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INTRODUCTION 

PREAMBLE  

ACCI Missions & Relief is the overseas ministry expression of the Australian Christian Churches movement and 

consists of two separate Organisations under the one banner.   

• ACC International Missions Ltd (“ACCIM”) is the Missionary sending and support agency of the 

Australian Christian Churches movement.  ACCIM sends and supports Field Workers for various types 

of ministry in their country of service and partners with local churches to support and promote the 

cause of missions.   

• ACC International Relief Inc (“ACCIR”) is the Aid and Development arm of the Australian Christian 

Churches.  ACCIR carries out humanitarian projects with approved partners for the relief of poverty, 

suffering, distress and misfortune of people wherever they are found in the developing world, 

regardless of age, sex, race, ethnic background, religion, political beliefs or marital status.  

 

These two separate organisations are collectively referred to as ACCI Missions & Relief (“ACCI” or 

“Organisation”). ACCI is part of the Australian Christian Churches movement, a religious body, and as such, 

conforms to the doctrines, beliefs or principles of their religion. This includes, but is not limited to, the 

Australian Christian Churches Statement of Faith.   

 

These two organisations have separate boards, governance, activities and staff.  However, they also have a 

number of aspects in common; such as shared office building and office equipment, Field Workers and project 

partners, similar policies and practices and the same General Manager and Missions Director.  For consistency 

and simplicity, it has been decided to operate under a common set of policies and standards.    

PURPOSE  

The purpose of this policy is to provide a common set of standards, commitments and policy framework that 

covers our people.  

SCOPE  

Section 1 of this policy applies to all ACCI People defined below.  

• All ACCI Staff including but not limited to employees, contractors and consultants. 

• All ACCI Volunteers including but not limited to office and event-based volunteers. 

• All ACCI Field Workers. 

• All ACCI Associates. 

• All ACCI Strategic Partners including any organisation receiving ACCI funding in Australia or abroad to 

implement activities including but not limited to community development, disaster response or non-

development activities.  

• All ACCI Board Members. 

Section 2 of this policy applies to staff.  

Section 3 of this policy applies to field workers.  
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1. GENERAL HUMAN RESOURCES POLICIES 

ACCI UNACCEPTABLE BEHAVIOUR STATEMENT 

As an Organisation, we have a shared set of values that we put into practice within a common culture.  Our 

team values and culture provide the basis for workplace behaviour and how ACCI People should treat other 

stakeholders. Our policies and procedures exist to clarify healthy boundaries, consistent with shared values 

and applied within a common culture so we can collaborate to fulfil the ACCI mission.  

Specific workplace issues are elaborated on in various policies, including, but not limited to: 

• Discrimination and Harassment Policy  

• Equal Opportunity Policy  

• Bullying Policy 

• Occupational Health and Safety Policy 

• Alcohol and Drug Policy 

• Computer and Email Policy  

• Corporate Compliance Policy  

• Child Protection Policy 

• Overseas Conduct Policy 

• Overseas Safety and Random Policy  

Our policies provide clarity on when behaviour or conduct is not consistent with our values and culture.  

Behaviour that is contrary to our policies is considered to be unacceptable. Unacceptable behaviour will not 

be tolerated, and management has a responsibility to take appropriate corrective action. Reports or 

complaints of unacceptable behaviour will be taken seriously and handled in accordance with our Complaints 

Handling Procedure.  

Behaviour that should always be considered unacceptable includes, but is not limited to, the following: 

• Sexual exploitation or abuse of either children or other adults 

• Aggressive or abusive behaviour such as threatening gestures or violence or assault  

• Verbal abuse (for example, yelling, screaming, abusive or offensive language)  

• Being under the influence of illicit drugs or impaired by alcohol  

• Bullying, harassment, intimidation or stalking  

• Unwelcome physical contact including that of a sexual, intimate or threatening nature  

• Teasing, name calling or ridicule or making someone the brunt of pranks 

• Malicious or mischievous gossip or complaint  

• Abusive or harassing notes, emails, telephone calls, social media or text messages at any time  

• Stealing or misuse of Organisation resources or intellectual property 

• Viewing inappropriate images or pornography in hard copy or electronically  

• Fraud or bribery 

• Breaching confidentiality 
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1.1  DISCRIMINATION AND HARASSMENT POLICY 

We are committed to providing a workplace culture and environment that is free of discrimination and 

harassment. 

(a) Discrimination 

Discrimination may be any selection, exclusion or preference made on the basis of an individual’s sex, 

race, ethnicity, age, disability (including physical, intellectual, psychiatric, sensory, neurological or 

learning), marital status, pregnancy, carer’s responsibilities, political affiliation or beliefs and 

membership of an organisation or association (such as a trade union). Discrimination may be either 

overt and direct, or subtle and indirect. 

(b) Harassment 

Harassment is any form of behaviour that is not wanted and not asked for and that either humiliates, 

offends or intimidates a person.  

The Organisation is part of the Australian Christian Churches movement, a religious body.  Legislation 

generally prohibits discrimination and harassment but provides some limited exemptions for religious bodies 

that are conforming to the doctrines, beliefs or principles of their religion.   

Discrimination and/or harassment in the form of actions, signals or words including jokes are not tolerated by 

our Organisation. 

If you become aware of any conduct that is possibly discriminatory or could amount to unlawful harassment, 

you should advise your supervisor who will handle the matter in a timely and confidential manner in 

accordance with the Dispute Settlement Procedure.  

If a customer, contractor or any ACCI People engage in any behaviour that you regard as discriminatory or 

harassment such as an unwelcome sexual advance or offensive gestures, then you should immediately report 

this incident to your supervisor. 

1.2  EQUAL OPPORTUNITY POLICY 

The Organisation is committed to being an equal opportunity employer that seeks to ensure equitable 

outcomes in accordance with the universal principles of equity, fairness and social justice.   

All ACCI People are engaged and subsequently treated on their merits, without regard to race, age, sex, 

disability (past present or imputed), relationship status or any other factor not applicable to the position.  

ACCI People are valued according to how well they perform the genuine and reasonable duties of their 

position, and on their ability to maintain Organisation standards of service.   

The Organisation is part of the Australian Christian Churches movement, a religious body.  Legislation 

generally defines equal opportunity but provides some limited exemptions for religious bodies that are 

conforming to the doctrines, beliefs or principles of their religion.   

The Organisation will provide an inclusive and flexible environment for volunteers, staff, fieldworkers and 

members by identifying and removing any remaining systemic barriers to equitable access and participation.  
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The Organisation will ensure that all volunteers, staff, fieldworkers and members have access to benefits and 

services in an equitable manner, including assistance to reasonably accommodate a person’s disability  

The Organisation believes that all ACCI People should be able to work in an environment free of 

discrimination, victimisation, sexual harassment and vilification.  We consider these behaviours unacceptable 

and they will not be tolerated under any circumstances. 

Any reports of discrimination, victimisation, sexual harassment and vilification will be treated seriously and 

investigated promptly, confidentially and impartially. Disciplinary action will be taken against anyone who 

discriminates against, victimises, sexually harasses or vilifies a co-worker.  Discipline may involve a warning, 

transfer, counselling, demotion or dismissal, depending on the circumstances. 

Any employee who believes they have witnessed or knows of any breach of this policy should promptly advise 

their supervisor. 

1.3 BULLYING POLICY 

Our Organisation is committed to providing a workplace culture and environment that is free of bullying.  

Bullying is not tolerated by our Organisation in the workplace.  

Bullying occurs where an employee uses strength, power or position to intimidate, oppress or persecute other 

ACCI People by fear.  Examples of bullying behaviour include unfair and excessive criticism, publicly insulting 

others, ignoring the point of view of other ACCI People, constantly changing or setting unrealistic work targets 

and undervaluing their efforts at work. 

