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BUC GUIDELINES

C12 Employment (07/2010)

These notes are offered as guidelines by The Baptist Union Corporation Limited to provide
information for Baptist churches.

These notes can never be a substitute for detailed professional advice if there are serious
and specific problems, but we hope you will find them helpful.

If you want to ask questions about the leaflets and one of the Baptist Trust Companies are
your property trustees, you should contact them. They will do their best to help.

If your church property is in the name of private individuals who act as trustees they may
also be able to help.

GENERAL

Churches appointing a minister are advised to contact the Ministry Department of the Baptist Union.

Whether a church is employing a minister or other persons it must comply with the complex
requirements of employment law as well as ensuring that it follows the correct procedures for dealing
with income tax and national insurance in relation to payments made to employees and others. Whilst
the following notes make reference to some matters which have income tax and national insurance
implications, reference should also be made to the Guidance Notes for Churches and Ministers on
Taxation and Related Matters, prepared by Philip Cooke FCA, the Union’s Honorary Taxation Adviser,
which are available (document F5) on the Union’s website.

OCCASIONAL PAID WORKERS

Care needs to be taken in relation to payments made to individuals for performing services to the
church on a part time or casual basis (eg for gardening or cleaning duties) Unless an individual can
prove by production of a business card and/or invoice that they are carrying on business as a self-
employed person or, alternatively, is able to sign a P46 declaration that this is their only employment
and any payments are below the PAYE threshold, then any payments will need to be dealt with under
the usual PAYE procedures. If in doubt it would be advisable to seek advice from the local tax office or
HMRC helpline.

OCCASIONAL PREACHERS, ORGANISTS AND OTHER MUSICIANS

Payment of fees and expenses to visiting preachers are not subject to the PAYE and NIC procedures,
but recipients should include such payments (less any claim for travelling and other relevant expenses)
in their own tax returns

Payment of fees or honoraria to an organist or to other musicians are, however, subject to PAYE and
NIC unless such individuals can sign a P46 declaration (as mentioned in the previous section) or it can
be demonstrated that the church is simply reimbursing reasonable expenses (eg for music or travel).

EMPLOYMENT LAW

Much of the current law is found in the Employment Rights Act 1996 and the Employment Relations Act
1999.

Employment law is exceptionally complex. If in doubt, competent professional advice should be
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obtained.

Whenever anyone is ‘employed’, including part time employees, there will be a contract of employment
whether this is written down or not. The law requires certain particulars relating to this contract of
employment to be in writing and given to the employee not later than two months after the
commencement of the employment.

Annex 1 to these Guidelines is a list of the particulars that must be in writing.

When a church employs someone it is suggested that the main terms are set out in a Statement of
Terms of Appointment to the employee who can be asked to sign a copy as confirmation of acceptance
of the post and the terms of the contract.

Annex 2 is a model covering letter sending the Standard Terms of Appointment, and
Annex 3 contains a suggested form of Standard Terms of Appointment.
These documents must be adapted carefully to meet the church's requirements.

PROBATION

It is usual for an appointment to have an initial probationary period. This gives time for both employer
and employee to be satisfied that the employment should continue. If this is the case, it is important
that a proper review is undertaken before the probationary period expires, and the person concerned
notified in writing, prior to the expiry of the period, whether the employment is to continue or the
probationary period is to be extended.

Where there is a probationary period this should be made clear in the letter of appointment and in the
statement of terms and conditions.

NOTICE

This is a matter which must be carefully considered.
The minimum periods stipulated by law for notice given by an employer are:

e One week's notice if continuous employment is less than two years

e One week’s notice for each year of continuous employment if continuous employment is two years
or more but less than twelve years

e Twelve weeks’ notice if the continuous employment is twelve years or more

In practice, however, the period of notice required to be given may be longer as it will depend on what
is reasonable. For example, it is considered reasonable for an employee paid monthly to be given a
month's notice.

The minimum notice to be given by an employee who has been in post for at least a month is one
week.

Where the employment is terminated by an employer on short or no notice for a valid reason or by
mutual agreement money paid in lieu of notice can normally be paid without deduction of tax and NI,
unless the contract of employment stipulates that money will/may be paid in lieu of notice.

FIXED TERM CONTRACTS

An employee on a fixed-term contract should normally receive the same benefits as any comparable
employee on a permanent contract. If, for example, a church employs a youth worker on a fixed-term
contract and another on a permanent contract they should receive the same benefits unless any
difference in treatment can be justified by a factor other than the fixed-term nature of the contract.
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PART-TIME WORKERS

A part-time worker should normally receive the same benefits as any comparable full-time worker on a
pro-rata basis. If, for example, a church employs a part-time administrator and a full-time
administrator, the part-time administrator should receive the same benefits, pro-rata, as the full-time
administrator unless any difference in treatment can be justified by a factor other than the difference in
hours worked.

LIMITED CONTRACTS

It may be desirable for a contract to state that a worker will be employed for a fixed period of time,
until a task is completed or for so long as specific source of outside funding is available. However, even
if the contract terminates when the period expires or on the happening of the relevant event, this will
amount to a dismissal. If the employee has been employed for a year, they could claim unfair dismissal
and it would be for the church to show that the dismissal was fair. It is no longer possible for a church
to include a waiver of the right to claim unfair dismissal or of the right to claim a redundancy payment
in a new fixed term contract.

REDUNDANCY

A redundancy situation will arise if the employer's work requirements have ceased or diminished and the
worker has been dismissed for that reason. Even in a genuine redundancy situation a contract
termination might be regarded as an unfair dismissal where, for example, another post offered to
someone else should have been available to the employee being made redundant, or where there were
two or more employees and only one of them has been selected for redundancy on an unfair basis. If
there is any doubt competent professional advice should be obtained.

UNFAIR DISMISSAL

If an employee's conduct or performance is unsatisfactory great care must be taken to ensure that the
correct procedure is followed before taking action to dismiss. An employee could well have a claim for
unfair dismissal if they have been employed for one year or more. A claim for unfair dismissal can arise,
even when it seems that the dismissal was justified, if the correct procedures have not been followed.
Unfair dismissal claims have been upheld even where the employee has resigned. In any cases of doubt
it is wise to obtain competent professional advice.

The disciplinary and grievance procedures at annexes 6 & 7 set out what should be the normal practice.
REFERENCES
Before a church takes on a worker it is important that adequate written references are obtained.

Where a person is to work with children or vulnerable adults, special care is needed and in this case
please refer to Safe to Grow or Save to Belong available from the Baptist Union Publications Office, as
appropriate. A step by step guide to recruitment is included in these documents, but if a CRB check is
necessary this must be mentioned in any advertisement.

There are many advantages in obtaining a verbal reference from a previous or present employer, but in
all cases written references should also be obtained.

If the church is asked to give a reference for an employee, this should only be given by a responsible
church officer and only to someone who has a good reason to ask for it.

The reference must be accurate but also reasonable and fair, so must be given by someone who knows
the facts. Otherwise, the church could be involved in a claim for damages, whether or not a disclaimer
is given. A worker is not entitled to receive a copy of any reference given from the church giving it but
may be entitled to obtain a copy from a receiving church or employer. Again, in difficult cases seek
competent professional advice.
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PREVENTION OF ILLEGAL WORKING

All employers are required to make basic document checks on every person they intend to employ to
ensure that they are not employing an illegal worker. A Church which does not check and takes on
someone who cannot validly work in this country can be liable for a fine of up to £5,000.

On 1 May 2004 changes were introduced to the types of document which employers need to check and
copy in order to protect themselves. This should be done before an individual starts work. Employers
are required to satisfy themselves that the potential employee is the rightful holder of the document,
that the document is genuine and that it allows them to do the type of work which is being offered.

Potential employees should either provide one of the original documents included in list 1, or two of the
original documents in the combinations given in list 2 (see Annex 5). It is not sufficient simply to check
their National Insurance Number. For further information there is an Employers’ Helpline on 0845 010
6677.

The check should be made either at interview stage or once the church has decided who it wishes to
appoint. If at interview stage and there are a number of candidates, be careful that the request for a
particular type of document is made across the board: the church should not make assumptions and
ask one applicant for one type of document and another for a different type, otherwise it might be
guilty of race discrimination.

In addition, a worker from one of the following countries must apply to register with the Home Office
under the new Workers Registration Scheme.

The countries are: Czech Republic, Estonia, Hungary, Latvia, Lithuania, Poland, Slovakia and Slovenia.

If you employ an unregistered national from one of these countries for more than 30 days without
obtaining a copy of their application form for, or certificate of, registration then you may commit a
criminal offence.

You should therefore check that they are a national of one of the countries listed above, provide them
with a contract or offer letter, advise them to register (if they do not already have a current registration
or exemption) and obtain a copy of their completed application form. If the Home Office advises you
that their application for registration has been refused then you should immediately cease to employ
them.

WORKING TIME REGULATIONS
These regulations apply to all workers but not to ministers in a pastoral appointment.

Where the worker is a genuine volunteer with no legal entitlement to be paid, these regulations will not
apply. It is therefore important for the church to be able clearly to distinguish between workers/helpers
who are genuinely prepared to work for no reward and those who work on the understanding that they
will receive some pay, whatever it may be called.

The Working Time Regulations provide for a worker to be entitled to:

e a maximum weekly working time of 48 hours (averaged over a 17 week period);
e regulation of any night working;

e a weekly minimum rest period of not less than 24 hours in each 7 day period and a minimum daily
rest period of 11 consecutive hours in any 24 hours;

e rest breaks where the daily working time is more than 6 hours;

e annual leave of 4 weeks with the prohibition of
money being paid in lieu of taking holidays, save on termination of employment;
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e a worker who is aged 16 or 17 may only work 8 hours a day and 40 hours per week. They should
not work between 2000 hours and 0600 hours. If the worker is contractually obliged to work until
2300 hours, they may not then work between 2300 hours and 0700 hours.

