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DIOCESAN CLERGY HANDBOOK
REVISED JANUARY 2011

Introduction to Handbook

I hope you find this handbook a useful source of reference. It brings together the various regulations, guidelines, policies and practices adopted in the Diocese, to supplement the provisions of Canon Law and other regulations issues at national level.

It is intended to give advice and guidance on working arrangements for all authorised ministers, ordained and lay. For those appointed as office holders on Common Tenure (as defined in the Ecclesiastical Offices (Terms of Service) Regulations 2009) it also expands upon the obligations and rights conferred by the legislation and should be read in conjunction with the Statement of Particulars.

Access to the handbook is not restricted to authorised ministers. 

It is in electronic format, so that sections can be revised and updated periodically and as necessary. Accessing the handbook through the Diocesan web-site will also ensure that the reader is referring to the most up to date version available.

If you have a comment or question about the content of this handbook or you have any difficulties in accessing the sections or using the links, please contact  the Bishop’s Chaplain Jonathan Ball on 01722 334031 or via bishops.chaplain@salisbury.anglican.org 
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Archbishop’s Delegate for the Diocese of Salisbury

1 February 2011
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1. Appointment and Office

Clergy are called as Priests and Deacons to serve and care for the people of God. In this task

they work with the Bishop, their fellow clergy and other ministers. The responsibilities of their

office are set out in the Ordinal and in the Canons, as well as, the licence/deed of appointment, 

the role description and the Guidelines for the Professional Conduct of the Clergy.  Further responsibilities of office are linked to particular appointment or tenure of office (Common Tenure and Freehold Tenure).

Regardless of their form of tenure, all clergy are subject to the provisions contained within the Canons, the Clergy Discipline Measure, the current law related to patronage and the appointments procedure and anti-discrimination legislation (apart from the specific exemptions granted).  

Prior to February 2011, clergy held their office either with Freehold or without Freehold. From February 2011, the Ecclesiastical Offices (Terms of Service) Measure and the Ecclesiastical Offices (Terms of Service) Regulations will be brought into effect. This legislation confers a new way of holding an ecclesiastical office, termed Common Tenure, which will apply to most clergy who formerly held their office without Freehold.

All new appointments made after this legislation comes into effect will be subject to Common Tenure. Those clergy with Freehold will be invited to transfer to Common Tenure, if they choose not to they will continue to hold the Freehold on its existing terms. 

Some clergy who hold roles that are designated as employees (of the DBF or possibly the bishop in his corporate capacity or a secular organisation) are not covered by common tenure as their appointments are bound by contracts of employment. 

There may be circumstances where someone may hold two or more roles, for instance, an employment and a clergy appointment. In such circumstances each role is allocated the appropriate ‘Contract’ or ‘Tenure’ to cover the responsibilities/activities/time spent in relation to that role. The terms of conditions relating to the specific role will apply, but it may be that some practical arrangements may need to be agreed for practical reasons such as Annual Leave entitlement.  

Common Tenure

The Ecclesiastical Offices (Terms of Service) Measure and the Ecclesiastical Offices (Terms of Service) Regulations will afford clergy (stipendiary or self-supporting) a range of rights, support, responsibilities and accountabilities. 

Clergy on common tenure will receive a Statement of Particulars which sets out the matters relating to the general day to day aspects of their appointment and indicates rights and responsibilities. The person nominated by the Bishop to issue a Statement of Particulars is the Archdeacon.

Most common tenure appointments are permanent and would be held until the individual reached the age of 70. However, it is possible to hold common tenure on a time limited arrangement. Such arrangements can only be made in the following specific circumstances:

· If the appointment is designated as covering another office holder’s absence from work

· If the appointment is held by an office holder over 70

· If the appointment is designated as a training post

· If the appointment is designated as subject to sponsorship funding

· If the appointment is designated as a probationary office

· If the appointment is created by bishop’s mission under the diocese, Pastoral and Mission Measure

· If the appointment is designated as held in conjunction with another office or employment.

· If the appointed office holder does not have the right of abode, or unlimited leave to enter or remain, in the United Kingdom.

· If appointment is designated as a Locally Supported Ministry Post (for example, where a parish has agreed with the diocese that it will take on responsibility for funding an additional curate’s post).

The Ecclesiastical Offices (Terms of Service) Measure and the Ecclesiastical Offices (Terms of Service) Regulations can be found at www.commontenure.org .
1 January 2011

Approved by Bishop’s Council Oct 2010; due for review Jan 2012

2. Stipend

The Diocesan Stipend is paid through the Church Commissioners. The Church Commissioners’ leaflet, 'Your Stipend – what you need to know', explains the makeup.

Stipends are calculated in accordance with the method of computing income for augmentation purposes approved by the General Synod and included in the Central Stipend Authority’s annual report to the General Synod.

There is no reduction of stipend for clergy in receipt of state retirement pension.

Statutory Maternity Pay, Paternity Pay or Adoption Pay: The Diocese follows the Church’s National guidelines, refer to handbook section entitled Maternity, Paternity, Parental and Adoption and Time Off to Care for Dependants for further information.

