
Crossroads Project Limited.

Company Registered in Northern Ireland No NI053425

Registered Office: 93 Bloomfield Road.  Belfast.  BT5 5LS.

Charity Reg. No.  XR82094

TERMS AND CONDITIONS OF EMPLOYMENT

Name of employer:  Crossroads Project Limited

Name of employee__________________________________

1.
Date of commencement of employment: ____________________________


No employment with any previous employer counts as continuous service 

Your employment is for a fixed term of 1year and will terminate on _______________.  It may be terminated at any time before its expiry by either party giving to the other party the notice specified later in this statement.  The post is subject to the satisfactory completion of a six month probationary period.

2.
Job Title:  You are employed as Youth, Community and Development Worker
3.
Job Location:  Your normal place of work is Crossroads Project.  93 Bloomfield Road.  Belfast.  BT5 5LS.  The nature of the job will require you to work at other locations as part of your duties.

4.
Pay: Your rate of pay is £15,000 per annum for 25 hours per week.   You are paid monthly in arrears.


Additonal hours are payable pro rata and will not be paid unless agreed beforehand with your Line Manager.

5.
Hours of Work:  Your hours of work are as agreed by your Line Manager.  In the event that you work hours in excess of your normal working week you may, at the discretion of your line manager, be required to take time off in lieu, or be paid overtime, as set out in clause 4 above.

6.
Holidays: Your holiday entitlement is 5 weeks per year. Your holiday year begins on the anniversary of the date your contract begins. You are entitled to be paid for 8 days public holidays per year.  Holidays are pro rata for each completed calendar month of service in your first and last year of service.  You will be required to refund any salary paid in respect of holiday taken in excess of that which has accrued by the effective date of termination.

7.
Sickness absence: You will be entitled to Statutory Sick Pay.

8.
Absence from work: If for any reason you cannot come to work, you should telephone us as soon as possible on the first day of your absence by 09:00 and speak to your Line Manager.  In the absence of the Line Manager contact the Minister.

9.
Pension: A contracting-out certificate under the Pension Schemes Act 1993 is NOT in force.  You will be contracted into the State Second Pension Scheme (S2P) for which deductions will automatically be made by your Employer.  

10.
Retirement: The normal age for retirement is 65 years.

11.
Ending the employment: Where the contract of employment is terminated by your employer, you are entitled to receive the following notice: One week after one month’s continuous employment. Thereafter one week’s notice for every completed year of service up to a maximum of twelve weeks.

If you wish to terminate your employment, you are required to give at least one month’s written notice.

12.
Disciplinary Procedure: See Appendix A

13.
Grievance Procedure: See Appendix B

14.
Health and Safety Procedure: The policy is attached (Appendix C) to this Written Statement.

Signed on behalf of the employer ___________________________________    Date ______________

I acknowledge receipt of my particulars of employment.

SIGNED_____________________________________________________   DATE _______________

APPENDIX A:  DISCIPLINARY AND DISMISSAL PROCEDURES

The Disciplinary & Dismissal Procedures are designed to promote and ensure fairness and order, in the treatment of individuals and in the conduct of good working relationships.  

Section A: 

DISCIPLINARY PROCEDURE

The Disciplinary Procedure is in place to help and encourage employees who fall below the acceptable standards, to correct or improve matters of unacceptable conduct and performance.   It also enables the employer to establish facts quickly and deal consistently with disciplinary issues.

General Principles: 

1.
Whilst the employer does not intend to impose unreasonable rules of conduct on its employees, certain standards of behaviour are necessary to maintain good working order and discipline in the interests of all employees.

2.
Discipline should be voluntary and self-imposed and in the great majority of cases it is so.  However, from time to time, it may be necessary to take action towards individuals whose behaviour or performance is unacceptable.  The purpose of the disciplinary procedure is not necessarily punitive; it is to improve behaviour and performance and to identify a process by which this can happen.

3.
No employee will be dismissed for a first disciplinary offence except in the case of Gross Misconduct, when the outcome will be dismissal, normally without notice or payment in lieu of notice.