NATIONAL MINIMUM WAGE

There is a minimum wage of £5.80 per hour for any person aged 22 or over. This will rise to £5.93 per
hour on 1 October 2010 for any person aged 21 or over.

The wage for those aged 18-21 is £4.83 per hour (£4.92 for those aged 18-20 from 1 October 2010).
The development rate for 16 and 17 year olds is £3.57 per hour (£3.64 from 1 October 2010).

The calculation of the minimum wage is to be over a ‘reference’ period, normally that of the interval of
payment. The hours worked during that period have to be, overall, paid at not less than the minimum
wage. The pay level is that of gross pay before deductions.

In calculating the minimum wage, it is the average hourly rate over the reference period which is
relevant for deciding whether the minimum wage has been paid. Two figures therefore need to be
established: the total pay received in the relevant pay reference period and the total number of hours
worked during that period. It may therefore be possible for some hours in a pay reference period to be
paid at below the minimum wage and for some hours to be paid at a rate above the minimum wage so
long as the average hourly rate over the whole pay reference period is equal to or greater than the
minimum wage.

Accommodation if provided for an employee may count at the rate of £4.51 per day up to a maximum
allowable amount of £31.57 per week. On 1 October 2010 the daily rate will increase to £4.61 per day
up to a maximum allowable amount of £32.27 per week.

No other benefit in kind will count towards the minimum wage. For example, the payment of other
accommodation outgoings, such as council tax, water rates, electricity or any other benefit, do not
count towards the minimum wage.

Travel between home and the normal place of work is not treated as working hours. However, travel
necessitated by the work and rest time during the travel has to be paid at the national minimum wage
rates.

All employers are required by law to ensure that employees receive at least the minimum wage.
Deliberate failure to pay the minimum wage is a criminal offence. Employers must keep sufficient
records to be able to demonstrate that their employees are not being paid less than the minimum wage
and these records must be available for inspection.

VOLUNTARY WORKERS

Individuals performing services on a voluntary basis for a church or other charitable body may be
reimbursed expenses incurred in carrying out such work and the Revenue have stated that they will not
seek to charge tax on the payment of reasonable expenses, including travel expenses within the usual
approved limits. However, if payment is also made for services rendered then the whole amount will be
subject to PAYE and NIC, unless a P46 declaration can be signed and the payments are below the PAYE
threshold as mentioned above. A volunteer may be provided with any meals or accommodation which
is reasonable in the particular circumstances but the payment of regular pocket money or of a lump sum
unrelated to a volunteer’s actual expenses should be avoided

The same care should be taken in the recruitment of volunteers as paid employees and similar
standards should apply.

PROVISION OF ACCOMMODATION

Where it is customary to provide accommodation for the better performance of an employee’s duties (as
in the case of a minister serving in a pastoral situation, including one with particular responsibility for
the children and young people) the provision of accommodation will not normally give rise to any charge

Page 5 of 43



to income tax. This exemption is also available in the case of a lay pastor exercising full ministerial
responsibility. Further details are set out in the Guidance Notes for Churches and Ministers on Taxation
and Related Matters and the Union’s Honorary Taxation Adviser is willing to advise on this aspect

If accommodation is provided for a church caretaker on or close to the church premises in order to
facilitate the performance of the caretaking duties, then the benefit of the accommodation provided will,
similarly, be exempt from tax. It is advisable for a church employing a caretaker to enter into a special
agreement after obtaining competent professional advice.

It is likely in all other cases where accommodation is provided for an employee that there will be a
taxable benefit and it is important that proper advice is obtained. If an employee is provided with
accommodation, it is usual for that to be by way of a licence rather than a tenancy. In the standard
terms of employment set out as Annex 3 to these guidelines, there are suggested provisions dealing
with the licence for the accommodation. A church could find itself in legal and financial difficulty if the
use of accommodation is given without proper consideration and documentation.

OTHER BENEFITS

An employee with earnings at a rate of more than £8,500 pa (inclusive of benefits and expenses) must
be provided with a copy of form P11D (which must be filed with the tax office) giving details of any
benefits or expenses received during the tax year unless these are covered by a dispensation. A
different form (P9D) applies in the case of an employee with earnings at the rate of £8,500 or less. The
importance of dealing with forms P11D (or P9D) cannot be over-emphasised since there are severe
fiscal penalties for getting it wrong. The reimbursement of mileage allowance within the approved
Revenue limits does not have to be reported on forms P11D or P9D but it is important that a proper
record is maintained of mileage incurred on church business.

RACE, SEX AND DISABILITY DISCRIMINATION

Tribunals which deal with employment issues are also empowered to award damages, regardless of the
length of employment, where it can be established that a worker has been the subject of disability, race
or sex discrimination or discrimination on grounds of religion or belief or sexual orientation or age. For
this and other good reasons, it is important for a church to adopt an appropriate Equal Opportunities
Policy and for this Policy to be known and observed by all those who are concerned with it. It should be
noted that although Ministers are not regarded as employees, they may still be covered by
discrimination laws.

Annex 4 is a suggested Policy which can be used by the church as the basis for an Equal Opportunities
Policy.

If there is any suggestion of harassment on grounds of sex, race, disability, religion/belief or sexual
orientation this should be investigated and dealt with promptly. Failure to do so could involve the

church in a serious discrimination claim. Churches should also be careful not to discriminate against
people who have made complaints of discrimination, as this could also result in a discrimination claim.

DISABILITY DISCRIMINATION
It is unlawful for a church:

e to treat a disabled person less favourably than it treats or would treat others for a reason related to
their disability, if it cannot show that the treatment in question is justified;

e to fail to make reasonable adjustments to its premises or other arrangements for a disabled person;

o to treat a disabled person less favourably than someone who is not disabled in that way and whose
circumstances, including skills, are not materially different from those of the disabled person.

DISCRIMINATION ON THE GROUNDS OF RELIGION OR BELIEF

Since December 2003 it has generally been unlawful to discriminate on the grounds of religion or belief.
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There is an exemption for organisations with a religious ethos (which would include Baptist churches)
where having regard to the employer’s ethos and to the nature of the employment or the context in
which it is carried out being of a particular religion is a genuine occupational requirement of the job and
it is proportionate to apply that requirement in the particular case. In most cases, this will enable
churches to stipulate that employees be Christians.

Where the job in question is not obviously ‘spiritual’ churches should ensure that they can justify why
the job must be held by a Christian. The job description should then include all aspects of the job which
result in a requirement for it to be held by a Christian.

A workbook entitled ‘Christian Ethos Audit’ has been published by the Baptist Union of Great Britain in
partnership with ‘Faithworks’. It is recommended that churches use this when considering their need
for a Christian in a specific role. It is available from the Baptist Union Publications Office for £5.00.

DISCRIMINATION ON GROUNDS OF SEXUAL ORIENTATION

Discrimination on grounds of sexual orientation has generally been unlawful since December 2003.
However, there is an exemption to allow employers to impose a requirement relating to sexual
orientation where the employment is for the purposes of an organised religion and the requirement is
necessary to comply with the doctrines of the religion or to avoid conflicting with the strongly held
religious convictions of a significant number of the religion’s followers.

The Regulations allow an exemption from the standard requirements where:
e the employment is for the purposes of an organised religion:

e the employer applies a requirement related to sexual orientation -

e 5o as to comply with the doctrines of the religion or,

e because of the nature of the employment and the context in which it is carried out, so as to avoid
conflicting with the strongly held religious convictions of a significant number of the religion’s
followers; and

either -
e the person to whom the requirement is applied does not meet it, or

e the employer is not satisfied, and in all the circumstances it is reasonable for him not to be
satisfied, that the person meets it.

The church will need to consider this issue when contemplating creating a post and undertaking a
recruitment process. They may like to take account of the statement contained in the Ministerial
Recognition Rules Appendix 2 paragraph 2.

DISCRIMINATION ON THE GROUNDS OF AGE

From 1 October 2006 it has been unlawful to discriminate on grounds of age unless this discrimination
can be justified as a proportionate means of achieving a legitimate aim. There are limited exemptions
covering enhanced redundancy payments, payment of the national minimum wage, retirement and
benefits related to length of service (e.g. increased holiday or sick pay).

Redundancy payments need to mirror the statutory redundancy scheme but can be enhanced either by
ignoring the statutory limit on the amount of a week’s pay and/or by paying a multiple of the statutory
calculation.

There is an exemption for employers paying the minimum wage, so long as employees within the age
bands 16-17 and 18-21 do not receive different wages because of their age.

There is a general exemption covering differences in benefits resulting from length of service where the
length of service does not exceed 5 years. Where there is a difference in benefits due to length of
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service between employees with over 5 years’ service, there is a more limited exemption. Employers
will still be able to differentiate in this situation if they can show that they reasonably believe that there
is a business need for the difference (e.g. encouraging loyalty or motivation or rewarding experience).

Dismissals for retirement at or after 65 will be exempt from the anti-discrimination provisions. However,
a specific retirement procedure will need to be followed in order to avoid claims for unfair dismissal
(Annex 8).

RECRUITMENT OF EX-OFFENDERS

We have produced a sample Policy Statement on the Recruitment of Ex-Offenders. This is produced as
Annex 9.

It is vital that this Policy Statement, or similar Statement, is included in the pack of information issued to
persons enquiring about the post. It is as important as the job specification and other information.