Any employee who becomes aware of possible bullying should promptly advise their supervisor who will 

handle the matter in a timely and confidential manner in accordance with the Dispute Settlement Procedure.   

1.4 OCCUPATIONAL HEALTH & SAFETY (OH&S) POLICY 

We take our obligations under the Occupational Health and Safety Act 2004 (VIC) seriously so that we can 

provide a safe and healthy work environment for employees, contractors, customers and visitors. 

If you become aware of any circumstance or hazard that could give rise to a risk of injury or illness to any 

person then you should immediately notify your supervisor, fill out a Hazard Report Form and lodge it with 

your supervisor.   

If there is an accident that does give rise to an injury or illness or that could have resulted in an injury or 

illness, then it is important that all employees who are present immediately inform their supervisor and fill 

out a statement setting out what happened in a Hazard Report Form.  

In all workplace activities you are expected to comply with all OH&S procedures and all directions given in 

respect to safety.  If this requires you to wear protective clothing or a helmet or to wear ear plugs/muffs or 

face masks or protective goggles, then you must do so and no one has any authority to exempt you from this 

compliance. 

If there are restricted areas where only authorised personnel are permitted, then you are not permitted to 

enter those areas unless expressly authorised by the appropriate officer or your supervisor.   
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If you see any person or employee not complying with any OH&S procedures or requirements, then you must 

immediately report this to your supervisor.  You will appreciate that this is a fundamental matter of workplace 

safety. All such reports will be treated confidentially.   

If you see any machinery being improperly used or being used without safety guards (when these are 

required) or observe any machinery to be damaged or defective or in need of repair or service, then you must 

immediately report this to your supervisor.  You will appreciate that this is also a fundamental matter of 

workplace safety.  All such reports will be treated confidentially.   

1.5 SMOKING, ALCOHOL AND DRUG POLICY 

In keeping with our policy of promoting a safe and healthy working environment, smoking is prohibited in the 

workplace.  

As part of our OH&S policy, alcohol consumption or drug use in the workplace is strictly prohibited.  You must 

not come to work intoxicated or under the influence of drugs.  If you have a drug and/or alcohol problem, you 

could cause injury to yourself and others and you could damage your physical and mental health. 

An employee who appears to be under the influence of alcohol or drugs may be: 

(a) requested to acknowledge that he/she is so affected and if he/she does so acknowledge, then 

the Organisation may give that employee a written warning not to attend work whilst intoxicated or 

under the influence of drugs and may require the employee leave the premises;  

(b) if the employee refuses to participate in an alcohol or drug test, the employee will be 

counselled to participate. If the employee continues to refuse to participate without a legitimate 

cause the employee will be deemed unfit and may be given a warning or in serious cases dismissed 

for misconduct. 

If you have a drug or alcohol problem, you are invited to seek counselling from management to facilitate 

treatment and rehabilitation.  

1.6 COMPUTER AND EMAIL POLICY 

Computers, computer files, computer software and the email system are the property of the Organisation and 

are intended to be used only for Organisation business. 

The computer and email system must not be used in a manner that is disruptive or offensive to others.  It will 

be a breach of this policy to access, download or send objectionable material including: 

(a) pornography, including child pornography.  You should be aware that accessing, downloading 

or sending child pornography is a criminal offence; 

(b) material involving the instructions or promotion of crime, violence or hate; 

(c) material involving an offensive description of violence to compel sexual conduct; 

(d) material involving sexually degrading acts; 
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(e) material that is defamatory. 

If you see another employee breaching this policy you must immediately inform management.   

You must not download, view or send spam, junk mail or pop-ups because they may contain viruses, worms 

or “Trojan horses”. If you receive any pornographic, spam or junk email, then it must be deleted immediately. 

You are prohibited from intentionally creating or sending viruses, worms or “Trojan horses”. You must do a 

virus check prior to opening any emails from unknown sources. 

Whilst the occasional use of computers for personal purposes will be tolerated (provided this is not otherwise 

a breach of this policy), you must not do so excessively or allow such conduct to interfere with your normal 

duties. 

If you violate this policy, you may be terminated.  You may also face immediate dismissal (depending upon the 

seriousness of your breach) for serious misconduct 

If you use any computer for an unlawful purpose you may be reported to the police if a crime is involved and 

any other appropriate authority and your employment with us may be terminated on the grounds of 

misconduct. 

1.7 DISCLOSURE OF CONFIDENTIAL INFORMATION POLICY 

For the purposes of this paragraph, confidential information means all information of whatsoever kind or 

nature including: 

(a) All information contained in a document, or any software that is the property of our 

Organisation and which is by its nature confidential to us and/or our Business and/or to any of our 

customers; or 

(b) All documents or software that is marked or contained in a package or envelope that is 

marked “Strictly Confidential”, “Confidential”, “Secret” or “Not to be disclosed” or otherwise uses 

words which indicate that we regard the information as being of a confidential nature; or 

(c) All oral, written, recorded information and/or databases concerning us, our Business, any 

customer, our menus, systems and procedures. 

You must only use confidential information for our benefit and in the proper performance of your obligations 

as an employee. 

You must not, at any time either during your employment or following your resignation or termination, 

disclose or divulge any confidential information without our prior written consent.  

You must not use or attempt to use any information which you acquire in the course of employment in any 

manner which may injure or cause loss or be calculated to injure or cause loss to the Organisation. 

On no account should Field Workers private affairs be improperly discussed outside the Organisation.  No 

personal details of Field Workers may be divulged to a third party unless the Field Worker has given 

permission.  Written authorisation of such is filed with the Field Coordinator.  
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1.8 CORPORATE COMPLIANCE POLICY 

Our Organisation takes seriously all aspects of legal compliance.  If you become aware of any activity being 

conducted by any person, whether a fellow employee, executive or any person contracted to the 

Organisation, which involves anything illegal or contrary to any law then you must report this to your 

supervisor immediately.  You will appreciate that this is in the interest of all ACCI People and the Organisation. 

All such reports will be treated confidentially. 

1.9 OVERSEAS CONDUCT POLICY 

Australians who work for non government organizations (“NGOs”) overseas assume a position of trust 

together with ethical obligations. Donors and funding agencies have a right to expect from us a wholehearted 

and scrupulous commitment to the highest standards of personal behaviour.  All ACCI People travelling 

overseas are required to:  

(a) Act at all times in a manner that upholds the good reputation of Australia and the 

Organisation; 

(b) Show respect for the law by complying with the applicable law of Australia and host country, 

as well as with any applicable regulations, directions and guidelines relating to their official and 

personal conduct.  

(c) Demonstrate cultural sensitivity to the people of the host country and be understanding and 

tolerant of local customs, belief and opinions, including those relating to personal behaviour. 

(d) Respect laws and customs which are protective of local cultural property. An employee shall 

not purchase or export or make arrangements in respect of the purchase or export of, any item of 

cultural property other than in accordance with local regulations, and with the knowledge and 

consent of the host authorities where this is required. 

(e) Exercise caution when offered gifts.  It is not uncommon to be offered token gifts that are 

culturally relevant but with a very low monetary value. An employee should advise their supervisor of 

any gifts they receive.  An employee must never accept gifts of money or objects that have a 

significant value.  Where there is any doubt, the employee should discuss with the Field Worker or 

their supervisor.   

(f) Adhere to the Australian Christian Churches Ministerial Code of Conduct. ACCI People should 

not engage in behaviour at any time, whether during or outside working hours, which could adversely 

affect an employee’s ability to perform their duties, or the ability of the Organisation to achieve its 

objectives, or which is likely to bring the Organisation into disrepute.  