4.
Minor faults will be dealt with informally.  However, in cases where informal discussion does not lead to improvement or where the matter is more serious the following procedure will be used.

Guidelines for the Conduct of Disciplinary Meetings

If a decision is made to take formal action, the following must apply:

1.
An employee must be informed in writing of any complaint(s) relating to their conduct or performance that may lead to disciplinary action being taken against them or their dismissal. 

2.
A disciplinary meeting must be held before a decision regarding any warning is made or issued.  No disciplinary action will be taken against an employee until the case has been fully investigated.

3.
If an employee does not attend a disciplinary meeting, without good reason, a decision may be taken in his/her absence.

4.
An employee suspected or accused of serious misconduct may be suspended on full basic pay, whilst an investigation is carried out. A suspension will be for as short a period as possible and does not imply guilt or blame. 

5.
Employees have the right to be accompanied by a work colleague, or a trade union official, at any meetings held under the Disciplinary & Dismissal Procedures.  Where this is not practicable the employee may, at the employer’s discretion, be accompanied by a friend.  A solicitor or legal representative is not permitted.

6.
If an employee or representative is disabled, then reasonable efforts will be made to ensure that they are able to participate fully in the meeting.

7.
The employee will be given any information that will be used at the disciplinary meeting, in advance.

8.
Witnesses may be called upon to give evidence during the disciplinary meeting 

9.
The Line Manager/Chairperson will state the reasons for holding the disciplinary meeting.

10.
A full opportunity will be given for the employee to state his or her case during the disciplinary meeting.

11.
The work colleague or trade union official has the right to address the Chair of the disciplinary meeting to present and sum up the employee’s case, but the employee must answer any factual questions.

12.
Having heard and considered the case, the Line Manager/Chairperson will confirm the decision made; the corrective action required from the employee, together with a specified date by which an acceptable improvement should be made and also of the right of appeal.

13.
The employee will be advised of the full disciplinary procedure regarding disciplinary action taken and the consequences that will follow, if an acceptable improvement is not made.

14.
The employee will be advised of their right of appeal.

15.
Confirmation of any disciplinary letter issued will be recorded, either by counter-signature of the employee concerned or by recorded postal delivery

16.
Before the expiry of any formal warnings (6 months or 12 months), the Line Manager should arrange to review the situation at least 2 weeks beforehand, with the employee. If there are no further concerns, the warning will be erased from the records and be disregarded in any future proceedings. However, if there are on-going issues, these will continue to be dealt with under the Disciplinary & Dismissal Procedures. The Line Manager will confirm the outcome of any decision to the employee and this will then be confirmed in writing.

Stages of the Disciplinary Procedure

Depending on the seriousness of the complaint the disciplinary procedure may be entered into at any of the stages outlined below, by the Line Manager and in consultation with the Minister in pastoral charge, the Superintendent of the Circuit, or the Circuit Steward.

STAGE 1: Informal

In minor cases of misconduct or unsatisfactory performance, the Line Manager should arrange to discuss the matter informally with the employee directly. The Line Manager should clearly outline what went wrong and confirm what needs to be done in the future. The employee should then be given an opportunity to improve. 

Note: At this stage, no written statement will be made to this being a disciplinary matter, but, the Supervisor should make a file note of the conversation that has taken place.

In more serious cases or where an informal discussion does not lead to the required improvement, Stage 2 should be used.

STAGE 2: Written Warning

If conduct or work performance does not improve, or if a more serious complaint arises, a first written warning will be given. This will give details of the complaint, the length of time for which the warning will be ‘operative’ (normally 1 year), the likely consequences if the terms of the warning are not complied with and the right of appeal. The employee will be asked to sign a copy of the warning letter to acknowledge receipt of that letter.   A copy of the letter will be placed in the employee's personnel file.

STAGE 3: Final Written Warning

If (a) there is a failure to improve conduct, or performance remains unsatisfactory, in response to the procedure so far or (b) a repeat of misconduct for which a warning or warnings have previously been issued or (c) a first instance of serious misconduct, this will result in a final written warning.  