For an expanded Statement please refer to information on the Criminal Records Bureau Website. Whilst
this is not designed with Baptist churches in mind, it does provide an insight into the need to ensure the
recruiting process is fair and that the confidentiality of the applicant is carefully safeguarded.

http://www.crb.gov.uk/PDF/CRB DIP011-Policy-Statement Ex-offenders Eng.pdf

SICK LEAVE

As a minimum, most employees are entitled to be paid statutory sick pay for up to 28 weeks’ absence.
Churches may decide in a particular situation that an employee will continue to be paid their salary
during a period of absence. If this is done, the church should make it clear that this payment is
discretionary. If, however, a church wishes to pay contractual sick pay, the contract should make the
amount of the payments and their duration clear. For example, you could state that an employee will
be entitled to receive two months’ full pay and then two months’ half pay during sickness absence in
any twelve month period.

MATERNITY LEAVE

Pregnant employees should be given paid time off work to attend appointments for antenatal care. A
subsequent period of 26 weeks’ additional maternity leave following the initial period of 26 weeks
ordinary maternity leave is now available to all employees irrespective of length of service.

Statutory maternity pay is payable at the rate of 90% of the employee’s normal weekly earnings for the
first six weeks and at a flat rate of £124.88 (or 90% of the employee’s normal weekly earnings if that is
lower) for up to 33 further weeks.

In order to claim maternity pay an employee must have:

e 26 weeks’ continuous service up to and including the 15th week before the expected week of
childbirth;

e Become pregnant and have reached or given birth before reaching the start of the 11th week
before the expected week of childbirth;

e Ceased working for the employer;

o Average weekly earnings for the 8 weeks up to and including the 15th week before the expected
week of childbirth equal to at least the lower earnings limit for the payment of primary class one
national insurance contributions, currently £97.

e Given 28 days’ notice to her employer of the date when she expects liability for statutory maternity
pay to begin or if 28 days’ notice was not reasonably practicable, such lesser notice as was
practicable;

Page 8 of 43


http://www.crb.gov.uk/PDF/CRB_DIP011-Policy-Statement_Ex-offenders_Eng.pdf

e Produced medical evidence of the pregnancy and of the expected week of childbirth.
PATERNITY LEAVE

Fathers who have completed 26 weeks’ continuous service ending with the week preceding the
fourteenth week before the expected week of childbirth may take two weeks’ paternity leave within 56
days of the child’s birth.

The father should be paid statutory paternity pay at the rate of £124.88 per week (or 90% of the
employee’s normal weekly earnings if that is lower).

Fathers must give their employer 28 days’ notice of their intention to take paternity leave.
ADOPTIVE PARENTS

Parents who adopt a child will be entitled to one year’s adoption leave commencing either on the date
on which the child is placed for adoption or on a date no more than 14 days before the expected date of
placement.

To be eligible for adoption leave, a parent must have completed 26 weeks’ service by the time they are
matched with a child.

Where a couple jointly adopt, only one of them will be entitled to take adoption leave but the other
parent will be entitled to take statutory paternity leave.

The employee must give the employer notice of their intention to take adoption leave within seven days
of being notified of having been matched with a child.

Statutory adoption pay should be paid for 39 weeks at the same flat rate (currently £124.88 or 90% of
the employee’s normal weekly earnings if that is lower) as statutory maternity pay.

There are no specific rights for foster parents.
PARENTAL LEAVE

Employees with at least one year’s continuous service are entitled to take parental leave for the purpose
of caring for the child if they are the parent of a child who is under 5 years old or if they have adopted a
child under the age of 18. Employees may take a maximum of 13 weeks’ unpaid parental leave.

The employee’s right to take leave lasts until a child’s 5th birthday or — in the case of adoption — until 5
years have elapsed following placement of the child with the parents. If the child is entitled to disability
living allowance leave may be taken up to the child’s 18th birthday.

Leave can be taken in blocks of one or two weeks (unless the child is disabled in which case leave may
be taken in blocks of one day) and employees may be required to give notice of their intention to take
leave. Employees may only take four weeks’ leave in any twelve-month period and leave may be
postponed by the church for up to six months where the work of the church would be unduly disrupted.
However, leave cannot be postponed when the employee gives notice to take it immediately after the
time the child is born or is placed with the family for adoption.

TIME OFF FOR DEPENDANTS

Employees are entitled to a reasonable amount of unpaid time off in order to take action which is
necessary —

(a) to provide assistance on an occasion when a dependant falls ill, gives birth, is injured or
assaulted;
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(b) to make arrangements for the provision of care for a dependant who is ill or injured;

(c) in consequence of the death of a dependant;

(d) because of the unexpected disruption or termination of arrangements for the care of the
dependant; or

(e) to deal with an incident which involves a child of the employee and which occurs
unexpectedly in a period during which no educational establishment which the child attends is
responsible for him.

This right does not arise unless the employee informs the church of the reason for their absence as
soon as reasonably practicable and tells the church how long they expect to be absent.

For these purposes a dependant means a spouse, a child, a parent, or a person who lives in the same
household as the employee, otherwise than by being his employee, tenant, lodger or boarder.

For the purposes of (a) and (b) above dependant also includes any person who reasonably relies on the
employee for assistance on an occasion when the person falls ill or is injured or assaulted or to make
arrangements for the provision of care in the event of illness or injury. For the purpose of (b) above
dependent includes any person who reasonably relies on the employee to make arrangements for the
provision of care.

FLEXIBLE WORKING

Employers have a duty to consider requests from parents of young children for flexible working, which
could include part-time work, working from home or job-sharing. To be eligible an employee must be
the parent, adoptive parent, foster parent or guardian (or the partner of such a person) of a child under
the age of 6 or under the age of 18 in the case of a disabled child. The employee must also have been
continuously employed for 26 weeks and have, or expected to have, responsibility for the upbringing of
the child.

From 6 April 2007 this right has been extended to employees who care or expect to care for a person
over the age of 18 and in need of care and who is married to or the partner or civil partner of the
employee, a relative of the employee or living at the same address as the employee.

The employee must specify in a written application the change in their contract that they seek and the
date on which they would like the change to be implemented. The employee must also specify the
effect that they think the change to be implemented. The employee must also specify the effect that
they think the change will have on the employer and suggest how these effects could be dealt with.
Each employee may only make one application per year.

The employer must meet with the employee to discuss the request within 28 days. The employee has
the right to be accompanied. The application must be considered carefully but may be refused on a
number of statutory grounds including the burden of additional costs, a detrimental effect on the ability
to meet ‘customer demand’, the inability to reorganise work among existing staff and a detrimental
impact on quality or performance.

The employer must give their decision to the employee within fourteen days of the date of the meeting.
Where the decision is to refuse the application, the employer must state which of the grounds for
refusal are considered to apply, explain why those grounds apply in relation to the application, and
advise the employee of their right to appeal. An employee has fourteen days in which to submit an
appeal and the appeal meeting must take place with a further fourteen days.

If a flexible pattern of working is agreed this will need to be confirmed formally. Once a flexible
arrangement is agreed, the employee does not have a right to revert to the previous arrangement, even
when their children are older.
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If there is a failure to comply with the procedure the employee may submit a claim to the employment
tribunal. If the claim is successful, the tribunal may order the employer to reconsider the request and
award compensation of up to eight weeks’ pay (which is currently capped at £310 per week).

DISCIPLINARY, DISMISSAL AND GRIEVANCE PROCEDURES

The statutory disciplinary, dismissal and grievance procedures implemented in October 2004 have been
abolished by the Employment Act 2008, which came into force on 6 April 2008.

ACAS Code

There is a new Code of Practice in place, the key points of which are incorporated within the model
disciplinary and grievance procedures at Annexes 6 & 7. Further guidance may be taken from the
ACAS Code and accompanying guidance if of interest. An organisation will not make itself liable to
employment tribunal proceedings if it fails to follow the Code, however an employment tribunal must
take the ACAS Code into account when it considers whether an employer has acted reasonably or not,
in dealing with either disciplinary or grievance issues.

HEALTH AND SAFETY

If the church employs someone (apart from a minister in a pastoral position) to work on church
premises then the church premises will be regarded as ‘a place of work’ for the purposes of the Health
and Safety at Work Act 1974. Reference should then be made to Guidelines leaflet C7 Health & Safety
and Fire Precautions in order that the church might take the necessary steps to comply with the law.

CHARITY LAW

The managing trustees (or charity trustees) of a church are the minister and deacons (or other
recognised leadership group). (See Guidelines leaflet C6 Charity Legislation and Churches.) 1t is usually
the responsibility of the managing trustees to deal with all matters relating to employment. Charity law
does not usually permit a charity trustee to be a paid worker and this prohibition will extend to the
spouse of a trustee. It is therefore not appropriate for a paid worker (apart from the pastor of a church
who is regarded as a special exception) to be a member of the diaconate. If there are special reasons
which make it impossible to comply with this rule, competent professional advice should be obtained
because there are some exceptions to this rule.

If a church sponsors or operates a separate charitable organisation or trust for a social project, for
example a playgroup, and that separate organisation has employees then in such cases the trustees of
the separate organisation (or if it is a company the directors) will be the employer and will be
responsible for complying with the law. See, for example, Guidelines leaflet C11 Pre-Schools.

INSURANCE

If a church has a paid worker (and in this case a minister does count as an employee) there must be
Employer's Liability cover and the law requires a certificate to this effect to be displayed on the church
premises. The Baptist Insurance Company Plc are able to give advice on the cover required and to
provide the appropriate certificate for display.

STAKEHOLDER PENSIONS

Unless an employer is exempt, it must arrange access to a stakeholder pension scheme for those
employees who earn more than the National Insurance lower earnings limit (which is £97 per week for
the tax year 2010/11).

An employer will be exempt if they engage fewer than five employees in total or they offer employees
access to a personal pension scheme that meets certain conditions.
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In assessing whether a church employs five or more employees, account should be taken of all staff
who are employed by the church and who earn more than the National Insurance lower earnings limit
even if they work within a discrete function of the church, such as a playgroup.