1.10 OVERSEAS SAFETY AND RANSOM POLICY 

It is the nature of our Organisation that our projects and Field Workers are sometimes located in destinations 

which have been classified by the Australian Government as a risky destination. It is the employee’s 

responsibility to check current warnings for the destination country by visiting www.smartraveller.gov.au.   
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If an employee has any concerns about safety or security issues in regard to travel, they should immediately 

raise them with their supervisor. Where safety and security concerns are unable to be satisfactorily managed 

or minimised, the journey will be cancelled or delayed until such time as these concerns can be satisfactorily 

addressed.  

The Organisation is not able to pay ransom demands, nor can the Organisation enter into political bargaining 

in accordance with the Australian Government regulations.  

In the event of an employee being kidnapped and the Organisation being issued with a ransom demand, the 

following guidelines apply: 

(a) Once the Field Worker or project partner has informed the Organisation, the General 

Manager will inform the Embassy in the host country and the Australian government and immediate 

family of the victim. 

(b) The rights of citizenship of the victim will be exercised by seeking the help of their respective 

government. 

(c) The host government will be informed as having the immediate responsibility for the safety of 

expatriates. 

(d) Where appropriate, attempts will be made to obtain the release of the victim by reasoning 

with the kidnappers, although it is recognised that it will not always be feasible to establish direct 

links between the Organisation and the kidnappers.  
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2. EMPLOYEE POLICIES 

YOUR EMPLOYMENT 

The terms and conditions of your employment with the Organisation are set out in your contract of 

employment (includes letter of offer of employment or letter of variation of employment).  

This Policy provides employees with a general understanding of our Organisation’s policies and procedures.  

This Policy contains information that you may need to assist you in your work and the standards, policies and 

procedures that apply in the day to day conduct of our business.  However, the Policy cannot anticipate every 

situation or answer every question regarding your employment. 

Policies and procedures provide a practical framework for specific issues that we encounter in fulfilling our 

purpose.  They do not exist in isolation from our values and culture, for example: 

(a) Policies and procedures are designed to assist with the process of finding clarity in 

uncertainty.  

(b) Provide a starting point for solving a problem. 

(c) Help us with the task of self-accountability, providing a framework by which we can hold 

ourselves accountable. 

(d) Provides a clear perspective on specific issues.  

(e) Where a policy fails to adequately address a particular situation or where a situation arises 

and there is no clear policy or procedure that helps to provide clarity; we need to have a conversation 

and the policy or procedure needs to be revised or written.   

We encourage you not to view our policies and procedures as administrative limitations that we impose upon 

field workers, but as a resource to be used where necessary.  And as a resource, it is maintained and 

improved through use and experience.  

Our Organisation sees its employees as key contributors in every aspect of its business.  It is through your 

commitment to excellence, your positive attitude to your tasks and your willingness to work as a team that we 

will achieve our goals.  

2.1 EXPERIENCE AND TRAINING 

In your Application for Employment you provided us with details of your experience and training.  We have 

relied on the complete truth of what you have told us in assessing your suitability for the position with our 

Organisation and in deciding to employ you in that position.  Employees must promptly provide the 

Organisation with any information that concerns the Employee being unable to perform the Employee’s full 

range of duties. 
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If you believe there is a course or training program that will enhance your ability to perform your work, then 

we invite you to discuss this with your supervisor. We are committed to ensuring that all our employees are 

well trained to perform their work.  If we can assist you with any further training, please speak with us.   

Our Organisation does not undertake to pay your fees with respect to a training course or program that you 

undertake whilst employed with the Organisation.  However, the Organisation may in some circumstances 

agree to pay or contribute towards such fees. Accordingly, you should discuss with us any courses you are 

planning to do. 

From time to time you may be expected to undertake training at the request of the Organisation to develop 

your skills and expertise in your position with our Organisation. 

2.2 EMPLOYEE RELATIONS 

If you have concerns about the workplace, we encourage you to voice these concerns openly and directly with 

management.  This facilitates clear communication and avoids many unnecessary problems.  Our workplace 

policy is that if you as a valued employee have a concern about any matter, then management shares your 

concern.  We may not always agree with the point that you have raised but we do want to hear what you 

have to say and will carefully consider it in a positive way.  Any workplace disputes must be resolved in 

accordance with our Dispute Settlement Procedure set out in this Policy. 

2.3 EMPLOYEE’S DUTIES AND RESPONSIBILITIES 

If you have entered into a written employment agreement then your duties and responsibilities are referred 

to therein.  Each Employee’s employment will commence the date the Employee accepts the Organisation’s 

Offer of Employment or such other date as the Employee and the Organisation expressly agree in writing as 

the commencement date. 

In accepting the Organisation’s Offer of Employment, the Employee is representing to the Organisation that 

the Employee can efficiently, competently and properly carry out those duties and that the Employee has all 

the skills and experience to do so. 

The Employee must carry out all reasonable lawful instructions given to the Employee to the highest level of 

the Employee’s skill, competence and training.  The Employee must efficiently and satisfactorily comply with 

all reasonable lawful requests made by the Organisation. 

The Employee is required to obey all reasonable lawful directions given to the Employee by the Organisation 

in the course of the Employee’s employment and the Employee must carry out all duties and responsibilities 

required of the Employee to the satisfaction of the Organisation.  The Employee may be asked to do work for 

a subsidiary of the Organisation or to take instructions from an agent of or contractor to the Organisation.  

The Employee must in these circumstances carry out all reasonable lawful tasks assigned to the Employee. 

There may be occasions when the work required of the Employee is not work usually done by a person 

holding the Employee’s position in the Organisation.  Notwithstanding this, the Employee is expected to carry 

out that work.  The Employee is not required to take on any work that is dangerous or which requires 

particular training or experience which the Employee does not have. 
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There may be additional responsibilities and duties required of the Employee in the course of the Employee’s 

employment which the Employee will be expected to carry out.   

2.4 PAYMENT OF WAGES 

All employees are paid Fortnightly on each Wednesday.   

Your pay will be electronically deposited into your bank account.  You should have provided the Organisation 

with your bank account details and filled out an Employee Bank Account Information Form.  It is your 

responsibility to make sure the details you give us are correct.  If you wish to change this at any time you must 

fill out a new form. 

We are legally required to make certain deductions from every employee’s pay.  Among these deductions are 

applicable PAYG taxes.  In addition, we pay the compulsory Superannuation Employer’s contribution which is 

currently 9.5% of your gross pay. 

The Employee will be provided with a pay slip indicating details of payment and deductions.  The Employee 

must review the accuracy of the pay slips and report any discrepancies to the Organisation’s Pay-Roll Officer. 

2.5 LEAVE REQUESTS 

A request to take any form of leave entitlements is made using the leave request form.  The leave request 

form will be authorised by the employee’s supervisor and then submitted to the finance officer.  

2.6 WORKPLACE MATERS 

HOURS OF OPERATION 

The hours of operation are Monday to Friday, 9am to 5pm.  Employees are permitted to work either side of 

these hours providing they have their own key and security code. If you are working later than 6pm or enter 

the building over the weekend, please call the security Organisation listed under the “Emergency Contact 

Numbers”.   

CAR PARKING 

There are 8 car parking spaces at the front of the building available for ACCI staff and guest.  We also have our 

warehouse available for parking which can accommodate an additional 3 vehicles.  There is additional parking 

along Sarton Road however this does fill up quickly.   

SIGNING IN 

For security and fire safety purposes, all employees, contractors, volunteers and visitors are required to sign 

in on the sheets provided at reception.  It is important that you sign in/out each time you enter/leave the 

premises, so that in the event of an emergency we have an accurate log of who is in the building.  



 

ACCI People Policy | 15 

DRESS CODE 

All employees are required maintain a high degree of cleanliness and tidiness in both their work and 

appearance.  We maintain a simple neat and tidy dress standard, however, on occasion you may be asked to 

“dress up” for a particular VIP visitor.  