This will give details of the complaint, the length of time for which the warning will be operative (normally 1 year *); notification that dismissal may result if the terms of the warning are not complied with and the right of appeal.  The employee will be asked to sign a copy of the warning letter to acknowledge receipt of that letter.  A copy of this final written warning will be placed in the employee's personnel file.  

Note: In exceptional cases a longer period may be set up of a maximum of 2 years.

STAGE 4: Dismissal (on grounds of discipline) or other penalty

If conduct or performance is still unsatisfactory and the employee fails to reach the prescribed standards set out in the final written warning, dismissal with appropriate notice, will normally result. 

In some cases, the decision may warrant dismissal but some other penalty, such as demotion; loss of seniority or loss of pay, may be offered and agreed, as an alternative outcome to dismissal on grounds of disciplinary action.  A decision of this kind will only be made after the fullest possible investigation.  

A decision to dismiss an employee must be made by, or on the authority of, the Superintendent of the Circuit or the Minister in pastoral charge, in consultation with the Lay Employment Advisory Group.

The employee must be advised of either the reason(s) for dismissal and the date on which their employment will terminate or of the reason(s) in which some other penalty is given and the effective date, and of the right of appeal.  The employee will be asked to sign a copy of the letter confirming the decisions made, to confirm receipt.  A copy of this letter will be placed in the employee’s personnel file.

Gross Misconduct

Offences under this heading are so serious that any employee who commits them may, after a hearing has been held, be summarily dismissed.  In such cases the employer reserves the right to dismiss without notice of termination or payment in lieu of notice.  

Examples of Gross Misconduct:

Theft; physical violence; serious damage to property; refusal to obey a reasonable instruction; conduct which demonstrably brings the employer or the Methodist Church into disrepute; being under the influence of alcohol or drugs during working hours; misuse of email and Internet access; harassment and discrimination in contravention of the employer’s Equal Opportunities policy.  

This list is indicative and not meant to be exhaustive.

Grievance: 

An employee who believes that the reasons for disciplinary action being taken against him/her are unfair may raise their concerns under the Grievance Procedure.  If this happens, the Line Manager will consider suspending the Disciplinary Procedure for a short time, whilst the grievance is dealt with.

Consideration will also be given, for another Line Manager or representative of the Board or Church Council or Circuit Executive to then deal with the disciplinary case, where possible.

Appeals Against Disciplinary Action

1.
An employee who wishes to appeal against any disciplinary action, made during Stages 1 to 3, must do so in writing to the Superintendent of the Circuit (or, if the grievance is with the Superintendent of the Circuit, to the District Superintendent or other minister designated by the Secretary of the Conference), within five working days of the disciplinary action being taken.

2.
An appeal hearing will then take place and be chaired by the minister so notified, or a nominated representative of the minister. A date for the appeal hearing will normally be given within ten working days.

3.
Employees may appeal against dismissal on grounds of disciplinary action (Stage 4) in writing to the District Superintendent or another nominated representative within five working days of the dismissal hearing.  Arrangements will be made for the appeal to be heard by a panel of three members: the District Superintendent, or another Minister designated by the District Superintendent, and two lay people.  (In the event the employee is a youth worker, one of the lay members of the panel should have experience in youth work; this member of the panel may be appointed from outside the District.) A date for the appeal hearing will normally be given within ten working days.

4.
The decision of the panel will be final and will be confirmed in writing within five working days of the hearing.  If this is not possible the employee will be notified of the delay and of the date when the decision will be given.

5.
In the case of a dismissal with payment in lieu of notice, if it is not possible for the appeal to be heard before the end of the notice period, that period will be extended, with pay, until the appeal has been heard.

6.
In the case of summary dismissal, arrangements will be made for the appeal to be heard as soon as possible.

7.
At the appeal hearing, any disciplinary penalty imposed will be reviewed, but it will not be increased.

8.
Where an appeal against any disciplinary action or formal warning imposed upon an employee is upheld, reference to it will be removed from the employee’s personnel file and the employee will be notified in writing accordingly.