DATA PROTECTION

Any personal details about employees or workers will need to be treated with care and comply with the
requirements of the Data Protection Act 1998.

Please refer to our Guidelines leaflet C14 Data Protection.
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THE BAPTIST UNION CORPORATION LIMITED

GUIDELINES

C12 - EMPLOYMENT

ANNEX 1

10

1

12

13

14

SUMMARY OF WRITTEN PARTICULARS REQUIRED TO BE SUPPLIED NOT LATER THAN 2
MONTHS AFTER THE BEGINNING OF THE WORKER'S EMPLOYMENT

The name of the employer and employee.
The date of commencement of the employment.

A statement as to whether any previous employment is treated as being continuous with the
present employment and if so the date when the continuous period of employment is deemed to
have commenced (for example, where a person has been already employed to do one job in the
church and is now employed to do a different job).

The employee's job title or job description.

The employee's place of work or, if more than one, the employer's address plus an indication that
the employee is expected to work at various (specified or unspecified) addresses.

The scale or rate of remuneration or method of calculating remuneration and the intervals at which
remuneration is paid.

Any terms and conditions relating to hours of work including any terms and conditions relating to
normal working hours.

Any terms and conditions relating to entitlement to holidays (including public holidays) and holiday
pay, including sufficient information to enable the parties to calculate the employee's entitlement to
holidays and to accrued holiday pay on the termination of employment.

Any terms and conditions relating to incapacity for work due to sickness or injury, including any
provision for sick pay.

Any collective agreements which directly affect the terms and conditions of the employment
including, where the employer is not a party, the persons by whom they were made.

Where the employee is required to work outside the UK for a period of more than one month, (1)
the period for which he is to work outside the UK, (2) the currency in which remuneration is to be
paid while he is working outside the UK, (3) any additional remuneration payable to him, and any
benefits to be provided to or in respect of him, by reason of his being required to work outside the
UK, and (4) any terms and conditions relating to his return to the UK. If the employee is not
required to work outside the UK, this should be stated.

Any terms and conditions relating to pensions and pension schemes, including a statement as to
whether or not the employer has a current contracting out certificate under the Pension Schemes
Act 1993.

The length of notice which the employee is required to give and entitled to receive to terminate the
employment.

For temporary contracts, the period for which the contract is expected to continue and, for fixed
term contracts, the date on which the contract is to end.
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15 A person to whom the employee can apply for the purpose of seeking redress of any grievance
relating to employment (other than health and safety) and the manner in which any such
application should be made.

16 A note specifying or referring to any disciplinary rules (other than health and safety) and any
disciplinary or

dismissal procedure applicable to the employee and the person (whether by nhame, description or
job title) to whom an employee can appeal against any disciplinary action taken against them and
the manner in which such an application should be made.

NOTES:

Health and safety rules, policies and procedures should also be specified.

The details in 1 to 8 should be in a single document (for example the letter of appointment,
providing this deals with the matters fully). The remaining particulars may be given in one

or more separate documents, for example, a document containing standard terms and
conditions. Where there are no particulars for items 1 to 14, this fact must be stated.
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THE BAPTIST UNION CORPORATION LIMITED

GUIDELINES

C12 - EMPLOYMENT

ANNEX 2
SAMPLE LETTER OF APPOINTMENT
THE ...coociviiiiiiniinenns BAPTIST CHURCH
Dear
I am writing to confirm your appointment as (Job Title/Description) by the ................ Baptist Church.

I enclose two copies of a document which sets out details of the arrangements between us.
Please check the document carefully and return the copy with the receipt completed on the final page.
I am also enclosing a copy of the Church’s Policy documents relating to: -

e  Equal opportunities
(others may be added as appropriate e.g. Health and Safety)

Yours sincerely
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The Baptist Union Corporation Limited

GUIDELINES

C12 - EMPLOYMENT

ANNEX 3

.................. BAPTIST CHURCH

STATEMENT OF TERMS OF APPOINTMENT

Section 1 — Appointment Title, Management and Training

1.1
1.2

1.3

The title of your appointment and job description is ........c.ccccceeevieviiiiiecec i,

You may be expected to undergo training at the church's expense and during normal working
hours to maintain and enhance your skills.

Your Supervisor for your employment will be............ccoooeiiieiininiincenn

Section 2 — Place of Work & Duration

2.1
2.2

2.3

OR

OR

Your normal place of WOrk is .......cccocvevviienieniniie e

Your place of work may comprise several locations which may, after consultation with you, be
varied from time to time during the course of your employment. You will not be required to
work outside the United Kingdom.

Your employment will begin on ....................... and may be terminated in accordance with the
provisions of section 8 of this agreement.

Your employment will begin on ................ Your ongoing employment is dependent upon
sufficient funding continuing to be made available to the church by ............ and should that
funding (or any specific substitute funding) cease your employment will come to an end. In any
event, your employment may be terminated in accordance with the provisions of section 8 of
this agreement.

Your employment is in respect of the specific task/purpose of .......... When that task/purpose is
completed, your employment will come to an end. In any event, your employment may be
terminated in accordance with the provisions of section 8 of this agreement.

For the purpose of establishing your employment rights your continuous employment is

from......ccccvneenn. and does not include any previous employment/includes the period of your
previous employment with......................
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OPTIONAL

2.4

Your continued employment is dependent on your adherence to the beliefs and ethos of a
Baptist Church and your life being led in accordance with a good Christian testimony.

This may not be appropriate to all employees and all posts.

Section 3 - Pay and Expenses

3.1

3.2

3.4

3.5

OR

3.5

OR

3.5

OR
3.5

3.6

You will be paid at the rate of £............... per hour/week/year. Payment will be made weekly
/monthly/quarterly/in arrear/in advance by cheque/cash/direct credit to your bank account.
Any alteration in pay will be notified to you in writing by the church.

You will be refunded with the amount of any expenses which you incur in the course of your
employment under the terms agreed with the church.

Subject to any relevant statutory restrictions for the time being in force the church may deduct
from your pay:

e income tax and national insurance.

e a contribution you may be required to make as a member of a contributory pension scheme
in respect of your employment.

¢ money which you are required to repay in respect of excess holiday taken at the effective
date of the termination of your employment.

There is no pension scheme operated by the church in respect of your employment.

The Church will pay contributions at the rate of.................... % per year of your basic annual
salary to an Inland Revenue approved personal pension scheme of your choice provided that
the scheme is acceptable to the Church.

The Church operates a non-contributory pension scheme and under the current rules of the
scheme you will be eligible for membership after [3 months continuous service].

For the purposes of the Welfare Reform and Pensions Act 1999 the Church has designated m as
its stakeholder pension provider. You are entitled to participate in the scheme in accordance
with the rules that are applicable to it from time to time. Details of the scheme and the rules
are available from m. The Church will assist you in making contributions by deducting the level
of contribution that you wish to make from your salary and then sending your contribution to
the provider. The Church will need at least [two] weeks’ written notice should you wish to stop
making or make changes to your contributions. [The Church will not be making any additional
contribution to the scheme.]

There [is/is not] a contracting-out certificate in force in respect of your employment.
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Section 4 — Hours of Work

4.1 Your basic working hours are

per week and your normal working hours are:

Working Day

From

To

Breaks (if any)

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Because the nature of the work is flexible it may vary from week to week. Some evening and
weekend work may be involved. If you work overtime you will be allowed time off in lieu/pay
for that overtime at the rate of **% of your hourly rate.

OR
Due to the nature of your work it is not possible to specify the hours of hormal working but it is

expected that you will work a minimum of ** hours per week. If you are required to work
unusual hours you will be allowed time off in lieu.

Section 5 — Holidays and Holiday Pay

5.1

5.2

5.3

The church’s holiday year is from [1 September to 31 August]. Your paid holiday entitlement is
.... days per holiday year in addition to statutory bank holidays. [During the period from the
commencement of your employment until the beginning of the holiday year, your holiday
entitlement will accrue at a rate of one twelfth of your annual entitlement on the first day of
each month of that year]. In calculating holiday entitlement fractions of less than half a day are
rounded up to the nearest half-day.

Holidays will be taken by agreement with your Supervisor to suit the requirements of your work.
[If your duties require you to work on a public holiday you will be entitled to take another day’s
holiday by arrangement with your Supervisor.] You are encouraged to take all of your holiday
entitlement within the relevant holiday year. [You are not entitled to carry forward holiday
entitlement from one holiday year to the next] OR [In exceptional circumstances you will be
permitted to carry forward ..... days [NOTE: this can only refer to holiday entitlement in excess
of the statutory minimum holiday entitlement i.e. four weeks including bank holiday] holiday
entitlement from one holiday year to the next by agreement with [your Supervisor].

You may be required to take holiday during your period of notice. On the termination of your
employment you will be entitled to pay in lieu of outstanding holiday entitlement or be required
to repay to the church any salary received for holiday taken in excess of your actual
entitlement. For these purposes your holiday entitlement in the final holiday year will accrue at
a rate of one twelfth of your annual entitlement for each completed month of service and the
basis for payment or repayment of holiday shall be [1/522 (this would be relevant for a five day
working week)] of your annual salary for each half day. Repayment will normally be made by

Page 18 of 43



deduction from any sums payable to you by the church.

Section 6 — Sickness and Sick Pay

6.1

6.2
6.3

6.4

6.5

6.6

If you are absent from work by reason of sickness you must notify your Supervisor as soon as
reasonably practicable.

You must keep your Supervisor regularly informed of the reason for your continued absence.