STAFF MEETING 

A staff meeting is scheduled on average one Wednesday per month from 10:30am to 12:00pm in the 

boardroom.  All relevant employees are required to attend these meetings.  

COMPLAINTS 

See Complaints Handling Procedures 

General Manager: chad@acci.org.au  

Missions Director: director@acci.org.au  

EMERGENCY CONTACT NUMBERS 

A list of contact numbers in the event of an emergency is provided below: 

• Ambulance, Police, Fire or Emergency – 000 

• Local Police Station – (03) 9543 3888 

• Local Fire Station is located at 529 Clayton Road, Clayton South VIC 

• Local Fire Station Phone Number (03) 9662 2311 

• Guardian Security: (03) 9848 7999 

2.7 PERSONAL LEAVE POLICY 

Where Personal leave/carer’s leave or unpaid carer’s leave was, is being or will be taken, the Organisation 

may require the Employee to, as soon as reasonably practicable, provide the Organisation with: 

(a) in the case of sick leave, a medical certificate from a registered health practitioner indicating 

that, in the practitioner’s opinion, the Employee was, is, or will be unfit for work due to personal 

injury or illness.  Where it is not reasonably practicable to provide a medical certificate, a statutory 

declaration made by the Employee may be provided indicating that the Employee was, is or will be 

unfit for work due to personal injury or illness; 

(b) in the case of carer’s leave where care or support is required because of personal illness or 

injury, a medical certificate from a registered health practitioner indicating that, in the practitioner’s 

opinion, the Employee’s immediate family member or household member had, has or will have a 

personal injury or illness.  Where it is not reasonably practicable to provide a medical certificate, a 

statutory declaration made by the Employee may be provided indicating that the Employee’s 

immediate family member or household member had, has or will have a personal injury or illness and 

that the Employee required leave to provide care or support; 

mailto:chad@acci.org.au
mailto:director@acci.org.au
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(c) in the case of carer’s leave where care or support is required because of an unexpected 

emergency, a statutory declaration made by the Employee indicating that care or support was 

required due to the Employee’s immediate family member or household member being affected by 

an unexpected emergency. 

This clause does not apply where the Employee cannot comply due to circumstances beyond the Employee’s 

control.   

The Employee is required to fill out an Application for Personal Leave Entitlements form for all personal leave 

taken.  

Unpaid personal leave will not be paid out to the Employee upon termination of the Employee’s employment 

with the Organisation. 

2.8 PAID PARENTAL LEAVE 

You may be entitled to Paid Parental Leave under the Australian Government’s Paid Parental Leave Scheme as 

per the Paid Parental Leave Act 2010 (Cth). This scheme can apply to Full time, Part time, Casual and other 

types of workers. 

The Paid Parental Leave Scheme is operated by the Australian Government, through the Family Assistance 

Office and Centrelink. Although The Organisation will be responsible for payments to you, The Organisation 

does not administer the scheme. 

You will need to make a claim directly to The Family Assistance Office, they will determine your eligibility for 

the Scheme as well as administer the application process. You can lodge a claim up to three months before 

the expected date of birth or adoption of your child. 

As with Ordinary Maternity leave we request you provide The Organisation with a minimum of 10 weeks 

written notice of your intent to take Paid Parental Leave. 

For further information on the Paid Parental Leave Scheme you should contact the Family Assistance Office. 

2.9 UNPAID PARENTAL LEAVE POLICY 

Parental leave means either maternity leave, paternity leave or adoption leave. 

Maternity leave means either: 

(a) special maternity leave which is unpaid leave taken by an Employee because she is pregnant 

and has a pregnancy related illness, or where the pregnancy has ended within 28 weeks before the 

expected date of birth otherwise than by the birth of a living child; or 

(b) ordinary maternity leave which is a single, unbroken period of unpaid leave taken in respect 

of the birth or expected birth of the child by the Employee. 

Paternity leave means either: 
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(a) short paternity leave which is a single unbroken period of unpaid leave of up to one week 

taken by a male employee within the week starting on the day his spouse begins to give birth; or 

(b) long paternity leave which is a single unbroken period of unpaid leave taken by a male 

employee after his spouse gives birth to a living child so that the Employee can be the child’s primary 

care-giver. 

Adoption leave means either: 

(a) short adoption leave which is a single unbroken period of unpaid leave of up to 3 weeks taken 

by an Employee within 3 weeks from the day of placement of a child with the employee for adoption; 

or 

(b) long adoption leave which is a single unbroken period of unpaid leave taken by an employee 

after the day of placement of a child with the Employee for adoption so that the Employee can be the 

child’s primary care-giver. 

The Employee is entitled to a maximum of 52 weeks unpaid parental leave (less any “related authorised 

leave” as defined in the Act) if: 

(a) in the case of maternity leave, immediately before the expected date of birth the Employee 

has or will have completed at least 12 months’ continuous service with the Organisation; 

(b) in the case of paternity or adoption leave, immediately before the first day on which the leave 

is or is to be taken the Employee has or will have completed 12 months’ continuous service with the 

Organisation. 

Unless the Organisation indicates otherwise, an Employee is not entitled to special maternity leave for a 

period longer than stated in the medical certificate.  In addition, a period of special maternity leave must end 

before the Employee starts any continuous period of leave including ordinary maternity leave. 

An Employee may take short paternity leave or short adoption leave while his/her spouse is taking authorised 

leave because of the birth or placement.  Unless the Organisation indicates otherwise, a period of long 

paternity leave or long adoption leave taken by the Employee must not include any period during which his 

spouse is taking maternity leave, adoption leave or any other authorised leave, because of the birth or 

placement. 

The Organisation may require the Employee to comply with Division 5 of Part 2-2 of the Act.  Generally these 

subdivisions require the Employee to provide the following: 

(a) in the case of special maternity leave:  

(i) a written application stating the first and last days of the period; and 

(ii) in the case of a pregnancy related illness, a medical certificate; or 

(iii) in the case of a pregnancy which has ended otherwise than by birth of a living child, a 

medical certificate and statutory declaration.   
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The Organisation will inform the Employee of the information required in the medical certificate 

and/or the statutory declaration.  This documentation must be given to the Organisation before or as 

soon as reasonably practicable after starting the continuous period of leave.   

(b) in the case of ordinary maternity leave:  

(i) no later than 10 weeks before the expected date of birth. The Act details different 

requirements in the event of a premature birth or other compelling reason) - a medical 

certificate (indicating that she is pregnant and naming the expected date of birth), and 

(ii) no later than 4 weeks before the first day of the intended leave - a written application 

(stating the first and last days of the period) with a statutory declaration attached. The Act 

details different requirements that may apply in the event of a premature birth or other 

compelling reason).  The Organisation will inform the Employee of the information required 

in the statutory declaration. 

(c) in the case of paternity leave: 

(i) no later than 10 weeks before the expected date of birth. The Act details different 

requirements that may apply in the event of a premature birth or other compelling reason) - 

a medical certificate (indicating the name of the Employee’s spouse, that the spouse is or was 

pregnant and the expected date or actual date of birth). 

(d) in the case of short paternity leave: 

(i) as soon as reasonably practicable on or after the first day of the period - a written 

application stating the first and last days of the period.   

(e) in the case of long paternity leave: 

(i) no later than 10 weeks before the first day of the intended continuous period of 

leave. The Act details different requirements that may apply in the event of a premature birth 

or other compelling reason) - a written application (stating the first and last days of the 

period) with a statutory declaration attached.  The Organisation will inform the Employee of 

the information required in the statutory declaration. 

