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Please note that some of the information in this handbook may not be directly relevant to your Parish. It should therefore be used as a guide, and you may need to make significant adjustments to ensure it aligns with the practices and requirements of your PCC/Parish.
If you have any questions about the content, please contact the People Services team, who will be able to provide appropriate support.
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EMPLOYEE ACKNOWLEDGEMENT

I acknowledge receipt of this Employee Handbook and confirm that I have been informed where the associated policies and procedures can be found. I understand that it is my responsibility to make myself familiar with these documents as required. I understand that this Employee Handbook replaces any and all prior verbal and written communications regarding [PCC of XXXX]ways of working, policies, procedures, practices, appeal processes, and benefits.




Print Name		_____________________________________________


Signed 			_____________________________________________


Date			_____________________________________________







Please return the separate acknowledgement slip to a member of the XXXXX.
Thank you


Welcome
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Welcome to our team and your role in supporting the work of the the Parish and the wider Diocese of Exeter.   Not every organisation has the opportunity to meaningfully and directly impact people in a way that makes their lives tangibly better.  With our vision to ‘Grow in Prayer, Make New Disciples and Serve the People of Devon with Joy,’ we know that by creating a place where incredibly talented individuals are empowered to do their best work, The  PCC of XXXX can realise and achieve its aspirations.   We hope that you will find your role interesting and rewarding.  

It is very much our policy to be open and transparent with all our employees and to this end we have produced this Handbook to help you understand your role and accountabilities, as well as the benefits provided to you and our responsibilities as your employer. 

We confirm our commitment to equality of opportunity in all areas of our work.  All individuals will be treated in a fair and equal manner and in accordance with the law regardless of age, disability, gender reassignment, marriage and civil partnership status, pregnancy and parenting, race, religion or belief, sex and sexual orientation. 

Please read this Handbook carefully and keep it in a safe place.  If you require information and assistance regarding your employment, please consult your manager in the first instance.  You may also consult a member of the XXXXX.

To ensure that you have access to the most up to date information the Handbook and related policies and procedures are also available to be read on XXXX 

Would you kindly complete and return the acknowledgment form in the front of the Handbook to the XXXX 

I wish you a long and happy career with us. 





Name
Chair of PCC

Introduction
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Our most valuable asset as an employer is our employees. Clear structures and boundaries help us maintain professional working relationships, making our workplace more effective and supportive.

This Handbook summarises these structures and boundaries, outlining our values, guiding principles, and ways of working. It is designed to support both new and existing employees, fostering a positive environment built on respect, mutual responsibility, and organisational growth. Additionally, we align our approach with the Five Guiding Principles set out by the House of Bishops of the Church of England. As the apostle Paul said, ‘Let all things be done decently and in order.’

Maintaining this environment is a shared responsibility. Senior managers and managers must lead by example, ensuring employees are familiar with the Handbook and adhere to its principles. Managers must also take action when behaviours do not meet our collective standards. The Diocesan Secretary holds overall responsibility for the Handbook’s policies and procedures, ensuring compliance with legal obligations. Any questions about the Handbook should be directed to your manager.

This Handbook serves as a reference guide for all employees of [PCC of XXXX]. It provides essential information on working conditions, employment benefits, and relevant policies. While it cannot cover every possible scenario, it offers guidance to help employees navigate their roles with confidence and provides clear direction on available support and decision-making processes.

We deeply appreciate the dedication of our employees, many of whom go above and beyond their contractual obligations out of professionalism and vocation. While this is not required, it is highly valued. The continued commitment of our employees enables [PCC of XXXX] to function effectively and deliver high-quality services. Thank you for your dedication.

Your specific terms and conditions of employment are detailed in your Statement of Terms of Employment. No collective agreements are in force for [PCC of XXXX] employees.

For all policies and procedures, any reference to [PCC OF XXXX] adhere to the same standards and guidelines.

This Handbook outlines how we, as employers and employees, should conduct our work. It is divided into four sections:

· Section 1: Our organisational values and the Diocese we serve.
· Section 2: Supplementary details on terms and conditions of employment.
· Section 3: General workplace behaviours, best practices, policies, and procedures.
· Section 4: Additional employment-related information, including policies and procedures accessible via XXXXX.

Appendix A provides a complete list of [PCC OF XXXX] policies and procedures, categorised by relevant groups.

This Handbook does not form part of your employment contract and should be read alongside your Statement of Terms of Employment, which outlines your contractual terms.

Unless stated otherwise in a specific policy, all policies and procedures apply to employees as well as consultants, contractors, trainees, home workers, casual and agency staff, work placement students, trustees, and volunteers.

[PCC OF XXXX] reserves the right to update, amend, or replace this Handbook.

Once you have read and understood this Handbook, please sign the form at the front and return it to the XXXX






























Section 1: Diocese of Exeter - Who We Are 
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Vision and Strategy
Our vision is to “Grow in Prayer, Make New Disciples and Serve the People of Devon with Joy”, via our 120 Mission Communities and the six supporting goals that include a commitment to fostering more vocations, resourcing ministry, encouraging growth, providing training resources, developing online resources and serving and working with the community.

People Values
We have developed our Diocese of Exeter People values which are below, and we work with these regardless of whether we are of Christian faith, another faith, or no faith. 

	Excellence: 
we take pride in doing a good job
	· Understand the needs and expectations of those we serve and support
· Take personal responsibility for solving problems and learn from what we do
· Support what works but be open to and welcome change where it’s needed 
· Work with others to get the best result for those we serve and support

	Respect: 
we treat everyone with dignity
	· Value people for who they are and embrace our differences
· Listen and learn from each other, regardless of who or what we are
· Set clear, realistic and fair expectations
· Recognise achievement and support each other

	Integrity: 
we are trustworthy
	· Do what we have said we will do
· Take accountability for what we do
· Be open and straightforward with ourselves and others
· Celebrate behaviours that support our values and challenge those that don’t



Our training, practices, policies, and procedures are all intended to support behaviors in line with our values and we expect all employees to uphold these. 

Area, People and Community
The Diocese of Exeter is one of 42 dioceses in England and closely matches the boundaries of Devon, including Torbay and Plymouth. It also has links with the Thika Diocese in Kenya and the Cyprus and Gulf Diocese. Led by the Bishop of Exeter and governed by the Diocesan Synod, our diocese is a diverse Christian community worshipping in various settings. A small central team based at the XXXXX in Exeter supports our parishes in areas such as safeguarding, property, and finance.
Devon has a population of approximately 1.2 million, which is steadily rising. However, high housing costs and homelessness remain significant challenges. The government has proposed extensive new housing developments, sparking debate over suitable locations.
Historically, Devon has faced economic disadvantages due to the decline of core industries like fishing, mining, and farming. Agriculture has remained an essential sector since the 19th century, but new industries less dependent on location are emerging. 

Exeter has been home to the Met Office, the UK's national weather service, since 2003, while Plymouth hosts the head office of The Range, the only major national retailer based in Devon. The diocese also has a strong military presence and a growing student population, driven by the expansion of Exeter and Plymouth Universities and South Devon College in Torbay.