Immediately following your return to work after a period of absence through sickness not
exceeding seven days you must complete a self-certification form which is available from your
doctor's surgery or from the local office of the Department for Work and Pensions. This form
will be retained in your employment record.

If your sickness persists for more than seven consecutive days (including weekends and
holidays) you must on the eighth day of sickness complete and return to your Supervisor the
self-certification form and thereafter provide a doctor's statement for absence from the eighth
consecutive day of sickness.

You will be paid statutory sick pay in accordance with such statutory provisions as may then be
in force subject to your compliance with the requirements of this section. [In addition and
subject to your compliance with the requirements of this section, the Church will pay an
additional amount not exceeding your normal pay for a period of ..... weeks.]

Your qualifying days for statutory sick pay purposes are the normal working days specified or, if
not so specified, are Sunday to Saturday inclusive.

Section 7 — Grievance and Disciplinary/Dismissal Procedure

7.1

7.2

If you consider that you have any grievance arising out of your employment you should give
written details of your grievance to your Supervisor. Your Supervisor will then arrange for your
grievance to be dealt with in accordance with the Church’s grievance procedure which is
available from the [Church Secretary]. This procedure does not form part of your contract of
employment and another procedure may, at the discretion of the Church, be used. You may be
accompanied at any meeting relating to a grievance by a colleague or a trade union
representative.

The disciplinary procedure which applies to you is available from the [Church Secretary] but
does not form part of your terms and conditions of employment. If you are dissatisfied with
any decision to discipline or dismiss you, you should appeal to the Church Secretary who will
arrange for your appeal to be dealt with in accordance with either the disciplinary or the
dismissal procedure, although, at the discretion of the Church, an alternative procedure may be
followed.

Section 8 — Termination of Employment

8.1

Unless your employment is terminated by reason of gross misconduct, the notice required to
be given by the church to terminate your contract of employment will, subject to paragraph
8.2 be the longer of:

8.1.1 e OF
8.1.2 the minimum statutory period, namely:
one week's notice if your period of continuous employment is less than two years:

one week's notice for each year of continuous employment if your period of continuous
employment is two years or more but less than twelve years:

twelve weeks’ notice if your continuous employment is twelve years or more.
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8.2

8.3

The first three months of your employment will be regarded as a probationary period. This may
be extended by the church if the standard of your work or conduct or absence suggests that a
further period of probation is desirable. During the probationary period the church may
terminate your employment on not less than one week's notice.

If you wish to end your employment you should give notice in writing to the church of one week
(o] SRR whichever is the longer.

NOTE: SECTION 9 SHOULD NOT BE INCLUDED IF ACCOMMODATION IS NOT PROVIDED

Section 9 - Conditions of Residential Occupancy

9.1

9.2
9.3

9.4

9.5

9.6

Definitions:

‘the premises’ means the residential and related accommodation at such address as shall be
notified to you in writing.

‘the licensors’ are the managing trustees of the premises.
For the better performance of your duties the licensors will permit you to occupy the premises.
You will:

not use the premises except as your private residence and for such purposes in the course of
your employment as may be agreed with the church and in particular not receive guests or
other visitors at the premises except at your own or the church's expense;

not do nor allow anything to be done which may be a nuisance or cause annoyance to the
licensors or to neighbours or which may invalidate any insurance policy relating to the premises;

take proper care of the premises and of the licensors' fixtures and fittings and forthwith make
good any breakages not attributable to fair wear and tear;

vacate the premises immediately on the termination of your employment.
The licensors will:

permit you to occupy the premises for the duration of your employment;

pay such expenses attributable to your occupation of the premises as have been agreed with
the church and stated in your Statement of Terms of Appointment;

maintain the premises in a satisfactory state of repair and external decoration.

The licensors have the right to enter the premises at all reasonable times for the purposes of
their inspection and control.

The expenses that you are required to pay under clause 9.4 are.............cc.cc.......
OR

There are no expenses that you are required to pay under clause 9.4.

Section 10 — Statutory Maternity/Paternity Adoption or Parental Leave and Pay

10.1

10.2

If you or your partner become pregnant you may be entitled to statutory maternity/paternity or
parental leave and pay. If you are adopting a child similar rights apply. The church will help
you to obtain advice on these matters.

If you are the parent of a young child your employer has a duty to consider requests for flexible
working. The church will help you obtain advice on these matters.
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Section 11 — Statements of Policy

11.1  You are required to comply with the Church's Health and Safety Policy, Equal Opportunities
Policy and other written statements of policy published to you by the church from time to time.

Section 12 — Collective Agreements
There are no collective agreements which affect your employment.

I acknowledge that I have received a copy of this document.

Churches considering any variation of Annex 3 should seek detailed legal advice from a
solicitor before proceeding.
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The Baptist Union Corporation Limited

GUIDELINES

C12 - EMPLOYMENT

ANNEX 4

...................................... BAPTIST CHURCH

Statement of Equal Opportunities Employment Policy

The Church is committed to the promotion of equality of opportunity in all fields of its activity in
accordance with this Policy Statement.

Definitions

2.1 ‘Personal Status’ refers to sex, colour, race, nationality or ethnic or national
origins, marital status, disability, age or religious belief.

2.2 ‘Discrimination’ is where a person is treated less favourably than another not on

the merits of the case but on grounds of ‘Personal Status’

The Church's Policy Statement

The Church is an equal opportunities employer and will seek to ensure that:

3.1

3.2
3.3

3.4

3.5

3.6
3.7

3.8

3.9

every applicant for a job and every employee shall be given equal opportunity whatever
their Personal Status except in relation to religious belief where being a Christian or
complying with a requirement related to religious belief is a genuine occupational
requirement having regard to the ethos of the Church and the nature of the
employment or the context in which it is carried out;

persons already employed will be made aware of the provisions of this policy;

the application of any recruitment, training and promotion policies will be solely on the
basis of job requirements and the individual's ability and fitness for that work;

all persons responsible for the selection, management and promotion of employees will
be given information and/or training to enable them to minimise the risk of
discrimination;

appropriate training will be provided to enable employees to perform their jobs
effectively;

encouragement is given to all employees to take advantage of opportunities for training;

age limits for entry to training are not such as unnecessarily to exclude certain groups
of employees;

recruitment, literature and advertisements will not imply that there is a preference for
one group of applicants as against another unless there is a genuine occupational
requirement which will be clearly stated;

the most effective ways will be employed to bring job vacancies to the attention of
potentially disadvantaged groups;
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3.10

3.11

3.12

3.13

3.14

3.15

NOTE:

applicants for posts will be given clear, accurate and sufficient information through
advertisement, job descriptions and interviews, to enable them to assess their own
suitability for a post;

employment policies and procedures are kept under review, in appropriate cases by
formal monitoring routines, to ensure that they do not operate against the church's
Policy Statement;

where it appears that the church's Policy Statement is not being observed the
circumstances will be investigated to see if there are any policies or criteria which
exclude or discourage employees and, if so, whether these policies and criteria are
justifiable;

appropriate action is taken where necessary to redress the effects of any action, policy
or criteria which are found to have unjustifiably limited the observance of the church's
Policy Statement;

particular care is taken to deal with any complaints of unlawful discrimination and
harassment on the grounds of sex, race or disability, religion/belief or sexual
orientation;

a criminal record is not in itself a bar to being appointed to any post. Only relevant
offences will be taken into account when appointing to a post where a Criminal Records
Bureau check is required.

Churches may want to consider whether for any particular post the regulations excluding
religious organisations from the normal requirements in relation to sexual orientation are

to be applied.
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The Baptist Union Corporation Limited

GUIDELINES

C12 - EMPLOYMENT

ANNEX 5

ORIGINAL DOCUMENTS - LIST 1

A passport showing that the holder is a British citizen, or has a right of abode in the United
Kingdom.

A document showing that the holder is a national of a European Economic Area country or
Switzerland. This must be a national passport or national identity card. The countries are:
Austria, Belgium, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece,
Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta,
Netherlands, Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden, United Kingdom.

A residence permit issued by the Home Office to a national from a European Economic Area
country or Switzerland.

A passport or other document issued by the Home Office which has an endorsement stating
that the holder has a current right of residence in the United Kingdom as the family member of
a national from a European Economic Area country or Switzerland who is resident in the United
Kingdom.

A passport or other travel document endorsed to show that the holder can stay indefinitely in
the United Kingdom, or has no time limit on their stay.

A passport or other travel document endorsed to show that the holder can stay in the United
Kingdom; and that this endorsement allows the holder to do the type of work you are offering if
they do not have a work permit.

An Application Registration Card issued by the Home Office to an asylum seeker stating that the
holder is permitted to take employment.

Once you have checked one of these documents from your potential employee, there is no need to ask
for any further documents contained in List 2.

ORIGINAL DOCUMENTS - LIST 2

First combination

A

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

Along with checking and copying a document giving the person’s National Insurance
Number, you must also check and copy only one of the following documents listed in
sections B-H:

C
D

a full birth certificate issued in the United Kingdom, which includes the names of the holder’s
parents; OR

a birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR

a certificate of registration or naturalisation stating that the holder is a British citizen; OR
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a letter issued by the Home Office to the holder which indicates that the person named in it can
stay indefinitely in the United Kingdom, or has no time limit on their stay; OR

an Immigration Status Document issued by the Home Office to the holder with an endorsement
indicating that the person named in it can stay indefinitely in the United Kingdom, or has no time
limit on their stay; OR

a letter issued by the Home Office to the holder which indicates that the person named in it can
stay in the United Kingdom, and this allows them to do the type of work you are offering; OR

an Immigration Status Document issued by the Home Office to the holder with an endorsement
indicating that the person named in it can stay in the United Kingdom, and this allows them to do
the type of work you are offering.

