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Parish HR Self-Assessment

Parish Name:										  	

Completed by:  									

Role:  											

Date:  											

Section 1: Legal Right to Work
1. Have you checked and documented every paid worker’s legal Right to Work in the UK?
☐ Yes	☐ No	☐ Not sure
You are legally required to check that ALL workers, including British Citizens have the right to work in the UK.

If you are not checking these, you may be at risk of illegal working penalties. We have prepared guidance on completing these checks which can be found on the Diocese website.

Parish HR Guide – Right to Work

Section 2: Contracts and Employment Status
2. Do all paid individuals (employees, workers or self-employers) have a contract or written agreement?
☐ Yes	☐ No	☐ Not sure

You are legally obligated to provide a written statement of terms to all employees and workers. There are templates available on the Diocese Website. If you are unsure of the status of anyone you are paying please refer to the guide below.

Parish HR Templates

Parish HR Guide – Defining Employment Status

3. Are volunteers unpaid (except for reasonable expenses)?
☐ Yes	☐ No	☐ Not sure
You cannot pay volunteers a wage, regular honorarium or anything that could be seen as a reward for their time and effort. Doing so risks changing their legal status from volunteer to worker or employee.



Section 3: Pay and Payroll
4. Are all staff paid at or above the National Minimum / Living Wage?
☐ Yes	☐ No	☐ Not sure
You can find the up-to-date statutory rates here.

5. Are you operating PAYE and issuing payslips?
☐ Yes	☐ No	☐ Not sure
You must operate PAYE if, any employee:
· Is paid over £96.00 per week
· Receives a pension (including the state pension or from another employer)
· Has another job elsewhere
· Receives benefits such as incapacity benefit
There is no longer exception for Churches for small payments.
You can find out more about PAYE on the government website.
The Diocese have arranged preferential rates for payroll for parishes through Morewood Payroll Services 01438 743215 or denise@morewoodpayroll.co.uk

6. Are eligible staff enrolled in a pension scheme?
☐ Yes	☐ No	☐ Not sure

Anyone earning more than £10,000 per year must be auto enrolled into a pension scheme.

Section 4: Policies and Handbook
7. Do you have an Employee Handbook or equivalent document with key policies?
☐ Yes	☐ No	☐ Not sure
We would recommend implementing an employee handbook if you have employees, a template is available.
Parish HR Template – Employee Handbook

8. Are the following policies up to date and available?
Disciplinary & Grievance  	☐ Yes	☐ No	☐ Not sure
Bullying & Harassment  	☐ Yes	☐ No	☐ Not sure
Sexual Harassment 	 	☐ Yes	☐ No	☐ Not sure
Equal Opportunities    	☐ Yes	☐ No	☐ Not sure
Whistleblowing    	☐ Yes	☐ No	☐ Not sure
Sickness Absence		☐ Yes	☐ No	☐ Not sure
Flexible Working / Time Off	☐ Yes	☐ No	☐ Not sure


Section 5: Recruitment and Safeguarding
9. For roles with access to children or vulnerable adults, do you follow Safer Recruitment? (interview conducted by a panel of 2 or more people, references, DBS)
☐ Yes	☐ No	☐ Not sure

10. Have you reviewed your recruitment practices to ensure that they are not discriminatory?
☐ Yes	☐ No	☐ Not sure
We have provided some guidance on recruitment best practice.
Parish HR Guide – Recruitment and Selection

Section 6: Training
11. Have line managers received training on bullying and harassment at work?
☐ Yes	☐ No	☐ Not sure

12. Have you provided training or taken some other proactive action to prevent sexual harassment in the workplace?
☐ Yes	☐ No	☐ Not sure
You have a legal obligation to take preventative action against sexual harassment if you employ people, there is a risk assessment to help you determine what action to take.
Parish HR Template – Risk Assessment – Sexual Harassment

13. Are mandatory training records tracked and stored?
☐ Yes	☐ No	☐ Not sure

Section 7: Working Time and Leave
14. Do staff and casual workers receive and take paid statutory holiday?
☐ Yes	☐ No	☐ Not sure
Almost all people classed as workers are legally entitled to 5.6 weeks’ paid holiday a year (including the 8 bank holidays).

15. Do part-time staff receive pro-rata holiday and bank holidays?
☐ Yes	☐ No	☐ Not sure

For part-time or irregular hours, this must be calculated pro-rata.

Parish HR Guide – Holiday Calculations 
GOV.UK – Holiday Calculator

16. Is anyone working more than 48 hours a week across multiple jobs without an opt-out agreement?
☐ Yes	☐ No	☐ Not sure

Please contact us for an opt out form if required (info@redway-hr.co.uk).

17. Are you aware of your obligations in relation to flexible working requests?
☐ Yes	☐ No	☐ Not sure

18. Are you confident in how to handle the following statutory leave entitlements?
Maternity Leave and Pay		☐ Yes	☐ No	☐ Not sure
Adoption Leave and Pay		☐ Yes	☐ No	☐ Not sure
Paternity Leave			☐ Yes	☐ No	☐ Not sure
Shared Parental Leave		☐ Yes	☐ No	☐ Not sure
Carers Leave 			☐ Yes	☐ No	☐ Not sure
Neonatal Care Leave 		☐ Yes	☐ No	☐ Not sure
Parental Bereavement Leave 	☐ Yes	☐ No	☐ Not sure
Each type of leave has its own rules, notice periods and pay entitlements. You can find the statutory rates here.
Section 8: Record Keeping and GDPR
17. Are employee files and right-to-work checks securely stored?
☐ Yes	☐ No	☐ Not sure

18. Have you issued a privacy notice to staff?
☐ Yes	☐ No	☐ Not sure


Total 'No' or 'Not sure' answers: ______
If you have 3 or more "No"/"Not sure", this may be a good moment to review your current practices. It is important to make sure you are meeting your legal responsibilities and providing a safe and supportive environment for everyone who works or volunteers in the parish.
Book an audit with us and we will help you identify the gaps and guide you to become fully compliant. The cost of these audits are paid by the Diocese.
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