Tourism remains a key part of Devon’s economy, contributing around £1.5 billion annually. The county's appeal is bolstered by its national parks, coastline, and heritage sites, with renewed interest in outdoor activities such as camping, surfing, cycling, and sailing.

Income levels vary widely across Devon. While some areas, such as East Devon, Teignbridge, and South Hams, are relatively affluent, others—particularly Torbay, Plymouth, North Devon, Torridge, and West Devon—face greater deprivation. Though overall deprivation has slightly decreased since 2010, around 8.7% of Devon’s population (approximately 65,300 people) still live in the most disadvantaged areas nationally.

The Church in the Community
The Diocese of Exeter consists of four archdeaconries, 491 parishes organised into 122 Mission Communities, and 603 churches—though these numbers may change over time. Much of the Church’s work is carried out locally by Mission Communities and their parishes, supported by diocesan teams. These teams also collaborate with wider networks at local, regional, and national levels for the benefit of both the Church and society.

The diocese embraces the full spectrum of Anglican traditions, fostering healthy dialogue and mutual respect. All traditions contribute fully to diocesan life. We are blessed with around 311 licensed clergy, nearly 66% of whom are stipendiary, supported by 174 Readers.

Church attendance in the diocese is above the national average, with overall numbers showing slight growth. Clergy, authorised lay ministers, and chaplains are actively involved not only with church schools but also with county and independent schools. Many parishes engage with their communities beyond worship, offering practical support through initiatives such as Christians Against Poverty (CAP) Centres, Street Angels/Pastors, Food Banks, and furniture recycling projects for families in need.

Bishops and Diocesan Synod
The Diocese of Exeter is led by The Bishop of Exeter, supported by two Suffragan Bishops. The Bishop’s Staff includes the Bishop’s Chaplain, four Archdeacons, the Dean of Exeter Cathedral, the Diocesan Secretary, and the Bishop’s Adviser for Women in Ministry and Director of People Services

The Diocesan Synod functions as the ‘parliament’ of the diocese, assisting the Bishops and their staff in supporting diocesan work. With most of its members elected, the Synod ensures democratic representation and accountability across the diocese.

Bishop’s Council
The Bishop’s Council serves as the executive board of the Diocesan Synod, ensuring that Synod’s decisions are implemented between full meetings. The majority of its members are elected.

Board of Finance
The Exeter Diocesan Board of Finance (EDBF) serves as the financial executive of the diocese, overseeing budgeting, stipends, parish share collection, salaried employment, clergy housing, and diocesan assets. Members of the Bishop’s Council act as the Board’s Directors. Incorporated in 1922 as a company limited by guarantee, the EDBF operates under its Memorandum and Articles of Association and is registered with the Charity Commission.

The EDBF’s responsibilities include:
· Managing diocesan funds and property.
· Preparing annual expenditure estimates.
· Advising on income generation to support diocesan finances.
· Overseeing expenditure by bodies receiving Diocesan Synod funds.
· Providing financial guidance on Synod policy and other matters.
· Acting as the employer for salaried diocesan staff.
· Maintaining financial records for diocesan bodies and trusts.
· Offering financial advice to Parochial Church Council (PCC) members through the Finance Team.

Diocesan Teams 
[PCC of XXXX]([PCC OF XXXX]) employs around 60 lay and ordained staff, whose work aligns with the diocesan vision and strategy:
"Grow in Prayer, Make New Disciples, and Serve the People of Devon with Joy."

For more information, visit www.exeter.anglican.org.



Section 2: Supplementary Terms and Conditions of Employment
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This section contains further details to supplement the conditions of your employment and should be read in conjunction with your Statement of Terms of Employment and your role description. This is the basis of the working relationship between you and [PCC of XXXX]([PCC OF XXXX]).  If you have any queries about any aspect of your employment with us, please consult your manager or a member of the XXXXX.

1. Employee and Employer Legal Obligations and Responsibilities
This section provides additional details to supplement your employment terms. It should be read alongside your Statement of Terms of Employment and role description, which form the foundation of your working relationship with [PCC of XXXX]([PCC OF XXXX]). If you have any questions about your employment, please speak with your manager or a member of the XXXXX.

Confidentiality
You must respect the confidentiality of any information you access while working for [PCC OF XXXX]. You must not disclose any details to external parties unless required for your work. This duty continues even after your employment ends. Breaching confidentiality may result in dismissal for gross misconduct. Any work you produce on behalf of [PCC OF XXXX] remains its property and must be returned to an authorised person when your employment ends.

Data Protection
Under the General Data Protection Regulation (GDPR) and the Data Protection Act 2018 (DPA 2018), [PCC OF XXXX] holds and processes employee information, both electronically and in manual records. This data is used for essential purposes such as payroll, emergency contact, and organisational planning. We take all reasonable steps to keep your data secure, accurate, and relevant. For more details, refer to the Data Protection Policy  or contact XXXX

Intellectual Property
During your employment, you may access or develop intellectual property or confidential information. You must:
· Keep all such information confidential and not use it for personal purposes.
· Return any related materials (notes, files, records, or digital data) to [PCC OF XXXX] upon request or when your employment ends.
· Not use or work on any material, programmes, or data from your time at [PCC OF XXXX] for another employer or personal projects without prior written permission.

Other Work and Declarations of Interest
You must seek managerial approval before engaging in any additional professional or commercial work. Permission will not be unreasonably withheld if there is no conflict of interest and your performance at [PCC OF XXXX] is unaffected.

Under the Working Time Regulations, you should not exceed 48 working hours per week, so any extra work must be considered within this limit.

Certain roles require an annual Declaration of Interest, as managed by the Finance Team, in line with the Declaration of Interest Policy.

2. Employee Role and Working Hours
Your Role
You are employed by [PCC OF XXXX]. Your job title (as stated in your offer letter) provides a general guide to your duties. A role description will also be provided. If you need more details, speak to your manager.

Your Statement of Terms of Employment outlines your place of work and start date. Keep a copy for reference. You may occasionally be asked to perform tasks outside your usual duties when necessary.

Place of Work
Your normal place of work depends on your role but is usually at [PCC OF XXXX] offices. We may require you to work at a different location within a reasonable distance, as stated in your Statement of Terms of Employment.

Local Working Arrangements
Certain roles require local working arrangements to be agreed between you and your manager to meet team and organisational needs. Where these affect the application of policies in this Handbook, approval from the Head of Department or Diocesan Secretary may be needed to ensure consistency and fairness.

Working Hours
Full-Time Employees
The standard working week is 36.25 hours, typically 7.25 hours per day between 08:00 and 18:00. Your exact start and finish times will be agreed with your manager based on your role and team’s needs.

Some roles may require work outside these hours. In such cases, flexible start and finish times may be arranged with your manager. Full-time employees may be required to attend meetings between 09:15 and 17:30.

Any regular work pattern outside the standard hours must be approved by your Head of Department, the XXXXX, and the Diocesan Secretary to ensure fairness and consistency.

All full-time employees must take an unpaid lunch break of at least 30 minutes (up to 2 hours), recorded on XXXXX.

