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(CE-CO Deacons’ Court Var)

[ FOR USE BY CHURCH OF SCOTLAND CONGREGATIONS

  WHO ARE NOT CONSTITUTED IN TERMS OF THE 

   MODEL DEED OF CONSTITUTION ]

(Address)......................................

.....................................................

.....................................................

(Date)..................................................

To:

                                                                  CHURCH OF SCOTLAND CONGREGATION

Position as Church Officer
On behalf of the Kirk Session of                                                      Church of Scotland Congregation, I hereby offer to employ you as Church Officer of the said Congregation on the terms and conditions docquetted and signed as relative hereto, the said Kirk Session being therein referred to wherever the expressions “the Session” or “The Employer” are used and you being therein referred to wherever the expressions “the Church Officer” or “the Employee” are used.

Yours faithfully.

(Address)......................................

.....................................................

.....................................................

I,                                                                                              hereby accept the foregoing offer of employment on the terms and conditions stated therein.

Yours faithfully.

TERMS AND CONDITIONS

of

THE EMPLOYMENT

of

THE CHURCH OFFICER

of

CHURCH OF SCOTLAND CONGREGATION

1.
Employer


The Employer is the Kirk Session of


Church of Scotland Congregation, per the Session Clerk

2.
Employee

The Employee is                                      [name]

3.
Commencement/Retirement

The employment commences on


which is the date of  commencement of continuous employment. 


[NB. if the employee has previously been employed by the Employer (whether in the same post or a different one) and he/she was so employed immediately before the date on which he/she is to start work under this contract, the date to be inserted above should be the date he/she first started work]

[NB. where employment is not intended to be permanent, the period for which it is expected to continue or, if it is for a fixed term, the date on which it is to end, must be stated.  Additionally if the contract is to be for a fixed term then it is open to the employer to seek to exclude any right to a redundancy payment.  Legal advice should be sought on the appropriate wording]


The Employee shall retire on attaining his/her      th Birthday. [the appropriate age should be inserted; this will normally be 65 but a higher or lower figure can be inserted depending on circumstances.  The potential ability of an older person to perform what in some cases may be a strenuous job will have to be considered.  No retirement clause is required in a fixed term contract]

4.
Duties etc.


The Employee is employed as a Church Officer who will carry out the whole duties appropriate and pertaining to the office of Church Officer which, without prejudice to the foregoing generality, will include the duties detailed in the Schedule hereto annexed.

5.
Place(s) of Employment

The Employee’s place(s) of work is/are      [here state all Churches, Halls etc where the Church Officer is expected to perform his or her duties]

6.
Salary


Salary will be payable at the rate of £           per annum, payable in arrears per calendar month.  The salary will normally be reviewed annually by the Session.

7.
Attendances at Marriages

The Church Officer will be permitted to make a charge of £         for attendance at marriages held in the Church.   The party or parties arranging the marriage shall be responsible for this payment, which shall, in any event, not be payable by the Employer.

8.
Hours of Work etc


The Employee’s normal hours of work will amount to      [insert agreed number] hours per week but he or she will work sufficient hours properly to complete the duties incumbent upon him/her. [if the number of hours worked per week varies then it will be necessary for the purposes of the Minimum Wage legislation for the Contract to state a daily average number of hours and the following should be inserted in place of the foregoing sentence-  


The Employee shall work sufficient hours properly to complete the duties incumbent on him/her but the average number of hours to be worked by the Employee shall be       per day.  [If the average number of hours changes in the course of the contract then a separate “daily average agreement” must be made in the form annexed]

(The employment is a full time one and the Church Officer will not be allowed to engage in any other work for payment unless with the prior sanction in writing of the Session).

9.
Church Officer’s House


The Church Officer shall in furtherance of his/her duties, have the free occupancy of the Church Officer’s house at 


[insert address and/or if appropriate “within the Church grounds”]:  He or she will be bound to occupy these subjects during his/her employment and will be bound to vacate them on termination of his/her employment.   In addition, the following terms and conditions will apply to the Church Officer’s occupancy:-


A.

The Church Officer will not be entitled to make any alterations to the subjects either internally or externally in any way.


B. 

The Church Officer shall keep the garden ground in a tidy condition, free from weeds and shall keep any grass in the garden ground regularly cut.


C. 

The Session will meet the cost of heating and lighting of the Church Officer’s house.