(f) in the case of adoption leave: 

(i) as soon as reasonably practicable after receiving notice of the approval of the 

placement of a child with the Employee - written notice of an intention to apply for adoption 

leave, and 

(ii) as soon as reasonably practicable - written notice of the date of the expected 

placement, and 

(iii) within 8 weeks of receiving a placement approval notice (or as soon as reasonably 

practicable if a placement notice is received after this 8 week period) – written notice of the 

first and last days of the period of leave, and   
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(iv) before the period of leave begins - a statement from an adoption agency detailing 

the expected day of placement, and  

(v) before the period of leave begins - a statutory declaration.  The Organisation will 

inform the Employee of the information required in the statutory declaration.  

Pursuant to The Act special notice requirements apply where the child to be adopted is a 

relative of the Employee. 

(g) in the case of short adoption leave  

(i) no later than 14 days before the proposed day of placement - a written application 

stating the first and last days of the period.  

(h) in the case of long adoption leave  

(i) no later than 10 weeks before the first day of the period - a written application 

stating the first and last days of the period. 

These requirements do not apply if the Employee could not comply because of circumstances beyond his/her 

control.   

If the Employee wishes to apply for parental leave the Employee must fill out the Application for Leave Form 

that can be obtained from your supervisor. 

2.10 COMMUNITY SERVICE LEAVE 

If you are called up for jury service, you must immediately notify the Employer of the date upon which you are 

required to attend for jury service.  You are required to forward all correspondence with respect to your 

attendance for jury service to the Employer. 

You are entitled to up to 10 days paid leave per year to perform jury service. If you receive payment for 

attending jury service from the Court, the amount that the employer is required to pay will be reduced by this 

amount. 

You are entitled to unlimited but reasonable unpaid leave to perform emergency management activities. 

2.11 TIME OFF IN LIEU POLICY 

Where an employee feels that, because of a seasonal overload of work, they need to work extra hours to 

catch up; this must be discussed with their supervisor prior to those hours being worked.  

The supervisor will ascertain whether it is appropriate for the employee to work extra hours. 

Time off in lieu will be granted at the discretion of the supervisor with consideration of the general team work 

load and should be taken as soon as possible once the employees workload normalises.  
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2.12 MEDIA POLICY 

All requests for comment by a media representative should be immediately referred to the General Manager.  

No comment is to be made by an employee to media representatives on behalf of the Organisation, in 

relation to matters pertaining to the Organisation, churches, pastors or departments, on any issues that may 

arise. 

Employees are not permitted to make personal comment to the media in relation to matters pertaining to the 

Organisation, churches, pastors or departments, on any issues that may arise. 

2.13 MOTOR VEHICLE POLICY 

An employee using their own motor vehicle for travel must ensure that it is registered in the appropriate 

jurisdiction and comprehensively insured at all times when using it for work related purposes.   

The Organisation will not be responsible for any traffic infringements or parking fines incurred by an 

employee.  

2.14 CREDIT CARD USAGE POLICY 

The Organisation has the authority to issue an ANZ corporate credit card to an individual staff member for 

approved work related expenses.  

The issue of new cards is to be authorised by both the Finance Administrator and the General Manager and 

appropriate card transaction limits will be set at this time.  

The Finance Administrator is responsible for; monitoring the use of the card; review and recording of 

expenditure from the card and stipulating conditions relating to approved work related expenses.  

The individual staff member is responsible for the security and appropriate usage of their card.  

Cards should not be used for personal expenses (other than part of your monthly fringe benefits), cash 

withdrawal or otherwise unauthorised expenditure.  Any misuse or security breach of the card should be 

immediately reported to the Finance Administrator.  

2.15 DISPUTE SETTLEMENT PROCEDURE 

We have a Dispute Settlement Procedure that we believe is a fair and positive method for dealing with 

complaints or disputes that may arise.  Our Organisation is committed to encouraging an open and frank 

atmosphere in which any problem, complaint, suggestion or question receives a prompt and timely response 

from Management. 

The procedures for settling disputes about matters arising under the Employment between the Organisation 

and the Employee are as follows:  

(a) The Organisation and the Employee must genuinely attempt to resolve the dispute at the 

workplace level; 
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(b) If the dispute cannot be resolved at the workplace level, either the Organisation or the 

Employee may elect to use an alternative dispute resolution process in an attempt to resolve the 

matter; 

(c) This alternative dispute resolution process is to be conducted by a person agreed between 

the Organisation and the Employee; 

(d) Where such agreement cannot be reached within 28 days, either the Organisation or the 

Employee may notify the Industrial Registrar of the Australian Industrial Registry.  The Industrial 

Registrar will provide certain prescribed information; 

(e) If after 14 days after this prescribed information was provided the Organisation and 

Employee still cannot agree as to who is to conduct the alternative dispute resolution process, either 

party may apply to have the process conducted by the Australian Industrial Relations Commission; 

(f) If the alternative dispute resolution process is conducted, both the Organisation and the 

Employee must genuinely attempt to resolve the dispute during that process; 

(g) Unless the Employee has a reasonable concern about an imminent risk to his/her health or 

safety, the Employee must continue to work in accordance with his/her contract of employment 

whilst the dispute is being resolved; 

(h) Whilst the dispute is being resolved the Employee must also comply with any reasonable 

direction of the Organisation to perform other available work.  In making this direction the 

Organisation must have regard to any applicable occupational health and safety law and whether the 

work is appropriate for the Employee; 

This Clause does not affect any right of a party to take court action to resolve a dispute; 

All employees are expected to treat each other with mutual respect and courtesy.  A complaint or grievance 

about a work situation may be made by you or a group of employees. 

2.16 COUNSELLING PROCEDURE 

We have a Counselling Procedure which is designed to ensure fairness to all concerned.  The objective of 

counselling is to communicate the work standards and conduct that are expected of you and ensure that you 

understand them  If you have work related problems or your work performance is considered poor or 

unsatisfactory you will be advised in writing and given the opportunity to be counselled in accordance with 

the counselling procedure provided below:  

Step 1 

The counselling sessions are confidential and are undertaken in the presence of your immediate manager and 

a delegated counsellor. You may if you wish have your own representative present during counselling or at 

any stage of the disciplinary procedure. 

Step 2 
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Performance reports and counselling records will be documented in your personnel file and kept confidential.  

You will be given the opportunity to view and respond to the written reports.  Your response will be 

documented and added to the file. 

Step 3 

If you demonstrate unsatisfactory performance or behaviour, you will be allowed sufficient time to 

demonstrate a willingness to improve (“the Improvement Period”). If you have shown an improvement in 

your performance, then no further counselling will be required at this stage and no warnings will be issued. 

After 3 months your performance will be reviewed by management.  

Step 4 

At the end of the Improvement Period, if the employer is of the opinion that you have not displayed 

willingness to improve, a final warning will be issued to you.  

Final Warning Notice 

This notice will inform you in writing that if you do not immediately discontinue the unsatisfactory conduct or 

behaviour, then disciplinary action may be taken as deemed necessary by the Organisation as your employer.  

This can include dismissal.  Our Organisation will normally issue three (3) warning notices to you before 

dismissal.  However our Organisation will summarily dismiss you if you demonstrate serious or wilful 

misconduct. 

2.17 WORKPLACE INJURIES AND COMPENSATION PROCEDURE 

We maintain all proper insurance policies in respect to compensation to any employees who suffer injury or 

illness in the course of their employment with us.  The following procedure will apply in the event of such 

injuries or illnesses: 

Procedure for Dealing with Work Related Injuries or Illness 

• If you sustain a work related injury or illness you should report it to your supervisor immediately.  

• If you have sustained a work related illness and/or injury you should complete an Injury Report Form 

which will be provided by your supervisor.  This Form must be filled out and lodged with your 

supervisor. 