For the purposes of National Insurance only, clergy are treated as being of employed status. Employee contributions are deducted from stipend payments each month alongside ‘pay as you earn’ tax deductions. Employer’s contributions are paid by the diocese.

Other Income

Additional income arising from the ordinary course of the Office should be declared on your PUN form and will form part of the augmentation (ie will be deducted from the amount financed by DBF).  If you have any doubt about what constitutes additional income please consult the Diocesan office.

Higher Paid Status

It should be noted that when total emoluments, i.e. stipend, fees, Easter Offerings and all

expenses reimbursed or paid on behalf of the individual or household, are at an annual rate of £8,500 or more, the person will be deemed to be of “Higher Paid” status. The implication of this is usually some loss of benefits in respect of heating, lighting and cleaning but full details are given in the Churches Main Committee booklet “The Taxation of Ministers of Religion”, circular No 1991/15.
Annual Return

Please return your PUN (pink) Annual Income and Expenses form to the Church Commissioners as soon after the start of the tax year as possible. Actual fees, either assigned or not assigned, for the year to 31st March are to be shown. For NI and tax purposes, income from local trusts has to be paid by the Church Commissioners. Such payment is initially from the Diocesan Stipends Fund so clergy should either send trust income direct to the Diocesan Office or request the trustees to do so. Please also ensure that the parochial expenses shown to 31st March are those properly chargeable to the PCC. You are also advised to fill in your Tax Return promptly. It may well be worth seeking help from a clergy tax advisory service or an accountant, who for a reasonable fee will manage your tax affairs.

Further information can be found in the booklet The Taxation of Ministers of Religion.
1 January 2011.
Approved by Bishop’s Council Oct 2010; due for review July 2012
3. Parochial Fees
Section to be added after review of fees by General Synod February 2011

4. Expenses

Parishes are responsible for the reimbursement of the proper parochial expenses incurred on their behalf by their parochial clergy (stipendiary and self-supporting) and other licensed and accredited staff. These sums do not form part of the stipend calculation but the level of diocesan stipend presupposes full reimbursement of these expenses. It is equally important that self-supporting clergy are properly and fully reimbursed. 

 It is essential that at the very start of taking up an appointment, clergy should discuss working expenses with the PCC by means of a consultation with the Churchwardens. It is suggested that agreement should be reached at such a meeting between the Churchwardens and the Minister (and the Incumbent too where an assistant is involved), on those expenses to be paid directly by the PCC and those to be reimbursed. Procedures for monthly reimbursement and the claim form to be used should also be discussed.

 The booklet entitled ‘The Parochial Expenses of the Clergy’ issued by the Central Stipends Authority is a useful guide. The matters covered by the booklet include: Postage and Stationery; Telephone; Secretarial Assistance; Office Equipment; Maintenance of Robes; Hospitality; Travel - Car and Public Transport; Books; Use of Study - Help with Replacement Furnishings.

Up to date rates for fees and travelling expenses will be sent to parishes by the Diocesan office as and when these are revised, normally annually. The Archdeacons are available to give advice or to help in matters of interpretation. Some parochial clergy bear at their own wish a proportion of parochial working expenses, and in fact allowance is made for this on the Church Commissioners’ Income Return. Despite this, it is recommended that rather than forego some reimbursement, clergy should charge their expenses in full and then make a contribution to parochial funds so as to ensure that the parish is aware of the full extent of its liability. Furthermore it will ensure that misunderstandings as to the correct level of expenses do not occur upon change of the Minister.

1 January 2011.

Approved by Bishop’s Council Oct 2010; due for review Jul 2012
5. Housing
Those Office holders provided with a house of residence, for the better performance of their duties, need to be aware of both their rights and responsibilities (for certain houses to which it applies).  These are detailed in the Repair of Benefice Buildings Measure 1972 and other legislation but may be summarised as follows:

Duties of the relevant housing provider (as administered by the Diocesan Board of Finance):

· to repair the structure and exterior of the buildings of the property, including windows, doors, drains, gutters and external pipes
· to repair all relevant walls, fences, gates, drives and drains of the property
· to repair and keep in proper working order installations related to; the supply of water, gas and electricity; sanitation; space heating or heating water, except where it is a tenants duty 
· to arrange for a qualified surveyor to inspect the property at least every five years and submit a report describing its state and condition
· to send the office holder a copy of this report and after consultation carry out within a reasonable time frame any appropriate repairs
· to pay the council tax and water rates
· to insure the property against all risks related to buildings
· to carry out such works of improvement, alteration or replacement as it considers necessary
Duties of the Office holder:

· to permit the officers of the Archdeaconry Property Committee and the Diocesan Property Department to enter the property after giving reasonable notice; in order to inspect or carry out repairs or for another reasonable purpose consistent with its powers and obligations
· to exercise all duties equivalent to those of a tenant
· to keep the property and contents provided clean and free from deterioration
· to keep any garden or other grounds belonging to the property in a good state of upkeep
· to notify the Property Department of any repairs required as soon as possible
· to pay the whole or part of any repairs which they are responsible for
· to use the property only as a private residence for his or her household and guests and for any other purpose agreed by the Archdeaconry Property Committee
· not to make any repairs, alterations or additions to the property without the consent of the Property Department.
· where the property is held on a lease, to observe any binding term, condition, or covenant
· to vacate the property within one month of either ceasing to hold office or changing office and to leave the property clean, tidy and clear of all personal possessions 