You may need to work additional hours when required, without extra pay. In such cases, you may take Time Off in Lieu (TOIL) as per our TOIL Policy, when agreed in advance with your manager.

Part-Time Employees
Part-time hours are specified in your Statement of Terms of Employment and agreed with your manager based on operational needs and fairness.

Part-time employees may claim pre-agreed TOIL, but must also use discretion in managing their hours. We may request occasional flexibility, but you have the right to refuse working outside your agreed pattern.

Overtime and TOIL
Overtime
Overtime refers to hours worked voluntarily beyond your contracted hours. [PCC OF XXXX] does not pay overtime, except in exceptional circumstances and only when agreed with your manager and Finance Team. Examples include:
· Answering emails outside working hours.
· Staying late to finish a task.

These do not qualify for TOIL.

Time Off in Lieu (TOIL)
TOIL allows employees to reclaim pre-agreed extra hours worked during busy periods by taking time off later. It is a one hour for one hour arrangement.
Key TOIL principles:
· TOIL must be pre-agreed with your manager or Head of Department.
· TOIL is not an automatic right—it must be linked to a specific business need.
· [PCC OF XXXX] does not operate a flexitime scheme.
· If you regularly work extra hours without prior agreement, this is considered a voluntary choice and TOIL cannot be claimed.
· TOIL claims must be logged on XXXXX with details of the work done.

Claiming TOIL:
· If required to work early mornings, evenings, weekends, or non-working days, TOIL may be granted.
· Weekend work and travel to meetings/events can also qualify for TOIL if agreed in advance.
· TOIL is not guaranteed and may be refused if it does not meet business needs.

Annual TOIL Limits:
· TOIL must be used within the same calendar year (1st January – 31st December).
· Up to one working week (36.25 hours, pro-rata for part-time staff) may be carried over to the next year with manager approval, but must be used by 31st March.
· Unused TOIL beyond this will be lost, except in exceptional cases approved by the Diocesan Secretary.

For permanent changes to working hours, refer to our Flexible Working Policy.

3. Pay and Benefits
Basic Pay
Your basic pay is agreed when you are offered the role, alongside your working hours, and is stated in your Statement of Terms of Employment. From this gross amount, deductions are made for PAYE, National Insurance, and other authorised deductions.

Salaries are reviewed annually on 1st July, but there is no automatic salary increase. In November or December, the Diocesan Secretary and Standing Committee of [PCC OF XXXX] will review salaries to address any inconsistencies. Exceptional performance or extra work may result in one-off payments.

Please note, there is no contractual obligation for [PCC OF XXXX] to provide an annual pay rise or bonus.

Payment
Salaries are paid monthly in arrears, typically on or around the 26th of each month. Salaries are expressed as annual figures, divided into twelve equal payments, showing both the gross and net amount of pay, as well as statutory and other deductions. Payments are made directly to your bank or building society account.

When calculating salary for partial periods (e.g., unpaid leave, changes to employment duration), the annual salary will be divided by the number of weeks involved.

At Christmas, the pay date will usually be the second-to-last working day before Christmas Day. However, Payroll may vary this if operational needs require it. 

Employees on short-term or temporary contracts will also be paid monthly.

For full-time and part-time permanent employees, daily hours worked are recorded in XXXXX. Employees on short-term contracts with fixed hours are typically not added to XXXXX.

New employees may be granted a salary advance if they miss the regular monthly pay run.

Overtime and Compensatory Time
There is no extra salary for overtime. However, if you are required to work outside your contracted hours, you can agree with your manager to take Time Off in Lieu (TOIL) as compensatory leave, according to the TOIL Policy in XXXXX.

If you have any questions regarding your salary or salary structure, contact the XXXXX. For any discrepancies in your pay, please reach out to Payroll immediately.


Deductions From Pay
We are required by law to make certain statutory deductions, such as tax and National Insurance contributions. Your tax code determines your tax-free allowance, with any additional income taxed under PAYE (Pay As You Earn). If you need details for your HMRC account, please contact Payroll.

If you don’t have a P45 when joining, you will be taxed at the emergency tax rate. If this results in overpayment, you may need to claim back from HMRC. If you don’t have a P45, you must complete a Starter Form.

A P60 statement showing your earnings for the last tax year will be issued by 31st May each year and should be kept safely. If you have any benefits (e.g., employee loans), a P11D statement will be issued by 6th July.

Pension Scheme
By law, we must operate a pension scheme for qualifying employees. You will be automatically enrolled into the Pension Builder Classic scheme, arranged by the Church of England Pensions Board. This is a non-contributory pension scheme.
We will contribute 15% of your salary, which is divided as follows:
· 14.5% into the pension scheme
· 0.5% into a life assurance policy

You can contribute up to 3% of your salary, and we will match this with an additional 3% contribution. If you contribute more than 3%, we will still limit our contribution to 3%.

Details of the scheme are outlined in your Statement of Terms of Employment. For more information, visit the Church of England Pensions Board website: Pension Builder Classic.

Self-Assessment
You may be required to complete a self-assessment tax return at the end of the tax year. If so, Payroll can provide the necessary details, including your salary, deductions, and benefits. Keep your monthly payment slips and P60 for reference. If you require a P11D (showing non-salary benefits), contact the Finance Team.

Trade Union Membership
You have the right to be a member of a Professional Association or Trade Union, or to choose not to join.

Voluntary Deductions
We may deduct money from your pay for amounts you owe to us. All voluntary deductions must be authorised in writing by you.

If there is an overpayment of salary due to clerical or data entry errors, it will be recovered under the Wages Act 1986 and Employment Rights Act 1996. You will be notified of the overpayment in writing, and recovery will generally be spread over the same period the overpayment occurred. If the overpayment is substantial, the Payroll Manager will contact you to discuss repayment terms.

4. Induction
You will receive an induction to help you settle into your new role. This will cover your responsibilities, working practices, and relevant policies. Your manager will use an induction checklist to guide you, and additional departmental-specific induction will be provided with support and training to ensure you understand and can perform your role competently.
On your first day, you will receive an Induction Pack and undergo training on workplace practices, such as Data Protection, Manual Handling, Display Screen Equipment Safety, and Health and Safety. Most policies are available on XXXXX, or you can get them from the XXXXX.

Probationary Period
Your probationary period will be outlined in both your offer letter and Statement of Terms of Employment. This period gives you a chance to become familiar with your job, and for managers to clarify expectations and set standards.
The length of your probationary period depends on your type of contract:
· Permanent employees:  3 months
· Fixed term :  3 months
· Temporary contracts (up to 3 months): No probation period

During the 3-month probationary period, managers will assess your performance and conduct at the first and second month. If there are concerns regarding attendance, conduct, or performance, the probation period may be extended by up to 1 month. If you are absent for more than a week during this time, your probation period will be extended accordingly.

If your probation is unsuccessful, your employment may be terminated. You can appeal the decision.

Termination and Notice Period
After successfully completing your probation, either you or the employer must give written notice to end the employment. The length of notice depends on your length of service:
· Less than 4 years of continuous employment: 1 month’s notice
· 4 or more years of continuous employment: 1 week’s additional notice for each completed year of service, up to a maximum of 12 weeks.

