1.

The purpose of the appeal meeting is to consider and try to resolve the grievance(s) you have set out in writing.

The outcome of the appeal meeting will be confirmed to you in writing.  

Stage 3

In the case of grievances which are still not resolved at Stage 2, you should appeal in writing to the Parochial Church Council, who will nominate a person to hear a further appeal.

An Appeal Hearing will be convened within 14 days of receipt of your written Appeal.   You may be asked to appear to explain your case and have the same rights to accompaniment as applied at Stage 2.

The outcome of the Appeal Hearing will be confirmed to you in writing.  This is the final stage in the procedure.