It should be noted that the Diocesan Board of Finance also encourages each parish to perform the following duties, through its PCC;
· to assist with the decoration of the property
· to help the office holder with general small maintenance
· to support the office holder in keeping the property in good order
· to oversee any contracts for alarm systems and fire prevention
Any disputes or objections regarding housing that cannot be resolved informally may be dealt with by the grievance procedure.  Incumbents have the right of absolute veto over the sale of the benefice parsonage house.  Priests in charge on common tenure occupying parsonages or glebe team vicarages have a right of representation, with certain others, to the Diocesan Board of Finance, with ultimate appeal to the Church Commissioners, in the event of a proposed sale.

Detailed information can be found in The Statement of Policy obtainable from the Property Department. The Property Department also provides a set of essential guidance leaflets for all householders. Please contact the Property Department at the Diocesan Office (01722 411933) for a copy of these documents.

6. Retirement

All clergy (stipendiary and self-supporting) must retire at the age of 70 as stated in the Ecclesiastical Offices (Age Limit) Measure 1975. Please note that is may change over the next few years if there is a change in the position regarding default retirement ages in line with likely government abolition of the State default retirement age.  

For clergy who hold office under Common Tenure or Freehold Tenure, their Tenure and Licence will automatically come to an end when the age of seventy is reached.  Where an office required a Ministry Specification, that office will also automatically come to an end when the age of 70 is reached. 

After the age of 70, clergy may be able to continue in a time limited Common Tenure post, subject to approval of the Bishop.  Clergy can also apply to the Bishop for Permission to Officiate.

Our Diocesan Clergy Retirement Officers are able to give details of the practical issues concerning retirement.

Clergy Retirement Officers:

Ramsbury

The Rev Michael Turner (01722) 504000 e-mail: sarum.turners@ntlworld.com

Sherborne

 The Rev David Thompson (01202) 668904 e-mail: davidthompson@uwclub.net
Other useful information:

The Ecclesiastical Offices (Age Limit) Measure 1975
Supporting the Ministry of Retired Clergy
Church of England Pensions Board
You will find further relevant information under Pensions and Retirement Housing 

1 January 2011
Approved by Bishop’s Council Oct 2010; due for review Jan 2012

7. Retirement Housing
In the last few years the arrangements for housing have greatly improved. It is no longer the case, for example, that if you neither have your own house nor have sufficient capital to buy one, you have little choice about where you live. Apart from the good convention that you should not retire within the parish in which you are serving, within reason it is possible to choose where you wish to retire.

For housing purposes, retiring clergy fall roughly into five categories:

1. Those who have a house of their own, and wish to retire into it.

2. Those who have enough capital to enable them to purchase a property of their own.

3. Those who have some capital, and who wish to take advantage of the Pensions Board's new Shared Ownership scheme, which replaced the value linked mortgage scheme in April 2008.

4. Those whose capital is very small or non-existent, and who would wish to rent a property from the Pensions Board.

5. Those who wish to move into a residential home - full details are available from the Pensions Board.

It is not possible to give exact answers to the degree of help which can be given because so many factors have to be taken into consideration. But in all cases the Church of England Pensions Board is very ready and willing to advise, and is prepared to consider the purchase of a retirement house at the age of 57 for stipendiary clergy.

Arrangements for retirement housing are more readily available and more secure than they used to be for so many of our predecessors.  But increases in house prices have created fresh problems, though the Church has tried to deal with these in ways which are appropriate and helpful for retired clergy.  However it needs to be emphasised that there is no substitute for planning positively with the help of the diocese and other church bodies for ones retirement well in advance.  

You may remain in your clergy house free of charge for two months beyond your date of retirement.

Full details of the retirement housing provisions are available from: 

The Church of England Pensions board

29 Great Smith Street

London SW1P 3PS

Tel 02078981800

www.cofe.anglican.org 

The following publication from the Board may also be useful:

· Retirement Housing
Removal Expenses

The Board will pay the removal costs of retiring clergy. If moving abroad, the Board will pay up to the average cost of a UK move undertaken during the previous 12 months. Three quotes should be obtained without transit insurance, the lowest may be accepted and copies of the quotes sent to the diocesan office. The invoice should also be sent direct to the diocesan office for payment.
1 January 2011.
Approved by Bishop’s Council Oct 2010; due for review Jan 2012
8. Pension

On retirement, a cleric is entitled to a tax free lump sum payment and pension. The current rate can be found here.  If you retire before completing the maximum period of 37 years, both pension and lump sum are adjusted accordingly (for example, 15 years' service entitles you to 15/37ths). There is provision for voluntary contribution during service to supplement the pension.