Second combination

A

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

Along with a document issued by Work Permits UK, you should also check and copy one of
the following documents listed at B-C:

a passport or other travel document endorsed to show that the holder is able to stay in the United
Kingdom and can take the work permit employment in question; OR

a letter issued by the Home Office to the holder confirming that the person named in it is able to
stay in the United Kingdom and can take the work permit employment in question.
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The Baptist Union Corporation Limited
GUIDELINES
C12 - EMPLOYMENT
ANNEX 6
MODEL CHURCH WORKER
DISCIPLINARY PROCEDURE

1. Purpose and scope

This procedure is designed to help and encourage all employees of the Church to achieve and maintain
standards of conduct, attendance and performance in their ministry/work. The aim is to ensure
consistent and fair treatment for all. This procedure applies to [all employees of the Church] and will
normally be followed where a breach of discipline occurs but the procedure is not contractually binding
upon the Church and is for guidance only.

2. Principles

° No disciplinary action will be taken against an employee until the case has been fully investigated.
. In normal circumstances disciplinary action will only be taken by [ ]

° No employee will be dismissed for a first breach of discipline except in the case of gross
misconduct for which an individual may be dismissed without notice or payment in lieu of notice.

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

° The procedure may be implemented at any stage if the employee's alleged misconduct warrants
such action.

3. Concurrent Procedures

In the event that an employee submits a grievance during a disciplinary procedure, the Church may at
its discretion, decide whether to suspend the disciplinary procedure in order to fully consider the
grievance, or to deal with both procedures concurrently, where the issues are related.

Establishing the facts

The Church will investigate, without delay, any allegation or indication of poor performance or
misconduct. In some cases, this will require an investigatory meeting, held by a senior Church
representative, to establish the true facts in the matter.

The Church may consider it necessary to suspend the employee on full pay pending investigation.

Suspension

The Church may at any time suspend the employee for a reasonable period of time, during any period
in which the Church is carrying out a disciplinary investigation into any alleged acts or defaults of the
employee. During any period of suspension, the employee shall continue to receive their salary and
contractual benefit. This is not disciplinary action, but a neutral act pending the outcome of the
investigation.

Informing the employee

If, following the investigation, either misconduct or unsatisfactory performance is confirmed and it is felt
that there is a disciplinary case to answer, the employee will be asked to attend a formal meeting and
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the employee will be notified in writing that disciplinary action may follow. This notification will contain
sufficient information about the alleged misconduct or poor performance to allow the employee to
prepare a response for any disciplinary hearing. It will also include any evidence gathered during the
investigation, which supports the decision to take disciplinary action.

The employee will also be informed of the time, date and venue of the disciplinary hearing, and advised
of the employee’s right to be accompanied by a colleague or trade union representative.

Disabilities

Consideration should always be given to whether poor performance may be related to a disability and, if
so, whether there are reasonable adjustments that could be made to the employee’s working
arrangements, including changing his/her duties or providing additional equipment or training. The
Church may also consider making adjustments to this procedure in appropriate cases.

If the employee wishes to discuss this or inform the Church of any medical condition which they
consider relevant, he/she should contact his/her supervisor or the Church Secretary.

Confidentiality

The Church’s aim is to deal with performance matters sensitively and with due respect for the privacy of
any individuals involved. All employees must treat as confidential any information communicated to
them in connection with a matter, which is subject to this disciplinary procedure.

The employee and anyone who accompanies them (including witnesses) must not make electronic
recordings of any meetings or hearings conducted under this procedure.

The employee will normally be told the names of any witnesses whose evidence is relevant to their
disciplinary hearing, unless the Church believes that a witness'’s identity should remain confidential.

Notification of a hearing

If the Church considers that there are grounds for taking formal action over alleged poor performance,
the employee will be required to attend a capability hearing. The Church will notify the employee in
writing of its concerns over the individual’'s performance, the reasons for those concerns, and the likely
outcome if it decides after the hearing that the employee’s performance has been unsatisfactory. The
Church will also include the following where appropriate:

(a) A summary of relevant information gathered as part of any investigation;
(b) A copy of any relevant documents which will be used at the capability hearing; and

(9) A copy of any relevant witness statements, except where a witness’s identity is to be kept
confidential, in which case the Church will give the employee as much information as
possible while maintaining confidentiality.

The Church will give the employee written notice of the date, time and place of the capability hearing.
The hearing will be held as soon as reasonably practicable, but the employee will be given a reasonable
amount of time, [usually two to seven days,] to prepare his/her case based on the information which
the Church gives him/her. you.

Right to be accompanied at hearings
The employee may take a companion to any capability hearing or appeal hearing under this procedure.

The companion may be either a trade union official or a fellow employee. The employee must tell the
manager conducting the hearing who his/her chosen companion is, in good time before the hearing.

Employees are allowed reasonable time off from duties without loss of pay to act as a companion.
There is no duty on employees to act as a companion if they do not wish to do so.
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° If the chosen companion will not be available at the time proposed for the hearing the employee
may request that the hearing be postponed to a day not more than five working days after the
day proposed by the Church. If the time proposed is reasonable, and the employee representative
is able to attend, the hearing will be postponed until that time.

° Whilst the companion may address the hearing and confer with the individual during the hearing,
they do not have the right to answer questions on the part of the individual.

If the employee’s choice of companion is unreasonable the Church may require him/her to choose
someone else, for example:

(a) If in the Church’s opinion the employees’ companion may have a conflict of interest of may
prejudice the hearing; or

(b) [If the employees’ companion works at another site and someone reasonably suitable is
available at the site at which they work; or]

(9) If the employees’ companion is unavailable at the time a hearing is scheduled and will not
be available for more than five working days.

The Church may, at its discretion, allow the employee to take a companion who is not an employee or
union official (for example, a member of his/her family) where this will help overcome a particular
difficulty caused by a disability, or where the employee has difficulty understanding English.

The procedure

Where possible, matters will be dealt with informally, where the matter is more serious either the
capability or the disciplinary procedure will be used:
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CAPABILITY HEARINGS
Procedure at capability hearings
The aims of a capability hearing will usually include:

e setting out the required standards that we believe the employee may have failed to
meet, and going through any relevant evidence that the Church has gathered;

e allowing the employee to ask questions, present evidence, call witnesses, respond to
evidence and make representations;

e establishing the likely causes of poor performance including any reasons why any
measures taken so far have not led to the required improvement;

e identifying whether there are further measures, such as additional training or
supervision, which may improve performance;

e where appropriate, discussing targets for improvement and a time-scale for review; and
o if dismissal is a possibility, establishing whether there is any likelihood of a significant
improvement being made within a reasonable time and whether there is any practical
alternative to dismissal, such as redeployment.
A hearing may be adjourned if we need to gather any further information or give consideration to
matters discussed at the hearing. You will be given a reasonable opportunity to consider any new
information obtained before the hearing is reconvened.
The Church will inform the employee in writing of its decision and its reasons for it, usually within [one
week] of the capability hearing. Where possible the Church will also explain this information to the
employee, in person.
Stage 1: Capability Hearing
[first written warning OR improvement note]

Following a Stage 1 capability hearing, if the Church decides that the employee’s performance is
unsatisfactory, the employee will be given [a first written warning OR improvement note], setting out:

e the areas in which he/she has not met the required performance standards;
e targets for improvement;

e any measures, such as additional training or supervision, which will be taken with a
view to improving performance;

e a period for review;

e the consequences of failing to improve within the review period, or of further
unsatisfactory performance.

A [first written warning OR improvement note] may be authorised by [INSERT MANAGEMENT GRADE].
The [warning OR improvement note] will normally remain active for six months [from the end of the

review period], after which time it will be disregarded for the purposes of the capability procedure.
However, a permanent record of it will be placed on the employee’s personnel file.
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The employee’s performance will be monitored during the review period and the Church will write to
him/her to inform them of the outcome:

e if the employee’s manager is satisfied with the employee’s performance, no further
action will be taken;

e if the manager is not satisfied, the matter may be progressed to a Stage 2 capability
hearing; or

e if the manager feels that there has been a substantial but insufficient improvement,
the review period may be extended.

Stage 2: Capability Hearing

final written warning

If the employee’s performance does not improve within the review period set out in [a first written
warning OR an improvement note], or if there is further evidence of poor performance while your the
employee’s [first written warning OR improvement note] is still active, the Church may decide to hold a
stage 2 capability hearing. The Church will send the employee written notification as set out above.

Following a Stage 2 capability hearing, if the Church decides that the employee’s performance is
unsatisfactory, it will give the employee a final written warning, setting out:

e the areas in which the employee has not met the required performance standards;
e targets for improvement;

e any measures, such as additional training or supervision, which will be taken with a
view to improving performance;

e a period for review;

e the consequences of failing to improve within the review period, or of further
unsatisfactory performance.

A final written warning may be authorised by [INSERT MANAGEMENT GRADE].
A final written warning will normally remain active for [six OR 12] months [from the end of the review
period], after which time it will be disregarded for the purposes of the capability procedure. A record of

the warning will form a permanent part of the employee’s personnel record.

The employee’s performance will be monitored during the review period and the Church will write the
employee to inform them of the outcome:

o if the employee’s manager is satisfied with his/her performance, no further action
will be taken;

o if the employee’s manager is not satisfied, the matter may be progressed to a Stage
3 capability hearing; or

e if the manager feels that there has been a substantial but insufficient improvement,
the review period may be extended.

Page 30 of 43



Stage 3: Capability Hearing
dismissal or redeployment

The Church may decide to hold a stage 3 capability hearing if we have reason to believe:

o the employee’s performance has not improved sufficiently within the review period
set out in a final written warning; or

e the employee’s performance is unsatisfactory while a final written warning is still
active; or

o the employee’s performance has been grossly negligent such as to warrant dismissal
without the need for a final written warning.