For some key operational roles, the Statement of Terms of Employment may specify 2 to 3 months’ notice due to the critical nature of the role. If you resign, notify your manager and the Director of People and Safeguarding in writing.

For employees on short fixed-term contracts, the required notice period is 2 weeks from either side.

The employer may give payment in lieu of notice (PILON) at its discretion. However, if the termination is due to gross misconduct, no PILON will be provided.

Garden Leave
Garden leave means that during your notice period, the employer may restrict you from attending the workplace or having contact with clients. While on garden leave, you must continue to fulfil your duties of fidelity and good faith, and comply with your contract’s terms.

After notice has been given, or if you resign without proper notice and [PCC OF XXXX] does not accept your resignation, the employer may place you on garden leave on full salary and contractual benefits. Any unused holiday entitlement will be considered taken during garden leave.

During garden leave, the employer may:
· Announce your departure if appropriate
· Restrict your access to [PCC OF XXXX] premises and communications systems
· Assign alternative duties, if necessary
· Suspend or limit your access to [PCC OF XXXX]’s IT systems (email, phone, voicemail, etc.)

References
When a future employer requests a reference, your manager should contact the XXXXX to handle the request properly.

If a personal reference is required for a colleague for purposes unrelated to [PCC OF XXXX] activities, prior approval must be sought from the XXXXX. These references should not be on [PCC OF XXXX] letterhead, using work email or [PCC OF XXXX] credentials.

For official references (e.g., for a letting agency), contact the XXXXX, who will issue the reference.

5. Holidays
Requesting and Recording Holiday
Holidays should be requested and recorded via the XXXXX system. Always get prior approval from your manager for your holiday dates and provide as much notice as possible. While your manager will consider your requests, holiday approval is not automatic, and we reserve the right to refuse requests. If prior approval is not obtained, we will not be liable for cancellation costs.

Holidays must be taken at a time that is convenient for [PCC OF XXXX], and you may not take more than three weeks in one block. Please follow departmental requirements when requesting leave. Although we will try to accommodate requests, in exceptional circumstances, some may be refused. The minimum notice for holiday requests is one week (5 working days), but approval at shorter notice is at your manager’s discretion.

Entitlement
When you start working at [PCC OF XXXX], full-time employees are entitled to 25 days (181.25 hours) of holiday per calendar year, plus eight public holidays. This increased allowance began on 1st January 2020. The public holidays are: Christmas Day, Boxing Day, New Year’s Day, Good Friday, Easter Monday, May Day, Whit Monday, and August Bank Holiday. This is equivalent to 6.6 weeks of holiday, and part-time employees’ leave will be calculated pro-rata.
Your holiday entitlement is accrued monthly. In your first year, holiday can only be taken once it has been accrued, unless approved by the Diocesan Secretary. Special terms may apply to some individuals, which will have been communicated to you.
Part-time employees receive holiday pro-rata based on contracted hours, including pro-rata holiday for bank holidays. If a bank holiday falls on a day you would normally work, you should deduct the hours you would have worked from your annual leave entitlement.

Holiday entitlement should normally be used within the calendar year (1st January to 31st December). We encourage you to take all your leave during the year for your wellbeing. However, with manager approval, you can carry over annual leave in excess of statutory entitlement to a maximum of 36.25 hours (or equivalent for part-time employees). This must be used by 31st March the following year; otherwise, it will be lost. Carrying over more than 36.25 hours requires special approval from the Diocesan Secretary.

Statutory entitlement includes the eight UK bank holidays, meaning full-time employees are entitled to 28 days’ holiday in total.

We will also consider requests for additional national public holidays as nominated by the government.

Christmas and New Year Period
The Diocesan offices are typically closed from 12:30 pm on Christmas Eve to New Year’s Day. Employees are given extra leave for this period, known as privilege days, which are in addition to your regular holiday entitlement. These extra days are given to ensure the office closure during non-public holidays over Christmas and New Year.

The number and specific days granted will depend on when Christmas and New Year fall in the week. If the office is closed on non-public holidays and an employee would not normally work, hours cannot be carried forward or taken at a different time. If you choose to work during this period (e.g., from home), the hours worked cannot be carried over either.

Maundy Thursday
Full-time employees may take an additional half-day holiday on Maundy Thursday. Part-time employees are entitled to a pro-rata amount.

Leaving [PCC OF XXXX] Employment
If you leave [PCC OF XXXX] during the calendar year, you will receive a proportionate amount of holiday based on your start or leaving date. However, if you take more holiday than you are entitled to based on your length of service, you will need to refund the excess. This will be deducted from your final salary.

Special Leave for Public Duties
We understand that you may need to take time off for public duties, such as Jury Service. We will allow reasonable special leave for this purpose. It is important to understand your responsibilities in relation to the law and our policy, which can be found in the Special Leave Policy on XXXXX.
Some employees who hold certain public positions are entitled by law to reasonable unpaid special leave to carry out their duties. While you do not have the right to unlimited leave, we will consider requests on a case-by-case basis, balancing the needs of your public duties and the requirements of [PCC OF XXXX].

If you hold a public position, you must notify your manager as soon as possible.

6. Sickness Absence
Reporting Sickness
If you are unable to come to work due to illness or injury, you must inform your manager on the first day of your absence, as early as possible and no later than 30 minutes after your usual start time. You should speak directly to your manager, rather than leaving a voicemail or text message. If your manager is unavailable, contact a member of the XXXXX, who will inform your manager.

After any absence, you must complete a self-certification form (available from your manager) and return it to them. If your sickness or injury lasts more than seven consecutive days, you must provide a doctor's certificate stating the reason for your absence. Additional certificates must be provided if the absence continues beyond the original certificate’s duration.

If you fail to report to work as expected, your manager will try to contact you to find out the reason for your unplanned absence.

Sick Pay
If you are absent due to sickness or injury and have been employed for two or more years, you are entitled to the following sick pay:
· Full salary for the first 26 weeks.
· Half salary for the next 26 weeks.
· After this, sick pay (if any) will be determined at the discretion of [PCC OF XXXX] following a review.

For employees with less than two years of service, sick pay will be determined by the Diocesan Secretary in consultation with the Head of Department, but will usually not exceed 13 weeks (or 65 working days for full-time employees, pro-rata for part-time employees) in any 52-week period. The sick year for calculation starts from your first period of absence in any 52-week period.

Any sick pay you receive will include statutory sick pay where applicable.
For more details, please refer to the Sickness Absence Policy on XXXXX.


Section 3: Workplace Practices, Policies and Procedures
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This section outlines [PCC OF XXXX]'s general workplace practices, policies, and procedures, setting the framework for how we work together. It covers our responsibilities as an employer to provide a safe, functional, and pleasant working environment, details employee benefits, and outlines our expectations for day-to-day behaviour. It also describes steps for implementing these practices and policies. Where additional policy information is available, you will be directed to the full policy on XXXXX, and we encourage you to familiarise yourself with it.

These practices, policies, and procedures are not part of your contract of employment, and therefore, changes may be made by [PCC OF XXXX] without individual employee consent. However, you are expected to comply with them, and failure to do so without good reason may result in disciplinary action, as outlined in Section 4.