Full details of the pension scheme are available from: 

The Church of England Pensions board

29 Great Smith Street

London SW1P 3PS

Tel 02078981800

www.cofe.anglican.org 

The following publication from the Board may also be useful:

· Your Pension Questions Answered (insert link)
Approved by Bishop’s Council Oct 2010; due for review Jul 2012

9. Time Off

Includes: Rest Periods, Annual Leave, Bank Holidays, Spiritual Leave, Special Leave, Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants and Time Off for Public Duties

Time away from work and clerical responsibility is a vital factor in the well being of those in ministry and their relationships with those close to them. Time for rest and re-creation is a biblical principle which should be at the heart of a ministry which models for others self-respect and a healthy way of working.

Particular care should be taken to ensure that all clergy
 have adequate time off, both days off and holidays. Parish Priests should see that their assistant staff take the time allocated.

Parishes and those who are responsible in the setting in which clergy minister (e.g. PCCs, churchwardens, training incumbents) have a duty to enable clergy to take sufficient free time and to protect them from intrusion. This may involve the provision of another person to cover public worship, office time and administration. PCCs and other responsible bodies should review this provision annually.  The payment of locum tenens fees is the responsibility of the PCC.

It is essential for Rural Deans to know when clergy are away. Undertakers should be advised.

It is sometimes possible to provide financial assistance with holidays; applications in the first instance should be made to your Archdeacon.

Guidelines have been drawn up to help deal with matters such as payment of stipend, leave

entitlement taken around the time of leaving or changing posts. A copy of the Guidelines may be obtained from the Diocesan Office. 
Your Archdeacon is the key person to advise on all aspects of time off. 

Rest Periods

All clergy1 should take an uninterrupted period of at least 24 hours in every seven days. Preferably a regular day in the week should be chosen, which should be known to parishioners. Clergy should take an uninterrupted rest period of 48 hours rather than 24 hours once a month.

Annual Leave

All clergy1 are encouraged to take the agreed amount of annual leave each year. The annual leave year runs from 1st January to 31st December. Unused annual leave may not be ‘carried over’ into the following year, unless this has been agreed with the Archdeacon.

All full-time clergy should take 36 days annual leave per leave year including at least four

Sundays. This excludes any discretionary special leave such as extended study leave or spiritual leave.

Part time clergy and licensed lay workers should take an appropriate proportion of the 36 days. The specific number of annual leave days should be detailed in their Ministry Specification and/or their Statement of Particulars.

Incumbents must ensure that time off is taken by their stipendiary assistants, and that self-supporting ministers have comparable periods free from parochial duties.

All clergy1 should notify their Rural Dean or other appropriate person when they intend to take annual leave.

Bank Holidays

All clergy1 are entitled to statutory bank holidays in addition to their annual leave entitlement. When it is not possible to take the actual bank holiday off (for instance, because it is a major festival) a day in lieu should be taken.

Spiritual Leave

All clergy1 are encouraged to take the inside of a week each year for spiritual refreshment,

whether on retreat or at cell group meetings. Clergy1 should notify their Rural Dean or other appropriate person when they will be away on spiritual leave.

Special Leave

The Bishops or Archdeacons may also grant an additional period of special leave, of usually no more than 2 weeks, in particular circumstances. Special leave is designed to support clergy when emergencies arise – particularly those related to children or dependents.  

Clergy1 should refer to the Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants Policy, if they need to explore the possibility of making a change to their working pattern or taking a longer period of time off to care for a dependant.

Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants

The diocese observes the Archbishops’ Council’s Directions prescribing the entitlement of office holders under Common Tenure to Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants. The diocese extends these entitlements to all clergy regardless of their tenure.

It should be noted that in making the ‘Directions’ the Archbishops’ Council is required to have regard to the corresponding rights of employees but is not obliged to ensure that office holders are placed in the same position as employees. In addition to this, the law in this area is complex and fast moving. It is therefore advisable that any clergy interested in finding out more about Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants should contact their Archdeacon  for advice and a copy of the most up to date Maternity, Paternity, Parental and Adoption Leave and Time Off to Care for Dependants policies.

Time Off for Public Duties

Clergy1 may spend a reasonable time on public duties other than the duties of the office without any loss of stipend (if applicable). Clergy1 are requested to discuss the details of the public duty and the associated time off with the Bishop or Archdeacon prior to commencement.

If a member of clergy1  is called for jury service they are required to claim the attendance allowance. Please contact the Finance Department for further guidance. 
1 January 2011.


 Clergy includes those in stipendiary and self-supporting roles.
Approved by Bishop’s Council Oct 2010; due for review July 2012
10. Sickness

Clergy may need to take time off when sick. These are the procedures to follow.

Freehold clergy, unable to perform their duties because of sickness, should contact their Archdeacon through the Area Office via e-mail or by telephone as soon as possible. They should also inform their Churchwarden(s) and Rural Dean (or Training Minister if appropriate) so that arrangements for cover can be made. Clergy who hold Common Tenure are required to carry out these two actions. 

Although this is an added burden when unwell, reporting sickness in this way will satisfy the obligation to ensure the proper administration and accounting of Statutory Sick Pay.  

Please contact the Archdeacon through the Area Office if you are unwell and suffer a sickness absence of more than one day (and up to seven days).