Section B: 
NON-DISCIPLINARY DISMISSAL PROCEDURE  

This procedure is to be used if a decision is made to terminate an employee’s contract of employment, for any other reason not related to disciplinary action

For example:  In cases of dismissal due to ill health; redundancy; retirement; the expiry of a fixed term contract; unsatisfactory performance/conduct during probationary period or any other reason.

The following must be followed:

1.
An employee must be informed in writing, with full details of the reasons why the employer intends to terminate their employment. 

2.
An employee will be invited to attend a dismissal meeting – for any other reason than Disciplinary - before any termination of employment takes place.  

3.
If an employee does not attend a dismissal meeting, without good reason, a decision may be taken in his/her absence.

4.
Employees have the right to be accompanied by a work colleague; or a trade union official, at any meeting to discuss the termination of employment.  Where this is not practicable the employee may, at the employer’s discretion, be accompanied by a friend.  A solicitor or legal representative is not permitted.

5.
If an employee or representative is disabled, then reasonable efforts will be made to ensure that they are able to participate fully in the dismissal meeting.

6.
The employee will be given any information that will be used at the dismissal meeting, in advance.

7.
The Line Manager/Chairperson will state the reasons for holding the dismissal meeting.

8.
A full opportunity will be given for the employee to ask any questions during the dismissal meeting.

9.
The work colleague or trade union official has the right to address the Chair of the dismissal meeting to present the employee’s case on behalf of the employee. 

10.
The chairperson will consider all the facts then confirm the decision to the employee and the right of appeal. 

11.
The chairperson will confirm the outcome in writing, in accordance with the appropriate notice period and termination of employment procedures.

12.
Confirmation of any dismissal letter issued will be recorded, either by counter-signature of the employee concerned or by recorded postal delivery

Appeals Against Dismissal Action –  when NOT disciplinary related.

1.
An employee who believes the reasons for terminating their employment on grounds of ill health; redundancy; retirement; expiry of a fixed term contract; unsatisfactory performance/conduct during the probationary period or any other reason, are unfair, may appeal against the decision within five working days of the dismissal meeting.

2.
An employee must appeal in writing, to the District Superintendent.

3.
A date for the appeal hearing will normally be given within ten working days. 

4.
The appeal hearing will be heard by the District Superintendent, or another Minister designated by the District Superintendent, and two lay people, as soon as possible.  

5.
The decision of the panel will be final and will be confirmed in writing within five working days of the appeal hearing

It is the intention that the Disciplinary and Dismissal Procedures will be reviewed periodically, in light of developments in employment legislation or good employment practice, and if necessary, revised to ensure continuing relevance and effectiveness.

APPENDIX B:   GRIEVANCE PROCEDURE

The aim of the Grievance Procedure is to provide all employees who have a grievance, relating to their employment, with an opportunity to have their concerns and issues considered and promptly resolved, where at all possible.

The employer wishes to ensure sensitivity and confidentiality when addressing a grievance. It should be emphasized that the principles of good faith, confidentiality, fairness, representation and equal opportunities should guide all parties involved in grievance proceedings.

Employees are encouraged to try and resolve their grievance informally, with the person(s) involved. However, if this is not possible, the employee should raise their grievance with their Line Manager, in the first instance.   

Where an employee feels unable to resolve their issues on an informal basis, then in some cases, consideration should be given to involving a third party in the process e.g. an external counselor/mediator or a pastoral advisor to offer specialist support and advice.  Otherwise, the following procedure should be followed. 

PROCEDURE

This procedure has been drawn up to establish the appropriate three stages to be followed when dealing with a grievance. The formal three-stage procedure is applicable to a grievance raised by an employee both during and after their employment.

STAGE 1:

If an employee has an issue that cannot be resolved informally, they should arrange to discuss it with their Line Manager and state their intention to pursue the issue through the grievance procedure.  The Line Manager will endeavour to sort out the grievance within ten working days or as soon as is  reasonably practicable.