The Church will send the employee written notification of the hearing as set out above.

Following the hearing, if the Church finds that the employee’s performance is unsatisfactory, the Church
may consider a range of options including:

o dismissing the employee;

¢ redeploying the employee into another suitable job at the same or [(if your contract
permits)] a lower grade; or

e extending an active final written warning and setting a further review period (in
exceptional cases where the Church believes a substantial improvement is likely
within the review period).

e giving a final written warning (where no final written warning is currently
active).[The decision may be authorised by [INSERT MANAGEMENT GRADE].]

Dismissal will normally be with full notice or payment in lieu of notice, unless the employee’s
performance has been so negligent as to amount to gross misconduct, in which case the Church may
dismiss the employee without notice or any pay in lieu.

Appeals against action for capability.

If the employee feel that a decision about capability under this procedure is wrong or unjust he/she
should appeal in writing, stating his/her full grounds of appeal, to [INSERT APPROPRIATE PERSON]
within one week of the date on which he/she was informed in writing of the decision.

If the employee is appealing against dismissal, the date on which dismissal takes effect will not be
delayed pending the outcome of the appeal. However, if the employee’s appeal is successful he/she will
be reinstated with no loss of continuity or pay.

If the employee raises any new matters in his/her appeal, the Church may need to carry out further
investigation. If any new information comes to light the Church will provide the employee with a
summary including, where appropriate, copies of additional relevant documents and witness statements.
The employee will have a reasonable opportunity to consider this information before the hearing.

The employee will be given you written notice of the date, time and place of the appeal hearing. This
will normally be two to seven days after they receive the written notice.
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The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness of
the original decision in the light of the procedure that was followed and any new information that may
have come to light. This will be at the Church’s discretion depending on the circumstances of the
employee’s case. In any event the appeal will be dealt with as impartially as possible.

Where possible, the appeal hearing will be conducted by a manager who was not previously involved in

the case AND/OR the manager who conducted the capability hearing] will also usually be present. The
employee may take a companion with them to the appeal hearing (see paragraph [ D.

A hearing may be adjourned if the Church needs to gather any further information or give consideration
to matters discussed at the hearing. The employee will be given a reasonable opportunity to consider
any new information obtained before the hearing is reconvened.
Following the appeal hearing the Church may:

e confirm the original decision; or

e revoke the original decision; or

e substitute a different penalty.
The Church will inform the employee in writing of its final decision as soon as possible, usually within

one week of the appeal hearing. Where possible this will also be explained to the employee in person.
There will be no further right of appeal.
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DISCIPLINARY HEARINGS

Procedure at disciplinary hearings
At the meeting the following procedure will be followed:

Statement of complaint
The Church will set out what the complaint against the employee is and go through the evidence
gathered during the course of the investigation.

The employee’s reply

The employee will be given the opportunity to state their case and respond to any allegations made.
The employee will be allowed to ask questions and confer with their companion. If the employee
accepts that they have done something wrong, steps may be agreed to remedy the situation.

General questioning and discussion

The person responsible for conducting the meeting may ask the employee for an explanation and query
whether there are any special circumstances which should be taken into account. If the employee
provides sufficient explanation, the proceedings will be brought to a close. If new facts occur at this
stage, it may be appropriate for the Church to adjourn the meeting and investigate the matter further
before calling the employee back to an adjourned meeting.

Summing up

At this stage the person responsible for holding the disciplinary meeting may summarise the main points
of discussion. The employee will be given the opportunity to add anything further.

Adjournment before decision

The meeting will be adjourned before a decision is made about the appropriate action. Following the
meeting, a decision will be made as to whether or not disciplinary action is justified. Once a decision is
made, the employee will be informed in writing.

Before deciding what, if any, disciplinary action is appropriate, consideration will be given to:

e whether the organisation’s rules indicate clearly the likely penalty, as a result of the particular
misconduct;

e whether standards of other employees are acceptable, and whether the employee in question is
not being singled out;

e the employee’s disciplinary record (including current warnings), general work record, work
experience, position and length of service;

e the reasonableness of the proposed penalty in the circumstances; and

e whether training, additional support or adjustments to the work are necessary to accompany
any disciplinary action.

The employee will be given details of any disciplinary action as soon as a decision is made.

Imposing the disciplinary penalty
First formal action — unsatisfactory performance

In such cases, the employee will be given an “"IMPROVEMENT NOTE” setting out:
e the performance problem;
e the improvement that is required;

o the timescale for achieving that improvement;
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e areview date; and
e any support, including any training that the Church will provide to assist the employee.

The employee will be informed that the note represents the first stage of a formal procedure and is
equivalent to a first “written warning”. The employee will also be informed that failure to improve could
lead to a final written warning and dismissal.

A copy of the note will be kept and used as the basis for monitoring and reviewing performance over a
specified period.

If the employee’s unsatisfactory performance, or continued unsatisfactory performance, is sufficiently
serious (e.g. where it is having / likely to have a serious harmful effect of the organisation) the
employee may be issued directly with a final written warning.

First formal action — misconduct

In cases of misconduct, depending on the seriousness of the misconduct, the employee may be given a
FIRST WRITTEN WARNING setting out the nature of the misconduct and the change in behaviour
required.

The warning will also inform the employee that a final written warning may be considered if there is
further misconduct. A record of the warning will be kept by the Church but it will be disregarded for
disciplinary purposes after 12 months.

Final written warning

Following the issue of a written warning, if there is still a failure to improve and conduct or performance
remains unsatisfactory, or if the misconduct is sufficiently serious to warrant only one written warning, a
FINAL WRITTEN WARNING will be given to the employee. This will give details of the complaint will
warn that dismissal will result if there is no satisfactory improvement, or if further misconduct occurs.
The final written warning will advise the individual of the right of appeal. A copy of this final written
warning will be kept by the Church but it will be disregarded for disciplinary purposes after 12 months
(in exceptional cases the period may be longer) subject to satisfactory conduct and performance.

Dismissal

If conduct or performance is still unsatisfactory and the employee still fails to reach the prescribed
standards, DISMISSAL will normally result. The employee will be provided as soon as reasonably
practicable with written reasons for dismissal, the date on which employment will terminate and advised
of their right of appeal within a specified time.

Gross misconduct

The following list is not exhaustive but provides examples of offences which are normally regarded as
gross misconduct:

. verbal, physical, sexual or financial abuse of members of the Church,
. theft, fraud, deliberate falsification of records,

. serious breach of confidentiality,

. fighting, assault on another person or bullying,

. deliberate damage to the Church's property,

. serious incapability at work through alcohol or being under the influence of illegal drugs,
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° serious negligence which causes unacceptable loss, damage or injury,

. serious act of insubordination,

° serious misuse of the Church'’s property,

. bringing the Church into serious disrepute,

° a serious breach of health and safety rules,

° a serious breach of confidence,

° failure to adhere to the Statement of Faith required of all members of the Church (if applicable),
. deliberately accessing internet sites containing offensive or obscene material,

. unlawful discrimination or harassment,

. failure to maintain one’s personal life in accordance with a good Christian testimony (if
applicable).

If the employee is accused of an act of gross misconduct, the employee may be suspended from work
on full pay, while the Church investigates the alleged offence and pending the outcome of any
disciplinary hearing. If, on completion of the investigation and a subsequent disciplinary hearing, the
Church is satisfied that gross misconduct has occurred, the result will normally be summary dismissal
without notice or payment in lieu of notice.

Appeals

An employee who wishes to appeal against a disciplinary decision should put their decision to appeal
and the grounds of their appeal in writing to the Church Secretary within [five] working days of the date
they were first notified of the decision. The employee has the statutory right to be accompanied by a
colleague or a trade union representative to an appeal meeting.

The appeal shall, where possible, be heard by the deacons whose decision shall be final, subject to any
overriding decision of the Church Meeting.

You will be informed in writing of the outcome of the appeal hearing as soon as possible. This will
usually be within 10 working days.
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The Baptist Union Corporation Limited
GUIDELINES

C12 - EMPLOYMENT

ANNEX 7

MODEL CHURCH WORKER
GRIEVANCE PROCEDURE
1. Purpose and scope

The Church realises the importance of good working relationships. It therefore tries to establish an
atmosphere in which problems can be discussed and resolved and its aim is to encourage open
communication. The Church also believes that it is in everyone’s best interest to ensure that employees’
grievances are dealt with quickly and fairly and that a grievance procedure enables individuals to raise
issues with management that affect them in the workplace.

2. Policy

The Church will try to resolve, as quickly as possible, any grievance which an employee may have about
his or her work or about actions of the Church, the Church’s members or the employee’s colleagues.
The procedure is non-contractual but applies to all employees who should familiarise themselves with its
provisions.

3. Concurrent Procedures

In the event that an employee submits a grievance during a disciplinary procedure, the Church may at
its discretion, decide whether to suspend the disciplinary procedure in order to fully consider the
grievance, or to deal with both procedures concurrently, where the issues are related.

4, Mediation

In appropriate circumstances, the Church may suggest mediation as a means of addressing a grievance.
Mediation may take the form of a neutral mediator, assisting parties to reach an amicable outcome to a
grievance. Mediation will usually take the form of an open session between all affected parties and the
mediator at which each party will state its case, followed by a series of meetings between each party
and the mediator.

5. Procedure

The employee should firstly raise any grievance informally with the person to whom he or she
immediately reports, who in most cases, will be best placed to respond to his or her complaint. If the
employee’s grievance concerns their supervisor, they should instead raise their grievance with the
Church Secretary.

Step 1

If, however, the matter cannot be satisfactorily resolved informally, the employee should raise the
matter formally, in writing, giving full details of the nature of his or her grievance, with his or her
supervisor (or the Church Secretary if his/her grievance is against his/her supervisor). Where an
employee has difficulty expressing themselves because of language or other difficulties, they may seek
help from their manager or the Church Secretary.