If you are still unwell and the sickness absence lasts more than seven days please obtain a medical certificate (statement of fitness to work) from your GP or other medical practitioner and send it to the Archdeacon at the relevant Area Office. 

If the medical certificate indicates that you could return to work on an altered hours/modified duties basis (often referred to as a phased return), the Archdeacon will discuss this with you. It is important that your return to work is carefully thought through. Occasionally it may be necessary to seek professional advice to ensure that, as far as possible, your return to work is not going to contribute to a relapse or delay the recovery process.

Please contact the Area Office to let them know when you have returned to work. 
If you should be unwell the rights and obligations of clergy who hold Common Tenure appointments are as set out in Regulations 27 and 28. In particular please note the following:

· The Diocesan Bishop may, if satisfied that you are unable adequately to discharge the duties of your office by reason of illness, permit you to be absent from work for such period as the Diocesan Bishop thinks appropriate, and may make provision for the discharge of those duties during the period of your absence by reason of illness.

· The Diocesan Bishop, if he has reasonable grounds for concern about your physical or mental health, may under Regulation 28(1) direct that you shall undergo a medical examination by a medical practitioner selected by agreement between the Diocesan Bishop and you, or, in default of such agreement, by medical practitioners consisting of a practitioner chosen by each of the Diocesan Bishop and you. 

Note: Clergy who hold an employment contract must comply with the rules laid down by their employer. 
If you incur extra expenditure through illness, please let one of the Bishops, your Archdeacon or the Diocesan Secretary know. They have access to funds that may be able to help you.

Sickness Benefit

Stipendiary clergy will continue to be paid for the first 28 weeks of an illness. If the illness is likely to last longer than 28 weeks, the Archdeacon will ask your permission to contact your GP or specialist about the prognosis or ask you to be seen by a doctor instructed by the Board and you will now need to apply for incapacity benefit. 

Payment for services taken by a locum is the responsibility of the PCC, who may (if necessary) request help from the Diocesan Board of Finance to meet additional costs, which should be for no more than the usual number of services from a month after onset of sickness.

Convalescence

Proper convalescence after an operation or serious illness is vital. Funds are available to make this possible. One of the Bishops, your Archdeacon or the Diocesan Secretary will advise.

Early retirement through ill health

If this becomes necessary, it will have been discussed fully with the Bishop and Archdeacon. The financial and housing arrangements, whatever your age, are based on those that would have been the entitlement at normal retirement age.
1 January 2011
Approved by Bishop’s Council Oct 2010; due for review July 2012

11. Ministry Review

Under Regulation 18 of the Ecclesiastical Offices (Terms of Service) Regulations 2009 all clergy are required to participate in Ministerial Development Review (MDR). Each Diocesan Bishop is responsible for designing and maintaining a suitable scheme which must be compliant with guidelines laid down by the Archbishops’ Council

The guidelines describe the purpose of MDR as follows: 

‘to look back and reflect on what has happened over the last year or two of ministry and, informed by that, to look forward to plan, anticipate and develop a clearer vision for what lies ahead. In looking back there is an opportunity to acknowledge all there is to be thankful for and anything that is a matter for lament, and in looking forward to anticipate the changing demands of the role, identify future objectives and areas for potential development.’

They further state that:

‘MDR is founded in the assumption that all office holders are responsible to God for the ministry entrusted to them and that they are accountable to the Church and to one another for the way in which it is exercised. Ministry is a gift and a trust for which each individual holds account. Accountability includes a preparedness to grow and develop on the basis of experience and the learning gained from it. It is about affirmation and encouragement as well as challenge.’

The Diocese of Salisbury Ministry Review Scheme provides for those clergy who are in scope to the Scheme to have a Ministry Review every 18 months. Reviews alternate between a meeting with a Peer Reviewer, selected from a Diocesan list, and a meeting with a member of the Senior Staff. 

The Scheme is based on clarifying a vision for ministry and working this out in terms of ministerial priorities for the next 18 months which are in turn accompanied by developmental priorities. Ministry Review enables each minister to plan his or her Continuing Ministerial Development proactively and creatively.

The ethos and operation of the Scheme are described in the Scheme Manual, which can be found on the Diocesan website together with the paperwork associated with the Scheme. The Scheme is administered from the Bishop’s Office
1 January 2011.

12. Continuing Ministerial Development 

Under Regulation 19 of the Ecclesiastical Offices (Terms of Service) Regulations 2009 all clergy are required to participate in Continuing Ministerial Development. The Archbishops’ Council has approved the following Statement of Expectations:
The purpose of Continuing Ministerial Development (CMD) is to strengthen and deepen a lifelong learning culture within each diocese. Good practice in both provision and participation are ultimately evidenced in spiritual and numerical growth with the Church’s ministers more fully engaged in God’s mission themselves, in the variety of roles they have been licensed to as public representative ministers, and better able to stimulate and enable the whole Church to respond to its call.

CMD focuses not just on learning and training but takes seriously the flourishing of the whole person in their ministerial context. It cannot seek to meet all the individual needs of everyone but aims to create a normative environment in which developmental learning is recognized as a hallmark of professional good practice as well as a central aspect of discipleship. It is also a means by which we exercise grateful stewardship of the talents which God has entrusted to us, both as individuals and as the Church. 