If the grievance is regarding the employee’s Line Manager, the employee should then refer their grievance to the Board of Directors.  

STAGE 2:

If the matter remains unresolved, the employee should then put the reasons in writing to the Superintendent of the Circuit (or, if the grievance is with the Superintendent of the Circuit, to the District Superintendent or other minister designated by the Secretary of the Conference).  On receipt of such a request arrangements will be made for the grievance to be heard. The grievance hearing will be scheduled to allow sufficient time for any preparation required by both parties.

The grievance hearing will be heard and chaired by the Superintendent of the Circuit (or, if the grievance is with the Superintendent of the Circuit, by the District Superintendent or other minister designated by the Secretary of the Conference).  The employee may be accompanied by a work colleague or a trade union official. Where this is not practicable the employee may, at the employer’s discretion, be accompanied by a friend. A solicitor or legal representative is not permitted.

Where appropriate, the employee against whom the grievance has been raised and/or any witnesses, may also be asked to attend the grievance hearing. Such individuals may be accompanied by a work colleague or a trade union official.

If an employee or representative is disabled, then reasonable efforts will be made to ensure that they are able to participate fully in the hearing.

The employee will be advised in writing of the outcome of the grievance hearing within five working days of the hearing and of any decision made and of their right to appeal against the decision.

STAGE 3:

Failing a satisfactory outcome at Stage 2, the employee must inform the District Superintendent, in writing, of their intention to appeal against the decision made and reasons for it. This must be done within five working days of receiving the written decision at Stage 2. 

A detailed written report of the matter will then be submitted by the Manager or person chairing the meeting at Stage 2 to the District Superintendent or another nominated representative.  A copy of this report will also be supplied to the employee.  Within ten working days of receiving the report, the District Superintendent will set up an Appeals Panel and the employee will be invited to discuss their grievance further.  The Appeals Panel will comprise of the District Superintendent (chairperson) or another Minister designated by the District Superintendent, and two lay people, not previously involved in the case. A representative of the Lay Employment Advisory Group may also be in attendance to offer advice and to take notes.

The employee may be accompanied by a work colleague or a trade union official.  Where this is not practicable the employee may, at the employer’s discretion, be accompanied by a friend.  A solicitor or legal representative is not permitted.

After the Appeal Hearing, the Chair of the Appeals Panel will confirm in writing, the outcome of the appeal to the employee and relevant parties within five working days and that this decision is final.

The Grievance Outcome:

The outcome of the grievance, at whichever stage determined, will be confirmed in writing, to the employee. The decision may take various forms. It may state:

1.
that on the basis of the findings, the grievance is not well founded

2.
that the grievance is upheld in part and provide an appropriate solution

3.
that the grievance is upheld in full and provide an appropriate solution

4.
any other relevant decision

Guidelines:

After Stage 1, failure to agree at any stage will automatically imply that the grievance case will proceed to the next stage of the Grievance Procedure. However, if the employee decides to withdraw their grievance, they may do so, in writing.

Time limits have been set within the procedure to ensure prompt action in seeking to resolve the grievance issues as quickly as possible. However, at times, these may be changed, with the agreement of all concerned. 

All individuals involved in a grievance case will be required to treat information confidentially and with the appropriate respect, in order to protect the interests and integrity of all concerned. Failure to do so, will invoke disciplinary action.

In most cases, employees will have to use the standard three-step grievance procedure even after they have left employment. However, the statutory grievance procedures include a shorter modified procedure, which may be used in some limited circumstances, after the employee has left employment. The modified procedure only applies where the employee has either left employment or if the three-step procedure was not completed during the course of employment. Both parties must agree in writing to use the modified procedure. If used, the employee must submit their grievance in writing to the Superintendent of the Circuit.   A written response to the points raised will then be provided on behalf of the employer. There are very few instances where this shorter procedure is likely to apply.

It is the intention that the Grievance Procedure will be reviewed periodically, in light of developments in employment legislation or good employment practice and if necessary, revised to ensure continuing relevance and effectiveness.

