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CE-ORGAN-CB

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

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

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

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

To:

                                                                  CHURCH OF SCOTLAND CONGREGATION

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

Yours faithfully.

*  delete throughout if not appropriate

(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 ORGANIST AND CHOIRMASTER

of

THE CHURCH OF SCOTLAND CONGREGATION

1.
Employer


The Employer is the Congregational Board of


Church of Scotland Congregation, per the Clerk to the Board

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. No retirement clause is required in a fixed term contract] 

4.
Duties etc.


The Organist will carry out the whole duties pertaining to the office of Organist and Choirmaster.   In fulfilment thereof the Organist shall inter alia:-


(1)
play the organ at the ordinary Sunday services, at the Sunday School and at such other services as the Kirk Session may require.   He/she shall not be obliged to play on weekdays at times which interfere with his/her weekday employment.


(2)
be responsible for the recruitment, training and smooth‑running and satisfactory organisation of the choir(s).  He/she shall conduct weekly practices during the period from September to April in each year or at such frequency or times of the year as may be agreed with the Kirk Session.


(3)
be responsible, in liaison with the Minister, for developing the use of music within worship.  (NB – it may be thought appropriate to give examples of what this would encompass and a phrase such as the following could be incorporated; It would be for the employer to determine whether additional examples or none of the following would be appropriate ‑ “by means, for example, of forming a Young People’s Choir and/or Instrumental Group and also by increasing the sung repertoire of the Congregation”).

(4)
play (subject to his/her attendance not interfering with his/her weekday employment) at wedding and funeral services and all other services not specified in paragraph 4(1) of this Contract and he/she shall  be paid the proper fee by those who engage him/her.  The fee shall be £            and shall be reviewed annually.  The Organist will also be entitled to charge an additional fee of £

in respect of services which are recorded.  This fee shall also be reviewed annually.  The Organist may waive his/her right to play at such services if so requested but shall, if available, be entitled to his/her fee.
5.
Organ

The Organ shall normally be reserved for the personal use of and the giving of lessons by the Organist; and also for the practice of a recognised assistant or deputy and of the Organist’s pupils.   A charge of £         per hour will be made to the pupils for the use of the organ for practice,  which charge will be collected by the Organist and accounted to the Congregational Treasurer.  The charge shall be reviewed annually.

6.
Place(s) of Employment


The Employee’s place(s) of work is/are [here state all Churches, Halls etc where the Organist is expected to perform his/ her duties]
7.
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 Board. [Details of guidelines on salary rates as prepared by the Scottish Federation of Organists can be obtained from the Administrative Secretary, Worship, Doctrine and Artistic Matters at the Church offices].

8.
Hours of Work etc


The Employee’s normal hours of work will amount to      [insert agreed number] hours per week but he/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 or 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 Board).

9.
Holidays

The holiday year is from 1st January to 31st December.  Holiday entitlement is four calendar weeks, the period during which holidays may be taken being at the discretion of the Board. 


If, on termination of the employment, holidays already taken exceed entitlement, the Board  reserve the right to deduct the equivalent sum from any monies owing to the Organist at the time.


For the duration of the Organist’s holidays, the fees due to his or her deputy shall be met by the Board.


Other leave of absence shall only be with the agreement of the Board and the Organist shall provide and remunerate a competent deputy.

10.
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 Board, the period of full pay and/or half pay may be extended.


(b)

For absences through illness of no more than one Sunday the Employee shall self-certify, in writing to the Clerk to the Board, the reason for his/her absence.   In all other cases of absence through illness, medical certificates must be presented to the Clerk to the Board and any 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.


(d)

During such illness the cost of employing a deputy shall be met by the Board where payment is required.

11.
Pensions

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

12.
Organist’s Expenses

The Organist shall be entitled to claim from the Board a refund of the cost of postages, stationery, telephone calls and other expenses reasonably incurred in the pursuit of his/her duties.  Such expenses shall not include the cost of organ music or travel.   The Organist shall keep a record of his/her expenses and obtain the approval of the Board before incurring any large or unusual expenditure.

13.
Allowance for Music

A sum of not more than £            shall be made available annually for the purchase of choral music which shall remain the property of the Board.   The Organist shall make purchases at his/her discretion; the accounts therefor will be checked by the Organist and delivered to the Treasurer of the said Congregation duly initialled for payment in the case of those accounts which have been approved by the Organist and with his/her comment in the case of those which have not.   The amount of the allowance shall be reviewed every two years.

14.
Termination of Employment

The Board 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 Kirk Session of the Congregation has power, after consultation with the Board, to direct the Board to suspend or terminate the appointment of the Church Organist all in accordance with the terms of this Contract.
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Disciplinary Matters

The matters which can lead to disciplinary action or dismissal by the Board 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 Clerk to the Board of non-attendance at work.


viii 
Failure to produce medical evidence of illness lasting more than five days.

16
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 to the Session Clerk for decision by the Kirk Session after consultation with the Board.

17.
Direction of the Minister

In the conduct of public worship, the Organist will be subject to the direction of the Minister of the Charge.

18.
Dress

At all diets of worship on Sundays or otherwise, the Organist shall be suitably dressed.

19.
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.

20.
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 


[N.B.. 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 19 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 19]

These are the terms and conditions referred to in the foregoing offer addressed to

and 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]