Good CMD provision is characterized by:

•
a prophetic focus on the needs of the Church of the future as well as the immediate needs of the Church of today

•
a well articulated theology of CMD accompanied by a clear statement of expectation

•
a responsiveness to national and diocesan vision setting and policy

•
visible modelling of good practice by key people including senior staff

•
appointment of qualified post holders 

•
allocation of financial resources in accordance to articulated priorities

•
collaboration between Dioceses and ecumenical partners regionally

•
shared delivery with other Diocesan departments

•
alignment with IME 1 - 7

•
alignment with Clergy Terms of Service and Ministerial Development Review

•
particular attention to transition points in ministry

•
integration of the needs of the individual with the strategic objectives of the Diocese and the priorities of the wider Church

•
inclusion of all those exercising ministry in the name of the Church with attention given to their differing needs 

•
ready access to information and to personal advice and support

•
provision of enjoyable, supportive and inspirational learning events

•
regular review of provision

Good CMD participation includes:

•
honouring of vocation to “be diligent in prayer, in reading Holy Scripture, and in all studies that will deepen your faith”

•
for full time ministers taking personal responsibility in setting aside at least 5 days for CMD and the best part of a week for retreat each year and encouraging and enabling others to do the same

•
positive engagement with ongoing developmental learning at all stages of ministry

•
regular participation in Ministerial Development Review

•
proactively planning one’s own learning especially in response to Ministerial Development Review 

•
using Ministerial Development Review to assess and apply learning undertaken

•
keeping abreast of changing legal and public responsibilities

•
planning ahead for possible longer periods of developmental leave

•
balancing individual inclinations and enthusiasms with the needs and demands of the present role

•
willingness to share knowledge and skills in order to resource the learning of others

The Diocese of Salisbury is a partner in the South Central Regional Training Partnership (SCRTP). The SCRTP has approved the following Regional policies which relate to the delivery of Continuing Ministerial Development in the Diocese of Salisbury

Towards a Theology of Ongoing Ministerial Development

Ministry Development Leave (MDL and EMDL): guidelines for good practice

Copies of both these can be found on the Diocesan website
The annual CMD brochure is also available on the website. It contains the programme for the year together with information on all aspects of continuing ministerial development.

1 January 2011

13. Capability Procedure

The Capability Procedure is a right and responsibility associated with Common Tenure. However, with mutual consent the Diocese may permit its use more widely.

The Capability code of practice is designed to come into operation when there are concerns about whether an individual managing or coping. It is designed to be supportive and developmental.  Any concern will be treated seriously, but it will first be examined to see if there are any grounds to the concern.  Most concerns should be resolved informally. Formal action under the code of practice should only occur some way down the line and when all else has failed. There are 3 formal stages and each stage has the right to appeal. 

The procedure contains many built in safeguards including:

· The right to be informed in advance, and in writing, of the nature of the capability issue, the procedure to be followed, and the possible actions that may be taken, 

· The involvement of a panel, not an individual, at every formal stage,

· The requirement to take human resources advice, 

· The right to be supported by a friend or trade union representative during the formal stages of the process.

· The right to respond to all points raised

· The right of appeal

The capability procedure will not be used in trivial or unsubstantiated cases, and can only be invoked by the Bishop, Archdeacon or someone specifically designated on their behalf, after a thorough investigation of the facts, and an interview with the cleric. 

The procedure will normally consist of the following stages but can be discontinued at any point if the required improvements are made:

· Informal warning

· Formal procedure stage one – formal written warning

· Formal procedure stage two – final formal written warning

· Formal procedure stage three – removal from current office

In exceptional cases stage one of the formal procedure may be bypassed but should this be the case, the requirements of natural justice will always prevail and appropriate pastoral support and care will always be provided.

Full information on the procedure and guidelines are available:

Capability Procedure Code of Practice
Capability Procedure – supporting advice 
1 January 2011.

Approved by Bishop’s Council Oct 2010; due for review July 2012

14. Grievance Procedure

It is believed that clergy should have the right to seek redress if they have concerns which cannot be resolved during the normal course of their duties.  The objective of the grievance procedure (as detailed in the Code of Practice issued by the Archbishop’s Council) is to deal with such complaints promptly, fairly and consistently with a focus on mediation and conciliation wherever possible. The grievance procedure is a right of Common Tenure. However, the Diocese extends this procedure to all clergy.   

The underlying principles of the procedure are as follows:

· All grievances will be taken seriously and responded to fairly and quickly

· Grievances will be dealt with informally wherever possible

· All matters will be kept confidential

· The focus will be on issues not personalities

· Account will be taken of the legitimate interests of all concerned

· Office holders will have the right of representation by a colleague or trade union representative at any meeting

· Grievances may be pursued without fear of sanction

This grievance procedure is intended to provide a means of addressing grievances related to the office held.  In the case of bullying, the diocesan anti-bullying policy [insert link] sets out the informal steps which should be taken before making a formal complaint under the grievance procedure.  The key stages are as follows:

· Informal stage – wherever possible attempts should be made to address the person or body responsible for the matter directly and attempt to resolve the grievance informally

· Formal stage – if the grievance has not been resolved informally or within a reasonable time period, the office holder may choose to proceed to the formal stage which is comprised of:

Stage one – the grievance needs to be set out in writing, describing what attempts have been made to resolve the matter informally and what is the desired remedy

Stage two – the person handling the grievance will investigate the matter and then hold a meeting to discuss the issues.  This will be followed by a letter detailing the decisions made regarding appropriate resolution.