1. Standards and Working Practices
Code of Conduct
· On a daily basis, you are expected to:
· Arrive on time, fit, and ready to work.
· Focus on your role during working hours.
· Perform your duties diligently.
· Treat company property with care.
· Follow workplace rules and legal requirements.
· Be respectful and courteous to everyone you interact with.
· Maintain a neat and professional appearance.
· Avoid actions that could damage [PCC OF XXXX]’s reputation.
· Use [PCC OF XXXX] equipment and resources only for relevant work, unless otherwise agreed.
· Comply with any reasonable requests made of you.

Communications and Engagement
We aim to create an open, transparent working environment where everyone is informed and engaged. Your manager is your primary source of information about your role and the organisation. They are there to answer questions, provide information, and listen to your suggestions. For more information on communication channels, including our Employee Forum, please contact the XXXXX.

Diocesan Communication Standards
You must adhere to diocesan branding and style guidelines, which are essential for maintaining consistency and recognition. This includes proper use of logos, templates, and email signatures, as detailed in the XXXXX’s Style Guide.

If you are away from the office for more than one working day, you must use an ‘Out of Office’ message on your email, indicating your absence and providing an alternative contact if necessary. Further details can be found in the Electronic Information & Communications Systems Policy on XXXXX.

Disability
We are committed to offering equal opportunities to employees with disabilities and those who are HIV positive, providing reasonable adjustments where needed. For further information, please refer to our Equality and Diversity Policy on XXXXX.

Dress Code, Personal Appearance and Hygiene
We encourage a professional standard of dress and appearance at work, promoting a positive image while respecting individual needs for religious, racial, or gender-specific clothing. The dress code also considers health and safety requirements. For more detailed guidelines, please refer to the Dress Code Policy on XXXXX.

Email, Internet and Social Media
As the use of email, the internet, and social media becomes integral to communication, we have developed guidelines for their use. You are expected to familiarise yourself with the Electronic Information & Communications Systems Policy, which covers:
· Equipment security & passwords
· Systems & data security
· Email etiquette
· Internet use
· Personal use
· Monitoring usage
· Inappropriate use

While social media provides valuable communication opportunities, it can also pose risks to confidentiality and reputation. Please adhere to our Social Media Policy, available on XXXXX, to avoid these risks.

Artificial Intelligence (AI) 
For more information on the responsible use of artificial intelligence (AI) within our organisation, please refer to our AI Policy. This policy outlines the guidelines, ethical considerations, and best practices for using AI tools and technologies in the workplace, ensuring that they are used safely, effectively, and in compliance with relevant regulations. You can find the full AI Policy on XXXXX.

Net Zero and Eco Diocese
We are committed to reducing our carbon emissions by 90% by 2030 as part of the Church of England’s Net Zero goals. We encourage you to reduce energy consumption, minimise car use for business travel, and use our recycling and composting facilities. Please refer to the Creation Care Policy for further details.



Employee’s Property
We are not liable for loss or damage to personal property on [PCC OF XXXX] premises, although any incidents will be investigated. If you bring personal tools or equipment to work, they must meet relevant Health and Safety standards. Personal vehicles and cycles must be parked in authorised areas at your own risk.

Housekeeping
To ensure safety and cleanliness, all work areas must remain tidy. Please keep offices and corridors clear of obstructions, and store combustible materials away from heat sources. Dispose of rubbish promptly to reduce fire risks. For cleaning concerns, contact the Operations Manager.

The kitchen facilities are available for all employees, and everyone is expected to keep them clean. Please ensure dirty crockery is washed or placed in the dishwasher promptly. Beverages are provided free of charge during work hours.

Insurance
Our insurance covers public liability, employer’s liability, and damage to [PCC OF XXXX] property. However, we are not responsible for the loss or damage of personal property. Cash and valuables should not be left unattended on the premises.

Mail
Private mail may not be sent at [PCC OF XXXX]’s expense unless a formal re-charge arrangement has been made. You must not send chain letters by post, email, or text, as they can be distressing and go against [PCC OF XXXX]’s ethos.

Mobile Phone Etiquette and Personal Phone Calls
We ask that personal mobile phones be kept in a safe place and used minimally during work hours. If you need to make personal calls, please ensure they are brief and do not disrupt your work. Personal calls made using the office phone should be kept short to minimise costs. Any personal use of [PCC OF XXXX] mobile phones should be minimal, and any costs must be reimbursed to [PCC OF XXXX]. Please refer to the Mobile Phone Policy on XXXXX for further details.

Personal Records
To ensure smooth administration of your employment and provide emergency contact details, please provide and update your home address, phone number, next of kin, and emergency contacts. All requests for personal information should be directed to the Data Protection Team at XXXXX Further details can be found in the Data Protection Policy on XXXXX.

Statements to the Media
If you receive a media inquiry, direct it to the Director of Communications and Engagement. Employees should not make statements or comments to the media directly.

Use of Computer Equipment
Only authorised employees may use [PCC OF XXXX]’s computer equipment, and all software must be approved for business use. Unauthorised access or software use will result in disciplinary action. Please refer to the Electronic Information & Communications Systems Policy for further details.

Wellbeing
Your wellbeing is important to us. If you face any personal or work-related issues, please approach your manager or the XXXXX for support. [PCC OF XXXX] offers confidential counselling through the Churches’ Ministerial Counselling Service (CMCS). For details, refer to the CMCS leaflet on XXXXX.

Work Level Accountability Framework
We recognise the diverse range of contributions our employees make, affecting communities across Devon. The Work Levels Framework helps us understand the scope, complexity, and impact of your roles. For further details, please refer to XXXXX.

2. Other Employee Benefits
Childcare Costs
Childcare costs can be a significant factor when considering work-life balance. As childcare vouchers are no longer available to new applicants, the government’s Tax-Free Childcare scheme offers financial support. Eligible parents can receive up to £2,000 per child, per year (or £4,000 for two children), to help with childcare costs. This initiative can assist with returning to work, working additional hours, and supporting [PCC OF XXXX]’s employee retention. For more information, visit www.childcarechoices.gov.uk/tfc2.

Cycle to Work Scheme
If you’d like to cycle to work, you can take advantage of the UK Government’s Cycle to Work Scheme. This allows you to purchase a bike and equipment tax-free through a loan, which is repaid over 12 months. For more details on how to apply, please contact the Operations Manager.

Employee Car Loans
A car loan scheme is available for employees who require a car for commuting or work purposes. Full terms, conditions, and eligibility criteria can be obtained from the Finance Team.

Eye Tests
If you regularly use display screen equipment, you are entitled to a free eye test every two years. If you require more frequent testing due to a diagnosed medical condition, please let us know. To claim, take your expenses form and VAT receipt to the optician, have it signed, and submit it to the Finance Team. For full details, see the Eye Test Policy on XXXXX.

ePayslips
We provide ePayslips for easy access to your payslip information, available 24/7. [PCC OF XXXX] is working on the implementation timeline for this system and will update employees accordingly.

Garden
The XXXXX garden (excluding the area beyond the Great Hall) is available for your use. Please be considerate of others and avoid causing disruption. Smoking (including e-cigarettes) is prohibited across the grounds, including the garden.