[or




The Session will meet the cost of heating and lighting of the subjects up to an amount of 




£            per month




or




The Church Officer will be liable for electricity, telephone and fuel bills for the period of his/ her occupancy (or whatever other arrangement may be made]


D. 

The Session [substitute “Church Officer” if the latter is to be responsible] shall be responsible for payment of the Council Tax or any other Local Authority tax and for all water and sewerage charges payable in respect of the subjects.


E. 

The Session and any persons authorised by them shall be entitled, when they so wish, to inspect the subjects externally and internally and to carry out such works or alterations as they deem advisable.


F. 

The house shall be occupied by the Church Officer and members of his/her immediate family only and without prejudice to the foregoing generality, lodgers, paying guests and the like shall not be permitted.   The house shall be occupied as a private dwellinghouse only and shall be used for no other purpose.

10.
Holidays

The holiday year is from 1st January to 31st December.  Holiday entitlement is four weeks, the period during which holidays may be taken being at the discretion of the Session and in addition there will be an entitlement to          [insert number of days] further days in lieu of public holidays.


If, on termination of the employment, holidays already taken exceed entitlement, the Session reserve the right to deduct the equivalent sum from any monies owing to the Church Officer at the time.     …..day(s)-off per week will also be granted provided always that this is so arranged as not to interfere with any services or meetings in the Church premises.

11.
Sickness Pay and Benefit

In any period of twelve consecutive months;


(a)
The Employee will be granted full salary during the first           months/weeks of sick leave and half salary for the next        months/weeks.   At the discretion of the Session, the period of full pay and/or half pay may be extended.


(b)
For absences through illness of up to three days, the Employee shall self-certify in writing to the Session Clerk, the reason for his/her absence.   In all other cases of absence through illness, medical certificates must be presented to the Session Clerk and the relative National Insurance Benefits receivable will be deducted from the gross salary payable.


(c)
Such period or periods of full pay and/or half pay shall not exceed in total 13 weeks in any consecutive 12 months period.

12.
Pensions

The employment is not pensionable.   The Employer does not operate a pension scheme for which a Pensions Contracting-out Certificate is in force.

13.
Termination of Employment

The Session will give the following notice of termination of employment except in cases of misconduct of a serious nature when the Employee may be suspended or dismissed:


Period of Continuous Employment


Period of Notice

Up to one month:


        None


More than one month but less than 2 years:


        1  week


Thereafter increasing by 1 week for every year


of  continuous employment up to a maximum of:


       12 weeks


The Employee will give a minimum of two months notice of intention to resign.


It is understood that the Session has power to suspend or terminate the appointment of the Church Officer all in accordance with the terms of this Contract.


(NB – if contract is for a fixed term, no periods of notice are appropriate)
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Disciplinary Matters

The matters which can lead to disciplinary action or dismissal by the Session include the following:-


i.
Irregular attendance at work.


ii

Persistent lateness in attending to duties.


iii

Unsatisfactory work performance over a reasonable period of time.


iv
An unwillingness to accept authority or failure to carry out any reasonable instruction given in the course of duty.


v.

Disclosure of information acquired in the course of duty or any wilful act or default which prejudices the interests of the Congregation.


vi.

Action or behaviour likely to reflect adversely on the Church of Scotland or bring its name into disrepute.


vii

Failure to notify the Session Clerk of non-attendance at work.


viii 
Failure to produce medical evidence of illness lasting more than 3 days.
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Redress of Grievances

If the Employee is dissatisfied with any disciplinary decision or has any grievance relating to his/her employment, application should be made by letter detailing the dissatisfaction or grievance to the Session Clerk of the Congregation.   In the event of the dissatisfaction or grievance not being resolved, it shall be referred by the Session Clerk for decision by the Kirk Session 

16.
Direction of the Minister

As regards the execution of his/her duties, the Church Officer will be subject to the direction of the Minister of the Charge.

17.
Protection of Children and Young People


The Employee acknowledges that he/she has received, read and understood the Church of Scotland’s Code of Good Practice for the Protection of Children and Young People.  He/she undertakes to comply with the guidelines contained therein so far as relating to his/her employment. He/she understands that it is his/her duty to protect any children and young people with whom he/she comes into contact. He/she is aware of what action to take if abuse is discovered or disclosed.  He/she certifies that he/she has never been convicted of a criminal offence of any sort, and that he/she is not at present  the subject of any criminal charges.