Stage three – if the matter has not been resolved satisfactorily then the office holder may appeal in writing.  They will then be invited to attend a meeting to discuss the issues.  The decision of the appeal body will be given in writing.  There is no further right of appeal.

Full information on the procedure and guidelines are available:

Grievance Procedure Code of Practice
Grievance Procedure – supporting advice
1 January 2011.
Approved by Bishop’s Council Oct 2010; due for review Jul 2012

15. Disciplinary Procedures

The Clergy Discipline Measure 2003 (that came into effect in 2006) provides a structure for dealing efficiently and fairly with formal complaints of misconduct against members of the clergy.   All admitted to holy orders in the Church of England are covered by the Measure, whether or not in active ministry. 

A disciplinary process can only be started by a formal written complaint of misconduct, which is made to the bishop. There are four grounds on which misconduct may be alleged, namely: acting in breach of ecclesiastical law; failing to do something which should have been done under ecclesiastical law; neglecting to perform or being inefficient in performing the duties of office; or engaging in conduct that is unbecoming or inappropriate to the office and work of the clergy. The complainant must produce written evidence in support of the complaint, and verify the complaint by a statement of truth. The complaint and evidence in support are referred by the bishop to the diocesan registrar for advice.  

Having received the registrar’s advice, the bishop may decide that the complaint should be dismissed, in which case it will proceed no further under the Measure. If on the other hand the bishop considers that the complainant has a proper interest in complaining and that the complaint deserves further consideration, he will invite the priest or deacon about whom the complaint is made to send a written answer verified by a statement of truth, together with evidence in support. The bishop will then decide which of five possible courses of action available to him under the Measure is the appropriate one to pursue. He can:

a. take no further action;

b. record the complaint conditionally for a period of up to five years, such that if another complaint is made within that time and is dealt with under paragraphs c, d or e below, the two complaints may then be dealt with together;

c. refer the complaint to a conciliator in an attempt to obtain agreement between the complainant and the respondent as to how the complaint should be resolved;

d. impose a disciplinary penalty (but only with the consent of the respondent); or

e. require the complaint to be formally investigated by the Designated Officer, a barrister employed in the Church of England Legal Office.

More details are available on-line here.
1 January 2011.
Approved by Bishop’s Council Oct 2010; due for review July 2012
16. Respondent in Employment Tribunal Proceedings

It is hoped that any dispute or grievance will be resolved internally before an office holder makes an application to an Employment Tribunal.

If an issue cannot be resolved any other way, information on how to make a claim and how the process works can be obtained from  www.direct.gov.uk

The body to be treated for the purposes of the Ecclesiastical Offices (Terms of Service) Regulations 2009 as the respondent in any proceedings brought before and Employment Tribunal will be detailed clearly in the office holder’s Statement of Particulars. 
1 January 2011. 
Approved by Bishop’s Council Oct 2010; due for review Jul 2012

17. Termination and Resignation of Office

Termination of Office

For all clergy under Common Tenure (stipendiary and self-supporting), unless resigning, term of office shall be terminated only upon specific circumstances, the main circumstances are listed below: 

· on the death of the office holder;

· on attaining the retirement age specified in relation to that office in section 1 of the Ecclesiastical Offices (Age Limit) Measure 1975 (1975 No. 2) or on the expiration for any period which the office holder is permitted to continue in office after the retirement age under section 2 or 3 of that Measure;

· where the office ceases to exist in consequence of a pastoral scheme or order made under the Pastoral Measure 1983 (1983 No. 1) or reorganisation scheme made under Part II of the Dioceses, Pastoral and Mission Measure 2007 (2007 No. 1);

· where the office holder is removed from office following a finding of guilt for an offence under Part VI of the Ecclesiastical Jurisdiction Measure 1963 (1963 No. 1) or under any provision of the Clergy Discipline Measure 2003 (2003 No. 3);

· where the term is fixed or is otherwise limited, on the expiry of the term or the occurrence of the event in question, as the case may be;

· where the Bishop revokes the licence of the office holder under the capability procedures;

· Where a licence has been granted by a diocesan bishop to a person to exercise an office which is held by the office holder in connection with employment under a contract of employment the bishop may revoke the licence if that contract is terminated and the term of office of the office holder shall, thereupon, be terminated.

For full details refer to Section 3 of the Ecclesiastical Offices (Terms of Service) Measure 2009 a copy of which can be found here. 
1 January 2011.
Resignation of office

All clergy (stipendiary or self-supporting) are requested to put their intension to resign in writing to the Archdeacon or the Bishop. Clergy are requested to give at least 3 months’ notice before resigning their appointment. This period may be waived by agreement with the diocesan Bishop.
1 January 2011.