Parking
Parking spaces at XXXXX  premises are available on a first-come, first-served basis. We do not accept responsibility for vehicles parked on site. We kindly ask that parking spaces not be used during the week unless you are working at the XXXXX or Gatehouse. You are welcome to use the spaces in the evenings or weekends, provided they do not conflict with events at [PCC OF XXXX] or the Cathedral. We encourage the use of public transport, walking, or cycling when possible. For further details, refer to the XXXXX.

3. Health & Safety
For further details, please refer to the Employee Health & Safety Policy and Handbook. As your employer, we are committed to maintaining high health and safety standards at work. In line with this policy, we will, as far as reasonably practicable:
· Provide and maintain a safe office and systems of work, free from risks to health.
· Provide the necessary information, instruction, training, and supervision to ensure your health and safety at work.
· Ensure our workplaces are safe, healthy, and have adequate facilities for your welfare.
· Maintain safe access and egress to and from the workplace.

Responsibility for Health & Safety
The Operations Manager is responsible for implementing this policy, while the Diocesan Secretary has overall responsibility. They will regularly consult with Department Heads to ensure we work together to promote health and safety and monitor the effectiveness of our measures.

Employee Responsibilities
We ask for your cooperation in implementing this policy. Specifically, while at work, you are required to:
· Familiarise yourself with regulations on fire safety, health, safety, and First Aid, including the names of First Aid officers.
· Take reasonable care of your own health and safety, and that of others who may be affected by your actions.
· Cooperate with [PCC OF XXXX] in complying with health and safety duties imposed by legislation.
· Use provided health and safety equipment properly and avoid interfering with or misusing it.
· Report any accidents or injuries immediately to the Operations Manager.
· Assist in accident investigations to help prevent recurrence.
· Report hazards, defects, or unsafe working practices to the Operations Manager.

Accidents at Work
In the event of an accident, no matter how minor, you must report it to a First Aider if possible. Record the details in the Accident Book. For significant injuries, seek medical treatment and report the incident upon your return. If you witness a serious accident, inform an Appointed Person immediately. If they are unavailable, notify the Operations Manager.

First Aid Boxes are located in XXXXX and in prominent areas throughout the XXXXX. Familiarise yourself with their locations and the names of First Aiders posted on the Notice Board.

Report all accidents and dangerous occurrences to the person in charge as soon as practicable, and notify your line manager of any incident resulting in damage to property.

You can submit accident reports to XXXx or give them to the XXXX . A copy of the accident form is available on XXXXX. For more details, please refer to the full Health and Safety Handbook.

Alcohol and Substance Abuse
Employees are prohibited from drinking alcohol in the workplace or during [PCC OF XXXX] business, except for approved social events. Please familiarise yourself with the Alcohol and Substance Abuse Policy on XXXXX. Employees with alcohol or drug issues are encouraged to seek professional help.

Being under the influence of alcohol or drugs (excluding prescribed or over-the-counter medications) at work may be considered gross misconduct, leading to suspension or dismissal.

Contact with Infectious Diseases
If advised by your doctor not to attend work due to exposure to an infectious disease, please inform the XXXXX, who will contact your Head of Department. This absence will be treated as special leave with pay. If you have been in contact with diseases such as scarlet fever, measles, or chicken pox, follow your GP’s advice regarding absence.

If your work brings you into close contact with children or nursing mothers, consult your doctor if you are concerned about the risk of infection.
Lone Working
[PCC OF XXXX] is responsible for the health, safety, and welfare of employees who work alone. We assess and manage risks associated with lone working as per legislation and good practice. Lone workers include homeworkers, employees working alone in the office, and those attending meetings where they may be alone with the public or other professionals. For more details, refer to the Lone Working Policy on XXXXX.

Smoking
In compliance with legislation, smoking is prohibited in all areas of the XXXXX building, grounds, and garden, including e-cigarettes. This policy helps protect everyone from the health risks of passive smoking and reduces fire hazards.

4. Security
Safeguarding Property
It is your responsibility to take reasonable precautions to safeguard your personal property. [PCC OF XXXX] does not provide insurance for personal items and does not accept liability for any personal property that is lost, stolen, or damaged on the premises.

Security of Premises
If you are a key-holder for any of our premises, you must ensure that keys are kept secure at all times. Keys must not be copied or used by any unauthorised person. If keys are lost or stolen, inform the Diocesan Secretary, Operations Manager, and/or the Director of People and Safeguarding immediately. Failure to comply with these requirements may result in disciplinary action.

The last person to leave the building each day should ensure that all windows and doors are locked, electrical equipment (as appropriate) is switched off, alarm systems are activated, and the building is secured. If you notice any person acting suspiciously on the premises, immediately inform your manager, the Diocesan Secretary, the Operations Manager, or the Director of People Services.

Suspicious Objects
If you come across an article or package that appears suspicious or whose contents are uncertain, notify the Operations Manager or Receptionist immediately. If neither is available, contact the Police. Under no circumstances should you handle or tamper with the item.

Identification Passes
All employees are issued with a personalised ID card, which should be worn at all times. You are required to challenge unauthorised individuals or report them immediately. On your last day of employment, please return your ID pass to the XXXXX. For further details, refer to the ID Cards Policy on XXXXX.

5. Absence From Work
Absence Meeting
An absence meeting is conducted to understand any underlying issues affecting your attendance, set expectations, and outline possible consequences for future absences. It may involve agreeing on targets and monitoring progress. You will be asked to attend if:
· You’ve had four periods of absence in a rolling year (length of absence not a factor).
· A self-certification or doctor’s fit note indicates your work has contributed to your absence.
· You’ve been absent for two weeks or more.
· There are concerns regarding your health and wellbeing.
Please contact the XXXXX if you wish to discuss your health or wellbeing. Additionally, your manager will have a brief check-in upon your return.

Bereavement Leave
Bereavement leave is available to help you cope with the death of an immediate family member, manage arrangements, and attend the funeral.
· Entitlement: Up to six paid days per year for the death of a spouse, partner, child, parent, or other close family members (discretionary for other relatives or close friends).
· Requesting Leave: Contact your manager as soon as possible if you can’t request leave in advance.
If more time is needed, you may take sickness absence, annual leave, or unpaid leave.

Compassionate Leave
Compassionate leave assists in managing arrangements or supporting a close relative who is critically ill.
· Entitlement: Up to six paid days per year for a spouse, child, parent, or other close family members (discretionary for other relatives or close friends).
· Requesting Leave: If possible, make a request to your manager in advance. If not, contact them as soon as possible.
If additional leave is needed, you may take annual or unpaid leave.

Leave Without Pay
If you wish to take time off without pay, discuss it with your manager and submit a formal proposal to the XXXXX. This may be granted at the discretion of the Board.

Medical Appointments
Where possible, schedule appointments outside working hours. If that isn’t feasible, notify your manager at least 24 hours in advance and agree on how the time will be made up. This doesn’t typically apply to part-time employees.
For hospital appointments that can’t be scheduled outside working hours, discuss them with your manager.