If an accident happens and someone is injured, the following steps must immediately be taken: 

Step 1: If you saw the accident, you must inform your supervisor that you were a witness. 

Step 2: You must complete and sign a Hazard Report Form. 

Step 3: You may be required to give a written statement detailing: 

• what you saw or heard, 

• the identity of any other persons who were present  

• where you, and any other persons who were present, were standing when it happened, and 

• a description of the way in which the accident occurred. 
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2.18 FIRE EVACUATION PROCEDURE 

In the event of a fire, a warning siren should sound and warn you of the need to use the following Fire 

Evacuation Procedure:  

Step 1: Follow your Fire Warden’s direction and commence evacuation. 

Step 2: Employees must immediately evacuate via the fire exits, which are clearly marked in the 

workplace with a green sign marked “Exit”. 

Step 3: Do not run or push through the exits because you may injure yourself or others.  Walk calmly 

down the stairs and please take care to help other employees who may require assistance. 

Step 4: The meeting place for all staff in case of fire is outside with your Fire Warden.  You should 

evacuate the building immediately through the nearest exit.  Fire fighting equipment is located at 

Kitchen if you need to use the equipment to assist your evacuation from the premises. 

2.19 TRAVEL PROCEDURE 

An employee may be obliged or directed to undertake domestic or overseas travel for work purposes, as 

specified or is consistent with their contract.   

The Organisation is responsible for covering all reasonable domestic work related travel expenses including:- 

(a) Flights and accommodation; 

(b) Hire car or taxi’s; 

(c) Reimbursement for reasonable motor vehicle expenses; 

(d) Airport parking; and 

(e) Meals.  

The Organisation is responsible for covering all reasonable overseas work related travel expenses including:- 

(a) Flights and accommodation; 

(b) Entry visa’s and immunisations; 

(c) Hire car or taxi’s; 

(d) Meals; 

(e) Domestic travel expenses associated with the overseas journey. 

An employee should make arrangements with the Finance Administrator as to how they should pay for these 

work related travel expenses, at least one week prior to their journey.  This will allow sufficient time to top-up 

work credit card balances or arrange cash advances.  
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An employee should provide the Finance Administrator with all relevant receipts, tax invoices or signed travel 

expense diary for their work related travel expenses incurred within 7 day of the completion of their journey.  

This will allow for the timely settlement of any cash advances or claims for the reimbursement of additional 

expenses.  

Employees undertaking either domestic or overseas work related travel are covered by the Organisations ACS 

travel insurance policy which is renewed annually. A copy of this policy can be obtained from the Finance 

Administrator.  

An employee may be entitled to time off in lieu based on the duration of their trip.  The entitlement accrues 

on the following basis: 

(a) 1-3 consecutive weekdays away travel, no days in lieu; 

(b) 1-3 consecutive days travel that includes at least 1 Saturday or Sunday, equals 1 day in lieu; 

(c) 4-6 consecutive days away travel, equals 1 day in lieu; 

(d) 7-12 consecutive days away travel, equals 2 days in lieu; 

(e) Greater than 12 consecutive days away travel, 3 days in lieu.  

If an employee happens to be travelling on a public holiday, then an additional day will be allocated to the 

employee in lieu of the public holiday.  

Where a particular trip places an employee under a significantly heavier workload, it is at the discretion of the 

General Manager to grant additional time in lieu.  

Where an employee adds personal or annual leave days to a trip, these are deducted from the consecutive 

days away travel for the purpose of calculating the days in lieu entitlement.  

Time in lieu must be taken directly after the trip to give the employee the opportunity to recuperate from 

their travel, unless prior approval is granted by their supervisor.  Time off in lieu is not paid out on termination 

of employment.  

It is the employee’s responsibility to attend a doctor at least 8 weeks prior to overseas travel to undergo any 

immunisations that may be required.  The cost of all immunisations and anti-malarial medication necessary 

for travel will be covered by the Organisation.  

2.20 PREACHING AND SPEAKING ENGAGEMENTS 

An employee may be invited, or required to present or preach at a speaking engagement.  Where this 

engagement has been coordinated by the Organisation and the employee has been directed by their 

supervisor to attend, then the following will apply:-  

(a) The engagement forms part of the employees ordinary remunerated hours and the Travel 

Procedure is applied to the engagement; 

(b) The employee is entitled to claim reasonable work related travel expenses in relation to the 

engagement per the Travel Procedure; 



 

ACCI People Policy | 25 

(c) The employee is entitled to time off in lieu calculated per the Travel Procedure; 

(d) Any undesignated honorarium or offering received from the engagement should be directed 

to and applied at the discretion of the Organisation.  

An employee may choose to present or preach at a speaking engagement.  Where this engagement has not 

been coordinated by the Organisation and the employee has not been directed by their supervisor to attend, 

then the following will apply:-  

(a) The engagement does not form part of the employees ordinary remunerated hours and the 

Travel Procedure is not applied to the engagement; 

(b) The employee is not entitled to claim any work related travel expenses in relation to the 

engagement; 

(c) The employee is not entitled to time off in lieu in respect of the engagement; 

(d) Any undesignated honorarium or offering received from the engagement would be the 

personal income of the employee and they would be responsible for ensuring compliance with 

Australian Tax Office requirements in relation to the receipt of any such personal income.  

(e) If the employee chooses, they can direct the honorarium or offering to the Organisation for 

use in a specific project or activity.  

Where an employee is uncertain about the nature of a speaking engagement or its appropriate treatment, 

they should discuss the engagement with their supervisor.  
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3. FIELD WORKER POLICIES 

3.1 FIELD WORKER VOLUNTARY SPIRITUAL APPOINTMENT 
AGREEMENT 

This agreement recognizes that the Field Worker/s have a long-term commitment to their country/area of 

service, they are culturally and social immersed in their host cultures with a good understanding of both the 

worldview and language of the culture through which they are able to facilitate effective transformation.   

The appointment is not a common law contract of employment and is not evidence of the intention to create 

a formal employment relationship or a formal legal relationship.  Any provisions of this policy that may be 

interpreted as being evidence of a common law contract of employment should be viewed as existing for 

convenience only, between the field worker and the organisation, and primarily to assist the field worker in 

performing their spiritual and voluntary role.  

The nature of the appointment is flexible, as it is dependent upon the financial support raised by the field 

worker.  The field worker is responsible for raising their own financial support and has no other expectation of 

any payment or remuneration from the organisation in respect of their appointment.  

The internal categories of Field Worker are:  

Provisional: this is for applicants who may be serving overseas for the first time or a fixed-term, still 

developing their ministry or development activity plans, are in training to become a career field 

worker or still working towards raising their full support budget.  

Full: this is for applicants who have prior experience serving overseas, are committed to completing 

two or more full terms of service in the field and have a solid personal/project funding base.   

SPO (Strategic Partner): this is for applicants who hold an ACC Ministers Credential and are the 

founder/CEO/Director/key field based person for an existing ACCI Strategic Partner Organisation. 

They do not require ACCI to manage their personal support, but use ACCI to handle funding for their 

ministry activities on a projects basis. 

3.2 FINANCIAL SUPPORT PAYMENTS 

Financial support payments only apply to Field Workers.  Provided there is sufficient financial support raised 

by the field worker:- 

(a) Financial support payments are electronically deposited into your nominated bank account in 

the second half of each month.  It is your responsibility to make sure the details you give us are 

correct.  If you wish to change this at any time you can email the financial administrator. 

(b) We are legally required to make certain deductions from every field worker’s support 

payment.  Among these deductions are applicable PAYG taxes.  In addition, we pay the compulsory 
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Superannuation Employer’s contribution which is nine percent (9%) of your scheduled rate of 

allowance. 