18.
In these terms and conditions no particulars are entered in respect of the matters covered by paragraphs (g), (j) and (k) of Section 1 (4) of the Employment Rights Act 1996 


[nb. a statement of this kind is required under Section 2(1) of the 1996 Act.   Paragraph (g) refers to non-permanent or fixed term employment and if provision is made for such the reference to paragraph (g) in clause 17 will require to be deleted.   Paragraphs (j) and (k) refer respectively to collective agreements and working abroad and are not therefore relevant but the absence of terms and conditions relative to these matters must be stated as above.   Legal advice should be obtained if it is desired to delete or substantially modify any of the clauses in these terms and conditions - many of which are mandatory - as other paragraphs of sub-sections 1(3) and 1(4) of the 1996 Act might then have to be detailed in clause 17]

SCHEDULE referred to in the foregoing Terms and Conditions being the duties to be carried out by the Church Officer.

1.
Preparation for and attendance at the usual diets of worship on Sundays, including communion services and also all additional Sunday or weekday services sanctioned by the Kirk Session.  Such preparation will include the laying of the covers for communion services.  The attendance will include ensuring that the Minister’s robe, cassock, etc are ready.  Subject to the overall direction of the Minister, the Church Officer will, in connection with these duties, act on the instructions of the Session Clerk.

2.
Preparation for and attendance at the Sunday School services and any special services for the young.  Subject to the overall direction of the Minister, the Church Officer will, in connection  these duties, act on the instructions of the Superintendent of the Sunday School, the Deputy Superintendent or the Secretary.

3.
Preparation for and attendance on all Committee and social meetings of the Congregation, Kirk Session, and all other Church organisations, including choir practice and any meetings or series of meetings specially sanctioned or ordered to be held in the Church, halls or other accommodation (all herein referred to as “the premises”)

4.
Preparation of the premises for all services, meetings etc. including the heating, airing and general making ready thereof.

5.
After all services, meetings etc. the Church Officer shall be responsible for effectively tidying up and cleaning the premises, arranging for the laundering of communion tablecloths and towels, washing up and putting away all dishes, utensils, etc. used.

6.
The Church Officer shall be responsible for keeping the premises thoroughly clean and tidy.  This will include the cleaning of all of the ground floor windows and the keeping of the whole grounds in neat and tidy condition,   These duties shall also include the washing of the premises as often as may be required and, in particular, when requested to do so.  He or she shall also ensure that the lavatories are fully serviced with towels etc. always being available.

7.
If any repairs are required to the premises or their furnishings, the Church Officer will forthwith report the same to the Session Clerk.

8.
The Church Officer shall, in consultation with the Session Clerk, order such bread and wine as may be required for communion services.

9.
When required, the Church Officer will be responsible for taking Church collections and monies to the Congregation’s Bank as soon as such monies are available and for paying the same into the appropriate Congregational Bank Account.   Immediately thereafter, he/she will deliver the pay-in receipts to the Congregational Treasurer.
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(a)

The Church Officer will order all necessary supplies of cleaning materials etc.,


(b)

He or she shall also in consultation with the Clerk to the Deacons’ Court, order such fuel as may be required for the central heating system of the premises (and for his/her own use in the Church Officer’s house).

11.
The accounts for all supplies or services ordered by the Church Officer in terms hereof will be checked by him/her and delivered to the Congregational Treasurer, duly initialled for payment, in the case of those accounts which have been approved by him/her and with his/her comments, in the case of those which have not.

12.
At all diets of worship on Sundays and weekdays the Church Officer shall be suitably dressed and shall wear the gown provided by the Church.

13.
At such times as may be requested, the Church Officer will report to the Minster at the Manse and will perform any duties in connection with Church matters which the Minister may instruct him or her to carry out.

These are the Terms and Conditions referred to in the foregoing offer addressed to

dated

DAILY AVERAGE AGREEMENT

We ………………………….., the employer and …………………………………, the employee, under Contract of Employment between us dated …………………..do hereby agree that the daily average number of hours worked by the employee to perform the duties required of him/her in connection with the post of Church Officer [or cleaner or other post as appropriate] is ……………….hours  and that this Agreement will come into force on ……………………….[state date which must be after the date of the Agreement].

…………………………(employer)*

…………………………(employee)

*[the Agreement should be signed by the same office bearer(s) or their successors in office who signed the original contract of employment]