Non-Attendance
If you fail to arrive at work, your manager will attempt to contact you to understand the reason for your absence and ensure your safety.

Planned Absence
If you have a serious medical condition requiring ongoing treatment, the XXXXX and your manager will work with you to manage absences sensitively, including reasonable adjustments to your working hours.

Unauthorised Absence
Unauthorised absence will be addressed under the Disciplinary Procedure. Absence not reported according to the procedure will be considered unauthorised.

Unforeseen Absence
If you need to leave work during working hours, seek approval from your manager. In case of personal circumstances preventing attendance, follow the sickness absence reporting procedure and inform your manager promptly.

6. Expenses
Reimbursement of Expenses
[PCC OF XXXX] will reimburse all reasonable expenses incurred while carrying out your official duties. For details on eligible expenses and the procedure for making claims, please refer to the full Expenses Policy available on XXXXX.

To claim expenses, you must complete and sign an expense claim form, which is available from the Finance Department or on XXXXX. Claims must be authorised by your manager before submission to the Finance Department, and supporting documentation (e.g., receipts, itemised statements) must be included. Claims should be submitted monthly, and at the end of the financial year, ensure any expenses for that year are submitted promptly.

Travel Expenses
Business mileage (by car or cycle) is reimbursed at a regularly reviewed rate. If you use your personal car for work, your insurance must cover business use, and you must provide proof. Long journeys should ideally be undertaken by public transport.

Relocation Assistance
[PCC OF XXXX] offers relocation assistance to employees who need to relocate for work. Please refer to the relocation policy for details on the assistance available.

Miscellaneous Expenses
Expenses for stationery, training, and development should be coordinated with the Office Manager, and [PCC OF XXXX] will typically cover these costs directly.

7. Travel
Sustainable Travel
As part of our commitment to Net Zero, we encourage employees to consider alternatives to driving a petrol/diesel car for business-related travel. Options such as public transport, lift sharing, renting an electric vehicle from Co-Cars, or cycling/walking should be considered where possible. Further details on the sustainable travel hierarchy are available in the Travel Policy.

Car Policy for Essential Car Users
If you need to use your own car for [PCC OF XXXX] business, you must obtain prior approval from your manager. It is your responsibility to ensure the vehicle is roadworthy, appropriately insured for business use, and has a valid MOT and driving licence.
[PCC OF XXXX] may request a copy of your driving licence, MOT certificate, road tax, and insurance for your personnel file. Failure to provide this may result in disciplinary action. In case of an accident during work-related travel, we may cover the excess of your insurance, subject to confirmation from our insurer. However, you must claim the cost of repairs on your own personal insurance, which should cover business use.

Travel expenses incurred for [PCC OF XXXX] duties in your own vehicle will be reimbursed based on the number of miles travelled. For more details, refer to the Vehicle and Expenses Policies available on XXXXX.

Mobile Phones in Vehicles
Please refer to the Mobile Phone Policy on using mobile phones in vehicles, applicable to both company and privately owned vehicles. This policy can be found on XXXXX.

Travel Disruption
In the event of severe travel disruption (e.g., adverse weather, strikes, or national emergencies), the Diocesan Secretary will inform employees about leaving work early and whether the XXXXX building should close. You are expected to make reasonable efforts to attend work unless unfit to do so. In such cases, working from home may be considered, with prior approval from your manager and Head of Department.
If your work cannot be done remotely and you are unable to attend work, each case will be managed individually.

8. Employee Development
Performance and Development Reviews (PDRs)
We conduct annual Performance and Development Reviews (PDRs) for all employees to discuss performance, set achievable goals, and provide necessary support and training. New employees will also have performance reviews at the end of their third and fifth months during their probation period. More details are available on XXXXX.

Promotion
Vacancies are advertised internally, and employees are encouraged to apply. For roles with significant development opportunities, [PCC OF XXXX] will first advertise internally before considering external candidates. Some roles may be advertised both internally and externally at the same time.

Training and Skills Development
[PCC OF XXXX] supports your development to help you reach your full potential in your current role and future opportunities. We will discuss and agree on training plans that are beneficial for both you and [PCC OF XXXX]. If training is deemed necessary and beneficial, it will typically be funded and supported by [PCC OF XXXX], with paid time off for attendance. However, this depends on the specific training and [PCC OF XXXX]'s discretion.

You can also suggest training that you believe would benefit both you and [PCC OF XXXX]. These suggestions can be discussed with your manager during performance reviews or at any time.
Section 4: Other Employment Policies and Procedures
[image: ]

This section outlines employment practices, policies, and procedures that are not included in the contract of employment. These policies align with best practice guidelines set by ACAS, the House of Bishops, National Church Institutions, and other respected UK bodies. In some instances, our policies exceed statutory requirements.

Any breaches of these provisions, or misconduct not specifically mentioned, may lead to disciplinary action. Disciplinary action by [PCC OF XXXX] does not exclude the possibility of legal action in civil or criminal courts, whether initiated by [PCC OF XXXX], the individual, or civil authorities.

Employees and anyone accompanying them (including witnesses) to any meetings or hearings under this policy are prohibited from making electronic recordings of such meetings or hearings.

1. Dignity at Work Policies
Capability
We understand that your ability to perform your duties may change over time. We are committed to providing the necessary support and training to ensure you can carry out your role effectively. If concerns about performance arise, your manager will offer guidance to help you improve. If these efforts are unsuccessful or the issues are more serious, formal action may be taken under the Capability Procedure. Further details are available on XXXXX.

Anti-Harassment and Bullying
We expect all employees to treat each other with dignity and respect. What one person may find acceptable, another may not. Our Dignity at Work policies address harassment, bullying, intimidation, or any behaviour that causes offence, whether intentional or not. These should be read alongside our Equality and Diversity Policy.

The Anti-Harassment and Bullying Policy, available on XXXXX, covers all forms of bullying and harassment. It is important to note that the Equality Act 2010 protects individuals against discrimination on the grounds of characteristics such as age, disability, sex, gender reassignment, sexual orientation, pregnancy, race, religion or belief, and marriage or civil partnerships.

Sexual Harassment
As an organisation we have a zero-tolerance approach to sexual harassment and are committed to taking proactive measures to prevent it from occurring in our workplace. This includes interactions involving third parties, events or occasions held off-site or outside of normal working hours and activity on social media.

All employees will be required to complete training to help them recognise the various forms of harassment, reduce associated risks where possible and understand how to report and respond to any such incidents. Further information is available in our Anti-Sexual Harassment Policy which can be accessed via XXXXX or requested from the People Services Team.

As part of our commitment to continuous improvement, our anonymous annual Employee Pulse Survey will include a section on any incidents of harassment you may have experienced. The results will inform our review and improvement processes.
We also encourage you to raise any concerns directly with your manager, another trusted manager, or the People Services Team. All reports will be handled promptly, confidentially and with sensitivity. There will be no negative repercussions for employees who raise concerns in good faith, regardless of the outcome of any subsequent investigations.