(c) You may be eligible to receive a portion of your field worker support payment as exempt 

fringe benefits as a minister of religion. Payment of exempt fringe benefits is subject to legislative 

amendment beyond the control of the Organisation and eligibility will be assessed on a case by case 

basis for those holding an ACC Ministers Credential.  

Where the field worker has not been able to raise sufficient funds to meet their financial support payment, 

the payment will be reduced in consultation with the field worker to an amount that can be reasonably paid, 

taking into account the amount of funds actually available. 

Due to the non-employment nature of the spiritual appointment, field workers are not entitled to the various 

statutory employee entitlements, such as annual leave, long service leave and sick leave.  Nevertheless, all 

field workers are encouraged to take four (4) weeks leave per year for personal rest and recuperation. For 

record keeping purposes, we ask that you advise the field coordinator of the dates of any such leave.  

3.3 PERSONAL LEAVE POLICY 

Due to the non-employment nature of the appointment of field workers, they are not entitled to the various 

statutory employee entitlements, such as annual leave, long service leave and sick leave.  Nevertheless, all 

field workers are encouraged to take four (4) weeks leave per year for personal rest and recuperation. For 

record keeping purposes, we ask that you advise the field coordinator of the dates of any such leave. 

From time to time, it is accepted that a field worker will be required to take personal leave, being time away 

from their usual duties or fields to attend to personal matters, this usually includes: 

(a) Personal or family sickness;  

(b) Death of a family member; 

(c) Carer’s leave;  

(d) Pregnancy; or 

(e) Jury duty. 

Where a field worker requires personal leave:  

(a) For a period of 10 days or less, they should advise the Field Coordinator with details and 

dates of the leave.  

(b) For a period greater than 10 days, they should phone, skype or email their request to the 

Field Coordinator for assessment.  

(c) For other unusual requests for personal leave or for changes to usual duties or fields as a 

result of personal matters should be made to the Field Coordinator for assessment.  

In making an assessment, the Field Coordinator will present the request in a timely manner to the General 

Manager for approval, taking into account the urgency of the personal matter.   
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Where a personal matter requires a field worker to have an extended absence from the field, it is reasonable 

to take the following steps:  

(a) Make an assessment of the impact the extended leave will have on the field work, project 

management, supervising field workers and subordinate field workers and staff; 

(b) Make an assessment of your project donors and personal supporters perceptions and level of 

receptivity to your extended leave; and 

Prepare a work plan and donor management plan that will avoid potential problems based on the 

assessment.  

3.4 HOME LEAVE POLICY 

Home leave applies to Career Field Workers only and is an important part of their field worker activity. It 

facilitates the following positive activities:- 

(a) Family time, rest and renewal; 

(b) Debriefing with the Field Coordinator; 

(c) Contact with donors and supporters to share the vision, bring a positive report from the field 

and raise additional support or project funding; and 

(d) Raise the profile of missions through ACC churches, pastors and strategic networks.  

It is the responsibility of the field worker to organize their ministry itinerary and travel arrangements for their 

home leave.  A copy of the home leave itinerary should be provided to the Field Coordinator.  

The period of home leave should be approximately two (2) months for each year of the field term. Variations 

to their period of home leave should be made after prayerful consideration of the field worker’s 

responsibilities and responsibility to supporting churches. 

The purpose of debriefing is to provide an opportunity for the field worker to reflect on the past term of 

service, interact with Operations Centre and as a briefing time in anticipation of your next term of service.  

Information discussed in these sessions will be used in the planning of future replacements, training, support 

and pastoral care of the field worker.  It also gives field workers an opportunity to raise matters of personal 

concern or difficulty for themselves and/or their families. 

3.5 LICENCES, PERMITS, VISAS AND RESIDENCY PERMITS POLICY 

It is the responsibility of the field worker to obtain and maintain all necessary licences, permits, visas and 

residency permits to enable the field worker to perform the duties required by their appointment.  

3.6 RELATIONSHIPS WITH NATIONALS POLICY 

Field workers are encouraged to form strategic partnerships with effective indigenous local pastors and 

national church planting movements.  
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Field workers should position themselves in roles and projects that are focused on developing and 

strengthening the capacity of indigenous pastors, national churches and local civil society organisations.  

Through training, mentoring and the transfer of key skills and knowledge, we aim to reduce dependence on 

outside assistance, allowing them achieve sustainable growth. 

Where a field worker privately employs a national individual, you are advised to pay the current award rate 

and adhere to any applicable laws.  The field worker is responsible for any applicable taxes or insurances in 

respect of this employment. 

3.7 OVERSEAS ASSETS POLICY 

It is considered preferable that property and significant assets in other countries be held by an indigenous 

Assemblies of God organisation, if at all possible.  

Where this is not possible or advisable, all due care and diligence should be taken in the selection of an 

appropriate indigenous partner organisation.  

A proper and careful regard for the laws of other countries in this respect and the safeguarding of associated 

investment in property is required of our field workers. 

Any project or ministry property held by a field worker, or an organisation that they control, shall be held for 

and on behalf of the Organisation by whatever means may be practicable in harmony with the laws abiding in 

such country.  

No property may be bought, sold or mortgaged without consent of management.  

No project or ministry property may be purchased or held by field workers in their own name without the 

consent of management.  

3.8 FUND RAISING AND PROMOTION POLICY 

The field worker bears the primary responsibility for fundraising to meet their support budget and for any 

projects that they initiate.   

ACCI has the capacity to provide a range of promotional support services to field workers to assist them in 

fundraising, such as; writing stories, articles for newsletters and magazines, media, website and conference 

stand and presence.  

3.9 FINANCIAL MANAGEMENT POLICY 

All Field Workers are responsible for ensuring the good financial management of all funds, projects, churches, 

local organisation or other sources of finances that fall under their control.  

Good financial management includes, but is not limited to, the following: 

(a) Appropriate accounting, bookkeeping and audit practices; 

(b) Appropriate controls over cash and other assets; 
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(c) Accurate, transparent and timely reporting; 

(d) Specific reporting obligations to donors and other stakeholders fulfilled; and  

(e) Enquiries and complaints are addressed quickly and appropriately (see Complaints Handling 

Process) 

Transparency and clarity in reporting should be standard practice and it the best approach for both 

preventing and resolving misunderstandings.  

3.10 LANGUAGE LEARNING POLICY 

Field workers are required to learn the language for their field of service as expeditiously as possible. Even in a 

country where English is an acceptable language for communication, the shortest route to learning the 

culture and thought process of the people you are ministering to is through language learning. 

We would recommend that a field worker would commence language learning at least 12 months prior to 

their departure for the field, with the continuation of the process on arrival to the field. 

When using a language tutor outside of a classroom setting or separately to their spouse, we recommend 

dealing with a person of the same gender. 

3.11 MOTOR VEHICLES POLICY 

Motor vehicles purchased with project, designated or sponsorship funds are regarded as Field Vehicles.  A 

Field Vehicle Declaration should be completed and returned to the Field Coordinator for all vehicles 

purchased and sold.  Where possible, such vehicles should be registered in the name of the Mission and 

comprehensively insured.  

Where a field worker has the use of a Field Vehicle that has been provided through designated project or 

sponsorship funds, the work account normally carries the maintenance costs as well as registration and 

insurance costs.  It is expected that the field worker would have access to this vehicle for a reasonable degree 

of private usage. 

Where a vehicle that is privately owned by the field worker is the sole vehicle available and therefore used for 

all their ministry, work and private travel; the cost of fuel, registration, insurance and reasonable maintenance 

may be charged to the field workers’ work account. 

No responsibility can be accepted for the sale and any loss incurred in respect to any vehicles owned privately 

by a field worker.  