When stating their grievance, an employee should focus on preparing a factual account of their
grievance.
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Step 2 Meeting

The [supervisor] will invite the employee to a hearing in order to discuss the grievance as soon as
reasonably practicable. The [supervisor] will ensure that the meeting will be held in private and the
employee should make every effort to attend. The employee has the right to be accompanied by either
a colleague or a trade union representative.

Right to be accompanied at hearings

You may bring a companion to any capability hearing or appeal hearing under this procedure. The
companion may be either a trade union official or a fellow employee. You must tell the manager
conducting the hearing who your chosen companion is, in good time before the hearing.

Employees are allowed reasonable time off from duties without loss of pay to act as a companion.
There is no duty on employees to act as a companion if they do not wish to do so.

. If the chosen companion will not be available at the time proposed for the hearing the employee
may request that the hearing be postponed to a day not more than five working days after the
day proposed by the Church. If the time proposed is reasonable, and the employee representative
is able to attend, the hearing will be postponed until that time.

° Whilst the companion may address the hearing and confer with the individual during the hearing,
they do not have the right to answer questions on the part of the individual.

If your choice of companion is unreasonable we may require you to choose someone else, for example:

(d) If in our opinion your companion may have a conflict of interest of may prejudice the
hearing; or

(e) [If your companion works at another site and someone reasonably suitable is available at
the site at which you work; or]

() If your companion is unavailable at the time a hearing is scheduled and will not be available
for more than five working days.

We may, at our discretion, allow you to bring a companion who is not an employee or union official (for
example, a member of your family) where this will help overcome a particular difficulty caused by a
disability, or where you have difficulty understanding English.

At the meeting the [supervisor] will invite the employee to detail their grounds of grievance and consult
with them on how it may be resolved.

We may adjourn the meeting if we need to carry out further investigations, after which the meeting will
usually be reconvened.

The [supervisor] will adjourn the meeting before any decision is taken about how to deal with an
employee’s grievance. The [supervisor] will tell the employee when they can reasonably expect a
response, if one cannot be made at the time. Usually, the [supervisor] will confirm any decision or
proposed action to the employee in writing within 10 working days of the hearing. If it is not possible to
respond within the specified time period the employee will be given an explanation for the delay and
told when a response can be expected. The [supervisor] will set out clearly in writing any action that is
to be taken and the employee’s right of appeal. Where an employee’s grievance is not upheld, the
[supervisor] will explain the reasons.

Step 3

If the employee is dissatisfied with the outcome of the first meeting, the employee should appeal in
writing to the Church Secretary stating his/her full grounds of appeal, within one week of the date on
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which the decision was sent or given to him/her. The Church Secretary will arrange a further meeting
with deacons who have not previously been involved in the case.

The employee has the right to be accompanied by either a colleague or a trade union representative.

Following the hearing, the employee will be informed of the decision or proposed action. This decision
will be final subject to any overriding decision by the Church Meeting. If it is not possible to respond
within the specified time period the employee should be given an explanation and told when a response
can be expected. There is no further right of appeal.
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The Baptist Union Corporation Limited
GUIDELINES

C12 - EMPLOYMENT

ANNEX 8

RETIREMENT POLICY

Retirement Age

The Employer’s normal retirement age is 65.

Not more than 1 year and not less than 6 months before you reach 65, we will write to you to confirm
your retirement date and to advise you of your right request a postponement of your retirement.

Right to request postponement of retirement

You have the right to request to work beyond our normal retirement age. If you wish to postpone your
retirement then you should write to us confirming that you would like your retirement postponed and
either the date on which you would like to retire or, if you want to postpone your retirement indefinitely,
this fact and the reasons for your request.

You should write to us not more than 6 months and not less than 3 months before the date on which
you are due to retire.

You may only make one request to postpone your retirement in relation to each intended retirement
date — i.e. — you may only make one request to postpone retirement at 65 and one request for each
subsequent extension to that date.

Consideration of your request

On receiving your request we will either confirm our agreement to your request without a meeting or
ask you to attend a meeting to discuss your request. Any meeting to discuss your request will be held
within a reasonable period of us receiving your request. You must take all reasonable steps to attend
the meeting.

As soon as reasonably practicable following the meeting, we will write to you to confirm whether we
have agreed your request to postpone your retirement date. We will also confirm the date on which
your retirement is to take effect or that your employment is not subject to any new retirement date.

Exceptionally, where it is not practicable to hold a meeting within a reasonable period, we may consider
your request without meeting with you. In these circumstances, we will ask you if there are any
additional points that you wish us to consider in deciding whether to grant your request. We will write
to you to confirm our decision.

Appeals

Where we have refused your request or granted you a shorter period of postponement than you
requested, then you have the right to appeal against that decision.
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On receiving your appeal we will either uphold your appeal without a meeting or ask you to attend a
meeting to discuss your appeal. Any meeting to discuss your appeal will be held within a reasonable
period of us receiving your appeal. You must take all reasonable steps to attend the meeting.

As soon as reasonably practicable following the meeting, we will write to you to confirm whether we
have agreed your request to postpone your retirement date. We will also confirm the date on which
your retirement is to take effect or that your employment is not subject to any new retirement date.

Exceptionally, where it is not practicable to hold a meeting within a reasonable period, we may consider
your request without meeting with you. In these circumstances, we will ask you if there are any
additional points that you wish us to consider in deciding whether to grant your request. We will write
to you to confirm our decision.

Right to be accompanied

On a reasonable request to be accompanied at any meeting, you may choose one person employed by
us to be your companion. Your companion may confer with you at the meeting and address the
meeting but may not answer questions on your behalf.

If your chosen companion is not available on the date proposed for the meeting, you may ask for the
meeting to be postponed by up to 7 days (starting with the date of the original meeting) provided that
the time that you propose is convenient to all parties.
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The Baptist Union Corporation Limited
GUIDELINES
C12 - EMPLOYMENT

ANNEX 9

SAMPLE POLICY STATEMENT ON THE RECRUITMENT OF EX OFFENDERS

I

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants
suitability for positions of trust, this church undertakes to treat all applicants for positions fairly. It
undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or
other information received.

We welcome people to serve the church on the basis of the right mix of talent, skills, character,
potential and call of God, including those with criminal records.

Only where a post for which you are applying requires an enhanced or standard CRB check will you be
required to provide one as part of the application process.

A criminal record will not necessarily be a bar to a person serving with children and young people or
vulnerable adults. This will depend on the nature of the position and the circumstances and background
of the offences.

In order to protect the confidentiality of those with criminal records we will access Disclosures through
the Churches’ Agency for Safeguarding. We invite the Baptist Union’s Child Protection Advisory Panel
to advise us in the appointment process when necessary, and we agree to act on their advice for the
protection of children and young people.
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Association Trust Company

Contact

Baptist Union Corporation Ltd

Baptist Union Corporation Ltd

Baptist House PO Box 44

129 Broadway Didcot Oxfordshire OX11 8RT
Telephone: 01235 517700

East Midlands Baptist Trust Company Ltd

The Baptist Union Corporation Ltd

Baptist House PO Box 44

129 Broadway Didcot Oxfordshire OX11 8RT
Telephone: 01235 517700

Heart of England Baptist Association

Heart of England Baptist Association
BMS International Mission Centre
24 Weoley Park Road

Selly Oak

Birmingham B29 6QX

Telephone: 0121 472 4986

London Baptist Property Board

London Baptist Association
235 Shaftesbury Avenue
London WC2H 8EP
Telephone: 020 7692 5592

North West Baptist Association

Baptist Union Corporation Ltd

Baptist House PO Box 44

129 Broadway Didcot Oxfordshire OX11 8RT
Telephone: 01235 517700

South West Baptist Trust Corporation

South West Baptist Trust Corporation
Wonford Baptist Chapel

36-38 Wonford Street Exeter Devon EX2 5DL
Telephone: 01392 433533

West of England Baptist Association

West of England Baptist Association
The Old Forge

Broom Hill Stapleton Bristol BS16 1DN
Telephone: 0117 965 8828

Yorkshire Baptist Association

As at Jan 2010

The Baptist Union Corporation Ltd

Baptist House PO Box 44

129 Broadway Didcot Oxfordshire OX11 8RT
Telephone: 01235 517700
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This is one of a series of Guidelines that are offered as a resource for Baptist ministers and churches.
They have been prepared by the Baptist Union Corporation Limited and are, of necessity, intended only
to give very general advice in relation to the topics covered. These guidelines should not be relied upon
as a substitute for obtaining specific and more detailed advice in relation to a particular matter.

The staff at the Baptist Union Corporation, at Baptist House (or your regional Trust Company) will be
very pleased to answer your queries and help in any way possible. It helps us to respond as efficiently
as possible to the many churches in trust with us if you write to us and set out your enquiry as simply
as possible.

The Baptist Union Corporation staff also deal with churches that are in trust with the East Midland
Baptist Trust Company Limited, the North Western Baptist Association (Incorporated), and Yorkshire
Baptist Association.

If your holding trustees are one of the other Baptist Trust Corporations you must contact
your own Trust Corporation for further advice. A list of contact details has been included.

If you have private trustees they too should be consulted as appropriate.

Contact Address and Registered Office:

The Baptist Union Corporation Ltd, Baptist House, PO Box 44, 129 Broadway, Didcot, Oxfordshire OX11
8RT England

Telephone 01235 517700 facsimile 01235 517715 e-mail buc.corp@baptist.org.uk DX 40852
Didcot

A Company Limited by Guarantee. Registered in England No 32734. Registered Charity No 249635
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