APPENDIX C: HEALTH AND SAFETY AT WORK POLICY

This is a statement of the general policy of the Employer with respect to the health and safety at work of the employees of the Employer and of others.  

1
Statutory Duty of the Employer

The Employer has a duty to ensure so far as is reasonably practicable, the health, safety and welfare at work of its employees and, in particular to:

1.1
Provide and maintain equipment and systems of work that are safe and without risks to health;

1.2
Arrange for ensuring safety and absence of risks to health in connection with the use, handling, storage and transport of articles and substances;

1.3
Provide such information, instruction, training and supervision as is necessary to ensure the health and safety at work of the employee;

1.4
Maintain any place of work under the Employer's control in a condition that is safe and without risk to health and provide and maintain means of access to and egress from it that are safe and without risk;

1.5
Provide and maintain a working environment for the employees that is safe, without risk to health, and adequate as regards facilities and arrangements for their welfare at work.

2
Statutory Duty of the Employees


Every employee has, while at work, the duty to:

2.1
Take reasonable care for the health and safety of himself or herself and of other persons who may be affected by his or her acts or omissions at work;

2.2
Co-operate with the Employer so far as is necessary to enable any duty or requirement imposed on the Employer or upon any other person by or under any relevant statutory provision to be performed or complied with.

3
Policy Statement

It is the policy of the Employer to promote the health and safety at work of the staff and of all visitors to the premises of the Employer and to that intent to:

3.1
Take all reasonably practicable steps to safeguard the health, safety and welfare of the staff and of visitors to the Employer's premises.

3.2
Provide adequate working conditions for employees with proper facilities to safeguard their health and safety and to ensure that any work which is undertaken produces no unnecessary risk to health or safety.

3.3
Encourage employees to co-operate with the Employer in all safety matters in the identification of hazards which may exist and in the reporting of any condition which may appear dangerous or unsatisfactory.

3.4
Encourage each employee to accept his or her own responsibility not to endanger himself or herself or others and actively to assist in fulfilling the requirements and spirit of the legislation.

4
Health and Safety Rules  

All employees must exercise ordinary care to avoid accidents in their activities at work and comply with the following general rules and any specific rules which the Employer may publish from time to time.

5
Accident Book  

Any injury suffered by an employee in the course of his or her employment, however slight, must be recorded together with such other particulars as are a requirement by statutory regulations in the accident book maintained by the Employer.

6
Fire Procedures  

All employees must familiarise themselves with fire escape routes and procedures and follow the directions of the Employer in relation to fire.

7
Equipment and Appliances

No equipment or appliance may be used other than as provided by or specifically authorised by or on behalf of the Employer and any directions for the use of such must be followed precisely.

8
Safety Clearways

Corridors and doorways must be kept free of obstructions and properly lit.

9
Working at Heights

No employee may undertake work above six feet from floor level, [or ground level if working outside], without having been fully trained in the use of any equipment needed to reach the working area required.  If you are required to use a ladder, and the work you are required to do necessitates your being at a height where your feet are more than six feet above ground level, this work should only be carried out with a colleague aiding and assisting you.  As a general rule, any work required to the outside of the buildings should be undertaken by properly qualified and equipped outside contractors who will have the full range of equipment needed.

10
Maintenance  

Defective equipment, furniture and structures must be reported as such without delay.

11
Hygiene and Waste Disposal

Facilities for the disposal of waste materials must be kept in a clean and hygienic condition.  Waste must be disposed of in an appropriate manner and in accordance with any special instructions relating to the material concerned.

12
Drink and Drugs

The use of intoxicants at your place of work is forbidden.  No employee may undertake his or her duties if under the influence of drink or drugs, except in the case of drugs when he or she is under medical supervision.

Adapted with permission from the Lay Employment Advisory Information Pack of the Methodist Church in Britain by the Lay Employment Advisory Group of the Methodist Church in Ireland (August, 2005)
Adapted with permission from the Lay Employment Advisory Information Pack of the Methodist Church in Britain by the Lay Employment Advisory Group of the Methodist Church in Ireland (August, 2005)