3.12 COMMUNICATIONS POLICY 

Regular and relevant communication is vital to maintaining a healthy relationship between the field worker, 

Organisation, donors and the ACC movement.  There is a correlation between regular, clear and relevant 

communication and the capacity to maintain a field workers healthy support base. 
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At a minimum, newsletter updates should be sent out quarterly and a copy of your newsletter should be sent 

to the Field Coordinator.  

3.13 GOVERNMENT DEPARTMENTS POLICY 

Field workers serving overseas and on home leave have ongoing responsibilities to provide information and 

comply with the varying regulations of a range of Government Departments.  This includes, but is not limited 

to; Centrelink, Family Assistance Office, Medicare, Australian Taxation Office and Immigration.  

Field workers are solely responsible for managing their personal affairs with the various Australian 

Government departments including determining their individual residency status with each of those 

departments.  

Any field worker that encounters problems with a Government department is encouraged to discuss their 

issue with the field coordinator.  We can then assess whether our Organisation is able to provide assistance in 

resolving that particular matter or refer a suitable professional advisor.  

3.14 INSURANCE POLICY 

The primary purpose of insurance is risk management, to minimise the risk of a variety of personal, property, 

medical and travel risks.  

Field workers will be required to take out a policy that meets the minimum insurance coverage requirements. 

Field workers have a choice of insurance provider; however, we encourage the use of Talent Trust Consultants 

(TTC).   

Full Field Workers only are automatically covered by our corporate ACS Travel Insurance Policy (a copy of this 

policy is available on request from the Field Coordinator).  This policy has a limited application during times 

traveling away from the locations that is deemed to be your usual place of residence.  

Household and contents insurance to cover field workers personal effects and work equipment does not form 

part of our minimum coverage requirement.  Field workers are encouraged to take out insurance on personal 

effects where such an option is  

3.15 DEPARTURE CLEARANCE FOR THE FIELD 

Departure clearance does not apply to Strategic Partners.  

Departure clearance for release to the field or for a return to the field at the conclusion of home leave will be 

granted if: 

(a) The field workers support budget can be fully funded; 

(b) Sponsorship account balance is positive; 

(c) All health issues raised in the medicals have been satisfactorily addressed; and 

(d) All required debriefs, agreements and reports have been completed. 
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Where a field worker is unable to meet the above conditions, the General Manager may exercise their 

discretion to release a field worker to return to the field where a risk management plan is put in place to 

ensure these conditions can be met or appropriately managed.  

3.16 CONCLUSION OF SERVICE POLICY 

Where a Field Worker concludes their service, ACCI will work with the Field Worker, their Home Church and 

their relationships with other Field Workers, national workers and partner organisations to ensure an orderly 

conclusion.  

The Field Worker will: 

a) Arrange for freight home of any personal effects; 

b) Hand over all ministries, projects and responsibilities appropriately; 

c) Communicate positively with donors and supporters;  

d) Complete their final period of home leave;  

e) Ensure they have made any final requests for reimbursements within 3 months of their return; and 

f) Submit any final ministry, project or financial reports to ACCI.  

ACCI will: 

a) Arrange for an appropriate debrief session(s) for the Field Worker(s); 

b) Correspond with donors and supporters, ordinarily, we will request that they continue their pledges 

for 3 months after the Field Worker return date; 

c) ACCI will continue paying the normal monthly support for the Field Worker, subject to the availability 

of funds, for 3 months after the Field Worker return date;  

d) ACCI will make available the Field Workers resettlement allowance (if any).  

The resettlement reserve is an amount that may be set aside monthly from the field workers support account 

towards the payment of a lump sum resettlement allowance on completion of service.  Where a field workers 

support, project, travel or medical accounts are in negative, these negative amounts may be recouped first 

from any resettlement reserve funds, prior to the resettlement allowance being paid to the Field Worker.   

Any surplus funds from travel, support and project accounts remaining 3 months after the conclusion of 

service, will be reallocated at the discretion of management. 

3.17 COUNSELING PROCEDURE 

We have a Counseling Procedure which is designed to ensure fairness to all concerned.  The objective of 

counselling is to communicate the work standards and conduct that are expected of you and ensure that you 

understand them  If you have work related problems or your work performance is considered poor or 

unsatisfactory you will be advised in writing and given the opportunity to be counselled in accordance with 

the counselling procedure provided below:  

Step 1 - The counselling sessions are confidential and are undertaken in the presence of your immediate 

manager and a delegated counsellor. You may if you wish have your own representative present during 
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counselling or at any stage of the disciplinary procedure. This session may be conducted via telephone or 

skype.  

Step 2 - Performance reports and counselling records will be documented in your personnel file and kept 

confidential.  You will be given the opportunity to view and respond to the written reports.  Your response will 

be documented and added to the file. 

Step 3 - If you demonstrate unsatisfactory performance or behaviour, you will be allowed sufficient time to 

demonstrate a willingness to improve (“the Improvement Period”). If you have shown an improvement in 

your performance, then no further counselling will be required at this stage and no warnings will be issued. 

After 3 months your performance will be reviewed by management.  

Step 4 - At the end of the Improvement Period, if the employer is of the opinion that you have not displayed 

willingness to improve, a final warning will be issued to you.  

Final Warning Notice - This notice will inform you in writing that if you do not immediately discontinue the 

unsatisfactory conduct or behaviour, then disciplinary action may be taken as deemed necessary by the 

Organisation as your employer.  This can include dismissal.  Our Organisation will normally issue three (3) 

warning notices to you before dismissal.  However our Organisation will summarily dismiss you if you 

demonstrate serious or wilful misconduct. 
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4. OTHER PEOPLE CATEGORIES 

4.1 INDEPENDENT CONTRACTOR AGREEMENT (OR CONSULTANCY 
AGREEMENT)  

We engage some independent contractors and consultants for specific tasks.  Contractors are not employees.  

Contractors are independent business entities that are engaged to provide specific services on a project by 

project basis to the Organisation. 

All contractors render to our Organisation tax invoices with their Australian Business Number that comply 

with GST requirements.  We expect them to do this promptly on completion of any project.  If a tax invoice is 

given to you by a contractor you should ensure that it is promptly passed on to your supervisor. 

Contractors are responsible for their own WorkCover insurance, superannuation and PAYG tax payments with 

respect to themselves, their employees or subcontractors.   

All contractors usually provide all their own equipment, materials and supplies. 

4.2 VOLUNTEERS 

ACCI relies heavily on the unpaid work of volunteers and values their contribution highly.  This policy is 
intended to ensure that volunteers working at our Organisation have work that is safe, significant, fulfilling, 
and appreciated. All volunteers shall be treated with respect and gratitude for their contribution.  

RECRUITMENT 

All volunteers are subject to the screening procedures set out in the appropriate section of the Organisations 
Recruitment Policy.   

INDUCTION 

All volunteers shall be offered appropriate information and training to discharge their functions, and 
successful completion of this training shall be a condition of carrying out these functions.  

SUPERVISION 

All volunteers shall receive appropriate supervision in the exercise of their functions.   

REIMBURSEMENT 

All volunteers shall be reimbursed for any pre-approved expenditure incurred in the exercise of their 
functions.  

4.3 ASSOCIATES AND NETWORK MEMBERS 

An ACCI Associate is someone who is an ACC Credential holder, with strong ties to the Australian Christian 

Churches movement (ACC) and is working on the field in Missions or Development work. Unlike our Field 
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Workers, who are sent out, supported and managed through ACCI, our Associates have either been sent out 

by another primary sending organisation or are simply independent and do not require ACCI to provide 

organisational or financial support structures for them.   

Associates and Network Members, are not Employees, Field Workers, Consultants or Volunteers.   

Both Associates and Network Members pay an annual membership fee for the year ending 30th June and their 

annual renewal is subject to ACCI’s review and approval processes and ultimately any renewal is offered at 

our complete discretion.  
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