Approved by Bishop’s Council Oct 2010; due for review Jan 2012

18. Bereavement in Service
Nothing can reduce the shock of bereavement. But some practical advice may help.

Preparing

Draw up a list now of where certain things are kept, such as, for example, Wills, marriage certificates, birth certificates and insurance policies; lists of those to be notified of the death, so that someone else can do this on your or your widow(er)’s behalf if you wish; and any special requests regarding funeral arrangements (which should be stated in the Will).

Finance and your pension

All stipendiary clergy are covered by the Church Commissioners’ Group Assurance Scheme, which is non-contributory. If a stipendiary deacon or priest dies in service before the age of 65, a lump sum of three times the National Minimum Stipend for the previous year will be payable tax free. The Pensions Board has discretion as to whom this lump sum death benefit is paid. Although clergy aged 65-70 are also covered, the amount of benefit declines sharply to take account of the retirement lump sum payable at the age of 65. This policy does not apply to clergy over 70 or those who have already retired. You may decide to take out additional insurance, which is cheaper when you are young. If you want access to independent financial advice, please contact the Diocesan Secretary.

A widow(er) will receive a proportion of the pension that his/her spouse would have received on normal retirement from the date of death. The Diocesan Office will inform the Pensions Board, who will initiate payments.

You may also receive the State benefit, and the local Social Security office will advise on this.

Housing

In the case of anyone living in a tied house, the widow(er) has to leave his/her home. We recognise that this is an extra burden on top of an already painful situation. A widow(er) has a legal right to remain for two months, but the Diocese would not be hard and fast about regarding this as a maximum, and a mutually satisfactory arrangement will be made which takes into account both the circumstances of the widow(er) and the future ministerial needs of the parish.

The person to consult about where to live is the Clergy Retirement Officer (see contact details below), who will also be glad to negotiate with the Pensions Board on your behalf.

Relevant Contact details:

Diocesan Widows’ Officers:

Wilts

The Rev Canon Peter Hardman, 55 Palairet Close, Bradford on Avon, wilts BA15

1US (01225) 867198, e-mail: peterhardman@onetel.com

Sherborne

The Rev Canon Dr Brian Godfrey, Rowans, Kingcombe Road, Toller Porcorum, Dorchester, DT2 0DG (01300) 320833. e-mail: brian@rowanstp41.fsnet.co.uk

Dorset

The Very Rev David Frayne, Newlands Cottage, Peacemarsh, Gillingham, Dorset

SP8 4HD (01747) 824065. e-mail: davidfrayne666@btinternet.com

Sarum

The Rev Ian Chisholm, 33 Meadway, Shrewton, Salisbury, Wilts SP3 4HE

(01980) 620579

Clergy Retirement Officers:

Ramsbury

The Rev Michael Turner (01722) 504000 e-mail: sarum.turners@ntlworld.com

Sherborne

 The Rev David Thompson (01202) 668904 e-mail: davidthompson@uwclub.net
1 January 2011
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19. Bereavement in Retirement

Pension

A widow(er) may be entitled to a (reduced) State Pension, and he/she will also receive a pension equal to 2/3rds of the pension of the deceased person. No further lump sum is payable, but if a cleric dies within one year after retiring, the balance of the first year's pension is payable to his/her estate. A supplementary pension is also payable when necessary to a widow(er) or dependant and certain benefits in respect of dependant children are also available.

There is a minimum income standard for all clergy widows/widowers. Augmentation grants may be awarded by the Pensions Board.

There are Retired Clergy and Widow(er)s and Dependents Officers in each deanery who are ready to help with any advice you need.

Diocesan Widow(er)s’ Officers:

Wilts

The Rev Canon Peter Hardman, 55 Palairet Close, Bradford on Avon, wilts BA15

1US (01225) 867198, e-mail: peterhardman@onetel.com

Sherborne

The Rev Canon Dr Brian Godfrey, Rowans, Kingcombe Road, Toller Porcorum, Dorchester, DT2 0DG (01300) 320833. e-mail: brian@rowanstp41.fsnet.co.uk

Dorset

The Very Rev David Frayne, Newlands Cottage, Peacemarsh, Gillingham, Dorset

SP8 4HD (01747) 824065. e-mail: davidfrayne666@btinternet.com

Sarum

The Rev Ian Chisholm, 33 Meadway, Shrewton, Salisbury, Wilts SP3 4HE

(01980) 620579

Housing

If you have a value-linked mortgage loan with the Pensions Board, or occupy a property under Licence, you will be able to remain in your retirement home, unless you choose to move, in which case the Pensions Board, the Bishop’s Adviser for Retired Clergy and Widow(er)s and Dependents and/or the Deanery Officer will discuss suitable alternatives with you. The Pensions Board will consider sympathetically the position of dependants on your death, if appropriate, but would not normally expect to continue to house them.

Children

The following charitable trust offers grants and help for many needs of children's education and training:

The Clergy Orphan Corporation

1 Dean Trench Street

London

SW1P 3HB

1 January 2011
Approved by Bishop’s Council Oct 2010; due for review Jan 2012
� Clergy includes those in stipendiary and self-supporting roles.
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