Disciplinary Rules and Procedure
If your conduct is deemed unacceptable, your manager will typically start with an informal discussion to identify the issue and find a solution. If informal discussions fail or are inappropriate, the formal disciplinary procedure will be followed. The aim of disciplinary action is to encourage improvement, but serious misconduct may result in summary dismissal.

Examples of misconduct and gross misconduct are outlined in the Disciplinary Procedure on XXXXX, which you should review.

Disclosure of Public Interest Matters (Whistleblowing)
If you believe that a wrongdoing or criminal offence has occurred, or that legal obligations are not being met, you should report it to the Diocesan Secretary immediately. We will investigate the matter and keep you informed of the findings. Your identity will be kept confidential, if requested. For more information, see the Disclosure of Public Interest Matters policy on XXXXX.

Equality and Diversity
We are committed to fair treatment for all employees and do not tolerate discrimination based on race, religion, gender, disability, age, sexual orientation, or any other protected characteristic. This policy also supports equality of opportunity and complies with the Equality Act 2010. For more information, please refer to the Equality and Diversity Policy on XXXXX.

Grievance Policy
If you experience a problem at work, we encourage you to resolve it informally first. If this is not possible or appropriate, you may raise a formal grievance in writing to your manager. Full details on how to raise a formal grievance are available in the Grievance Procedure on XXXXX.

Recruitment of Relatives
We encourage the employment of qualified family members and close relationships, provided there is no conflict of interest. For more details, see the Recruitment of Relatives Policy on XXXXX.
Redundancy
Although we hope to avoid redundancies, if a reorganisation or downturn in business necessitates them, we will select employees based on the following criteria:
· Retaining essential skills for the continued operation of [PCC OF XXXX]
· Retaining employees with satisfactory performance, attendance, and behaviour
· If all other factors are equal, the "last in, first out" rule will apply

A Senior Management Team member will explain the redundancy process and allow the opportunity for questions. If selected for redundancy, you have the right to be accompanied by a colleague or Trade Union Official. You may appeal this decision in writing within three working days. Please refer to the Redundancy Policy on XXXXX for more details.

Retirement
There is no mandatory retirement age. However, we encourage employees to discuss their retirement plans with their manager to assist with future employment needs. The normal retirement age under the pension scheme is 65.

2. Work-Life Balance Policies
We are committed to supporting work-life balance and providing equal opportunities for all employees.

Adoption
We support parents in line with current legislation, offering an enhancement to statutory adoption pay after one year of service. Further details are available in the Adoption Policy on XXXXX.

Flexible Working
Eligible employees can request changes to their working pattern. Requests should be submitted in writing to your manager, who will consider them based on business needs. Some changes may require approval from the Diocesan Secretary and the [PCC OF XXXX] Standing Committee. Full details are in the Flexible Working Policy on XXXXX.

Hybrid Working
While we encourage regular office attendance to foster collaboration, hybrid working is supported where possible, subject to agreement with your manager. Homeworking may also be used to accommodate a disability. Please refer to the Hybrid Working Policy on XXXXX for further details.

Maternity
We exceed the statutory maternity pay requirements after one year of service. For more details, see the Maternity Policy on XXXXX.

Paternity
We are committed to supporting new parents and exceed the statutory paternity pay requirements. Further information can be found in the Paternity Policy on XXXXX.

Shared Parental Leave
Shared Parental Leave allows parents to share leave and pay during the first year after the birth or adoption of a child. The leave must be taken in blocks and requires eight weeks’ notice. For more details, see the Shared Parental Leave Policy on XXXXX.

Time off for Dependants
You are entitled to unpaid time off to care for a dependant in an emergency. A dependant can include a spouse, child, parent, or someone living in your household. The leave is usually for one or two days. Please inform your manager as soon as possible. See the Time Off for Dependants Policy on XXXXX for more information.

Parental Leave
Parental leave is available for caring for a child up to 18 years old. To be eligible, you must have parental responsibility for the child. You are entitled to 18 weeks’ unpaid leave, which must be taken in full-week blocks. For more details, refer to the Parental Leave Policy on XXXXX.

Menopause
We recognise the impact of menopause and are committed to providing support and reasonable adjustments for employees affected by menopause. We encourage open discussions and support a workplace culture that accommodates those experiencing this change.

3. Financial Accountability Policy
Fraud and Anti-Corruption
We have a zero-tolerance approach to fraud, bribery, and corruption. We follow the Fraud Act 2006 and Bribery Act 2010, and will take disciplinary and/or legal action against anyone involved in fraudulent or improper activities. This policy applies to all employees, volunteers, and trustees of [PCC OF XXXX]. For further details, see the Fraud and Anti-Corruption Policy on XXXXX.

4. Duty of Care Policies
Domestic Abuse
The Diocesan Safeguarding Team provides advice and support to those experiencing or concerned about domestic abuse.
While the team offers independent, sensitive, and confidential guidance, we also encourage individuals to seek support from specialist advisors outside of [PCC OF XXXX] if preferred. For further information, please refer to our Domestic Abuse Policy on XXXXX.

Safeguarding Policy
You are required to follow the Safeguarding Policy, which can be accessed here: Safeguarding Resources.

If you have any concerns or questions, please contact the Diocesan Safeguarding Team or refer to the Safeguarding Policy on XXXXX.

Safer Recruitment, Recruitment of Ex-Offenders, and Selection Policy
Safer Recruitment: All recruitment will follow the Church of England’s Safer Recruitment Guidance (June 2016), available here: Safer Recruitment Guidance.
For the most up-to-date information on the Diocese of Exeter’s Safer Recruitment practices, visit: Safer Recruitment Resources.

Recruitment of Ex-Offenders: As an organisation that assesses applicants’ suitability using criminal record checks via the Disclosure and Barring Service (DBS), we fully comply with the Rehabilitation of Offenders Act 1974 (Exceptions) Order. We ensure all applicants are treated fairly, without discrimination, even if a conviction is revealed through the DBS check. Further information can be found at: DBS Code of Practice.

Selection: Our recruitment and selection processes aim to find the best candidate for the position. If a temporary position has been filled satisfactorily for an extended period, we may decide to make the appointment permanent. We will advertise vacancies internally first whenever possible, though in some cases, external advertisements may be necessary.
For further details, please refer to the Safer Recruitment, Recruitment of Ex-Offenders, and Selection Policy on XXXXX.

5. Contact Details and Further Information
All employee contact details are available on XXXX. 
Please consult the XXXX for additional housekeeping information, such as fire safety protocols, fire call point tests, and building safety.

6. Alterations and Additions
We reserve the right to update or amend the contents of this Handbook as required, reflecting the evolving needs of [PCC OF XXXX] and ensuring continued alignment with best practices.

Any mandatory changes due to legislation will take effect from the specified legislative date. However, other proposed amendments will be discussed as necessary and communicated in writing, either as a general notice or individually. We trust that this Handbook will help you understand how [PCC OF XXXX] operates and your role within it. If any sections are unclear or if you have any questions, please feel free to contact a member of the XXXXX.

We hope that this Handbook helps you to understand the way in which [PCC OF XXXX] works and your role within it.  If any of the above should be unclear or you have any questions to raise, please do not hesitate to do so with a member of the XXXXX.

Name, Chair of PCC
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