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SECTION 1: Introduction

The General Assembly of 2018 instructed the Ministries Council to report to the General Assembly of
2019 on the future affordability of Ministries Development Staff (MDS) posts beyond posts currently in
Presbytery Plans and on reasons why almost 30% of MDS posts remain unfilled. At the General
Assembly 2019, the Ministries Council reported that in 2018 the MDS budget was overspent by almost
£300,000. As of February 2019, there were approximately 190 FTE (full time equivalent) MDS posts in
Presbytery Plans and the Ministries Council budget for 2019 allows for 120 FTE posts. Should every
post in the Presbytery Plans be filled in 2019, this would present a shortfall of funding for
approximately 70 FTE MDS posts, which would represent an annual and ongoing cost of over £2.5
million. Therefore, the Council would like to work with Presbyteries to review MDS posts in plans —
particularly those not recruited to — to see how many MDS posts are required now and in the future
and thereby inform future budgeting of MDS posts.

The General Assembly of 2019 approved the temporary pause on recruitment and instructed the
Ministries Council to implement a process for allowing the maximum sustainable number of MDS posts
to be filled.

This guidance document aims to advise congregations and Presbyteries of the MDS Staffing Request
procedure.

For further information please contact the Ministries Council on 0131 225 5722 ext xxxx

Each one of us does the work which the Lord gave him to do: | planted the seed, Apollos watered the

plant, but it was God who made the plant grow... There is no difference between the one who plants

and the one who waters; God will reward each one according to the work each has done. For we are
partners working together for God, and you are God's field.

1** Corinthians 3:5-6, 8-9 (GNB)

KEY DOCUMENTS
MDS Staffing Request Flowchart — see Appendix 1
The infograph details the various stages of the MDS Staffing Request to aid with planning and
communication expectations.

MDS Staffing Request Key Dates — see Appendix 2

The Key Dates document details the various deadlines and key dates, to aid with planning and
communication expectations. Wherever possible these dates will be adhered to, but may be subject to
change without notice if required.

Notification of Meeting — National Offices inform Presbyteries if there is MDS budget to apply for.
Where there is not, applications will not be received.

Submission Deadline — MDS Staffing Request Form and related documents to be received by email
to mdsapproval@churchofscotland.org.uk

MDS Staffing Committee — Applications are considered by MDS Staffing Committee.

Outcome Relayed — National Offices advise Presbytery of MDS Staffing Committee outcome.
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MDS Staffing Request Form — Appendix 3
All sections must be completed locally, with final sign-off by the Presbytery Clerk.

Presbytery Plan Post
All requests being made must be for an MDS role on a current Presbytery Plan that has been concurred
with by the PPTG.

FTE

This is the full time equivalent of the post, with 37.5 hours being full time. So, if it is a half time post it
is 0.5 FTE/18.75 hours, and so on. The FTE of your MDS post will be detailed on the Presbytery Plan
allocation for your congregation.

SECTION2: Salary Scale

There are 4 salary scales for MDS roles. HR can advise on the appropriate scale for your post.

e Associate Minister — where an ordained minister of word and sacrament is essential.

e Deacon —where an ordained Deacon is required.

e Team Leader — where the post holder either line manages other MDS colleagues or the complexity
and level of responsibility and accountability is significant.

e MDS - our most common scale for parish assistant/community workers/family, youth and children
workers/development workers etc.

SECTION 3: Job Title and Description

HR are available to work with you on job descriptions, assisting as they are drawn up. See Appendix 4.
These are the kinds of considerations that need to be taken into account:

3.1 Overall Purpose of Post

e What is the overall objective of the post?

e  What work is already going on in this area of work?

e |[f the post is operating as you want it, what would that look like?

3.2 Reporting Structure

e Whois line managing this post? Have they experience of line management/team working?
e s this person having day-to-day responsibility for the role, or a more general oversight?

e What are the expectations in terms of team meetings/workload planning?

e Are there other people who will be feeding into the work of the role?

e How will the success of the role be monitored and evaluated?

e Outwith team meetings, is there an expectation of reports to Kirk Session/Presbytery?

3.3 Key Duties & Responsibilities

e What duties are you expecting this role to cover?

e How much of their time will be spent in each of these areas?

e How do you view a typical working week for the role?

e How is the work split between core, fundamental work and specific pieces of work/projects?
e Are there other areas of work they would be expected to help out in?

e What decisions are they expected to make?

e  Who will the post holder be working/interacting with as part of their job?
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3.4 Person Specification

e Are there any qualifications required for the job? Is this essential or desirable? Why?

e |s there specific knowledge that is required?

e Is there any experience the post holder must have? Consider experience in specific environments,
tools, techniques, practices and exposures.

e What kinds of skills and abilities are required for the role? What can be learned/developed?

e What are the personal qualities and gifts you need someone to bring to the role?

e What Christian commitment is required? A person who attends church and has a live church
connection, or somebody who can work within the Christian ethos of the CofS?

3.5 Other

e What are the expectations around participation in congregational life? eg are they required to have
the Sunday service as part of their working week/is it hoped they worship in the congregation? In
terms of being around the congregation, is this part of their role, or a hope that they do this at a
personal level?

e What is your expectation around the working pattern of the role? Days of the week/
evenings/weekends. Are there certain days/times the post holder will be required to work?

e How much travel is involved in the post? Is a car required? If there is local public transport, is this
available at all the times the post holder will need it, eg evenings?

SECTION 4: Safer Recruitment

The Safeguarding Service provides guidance on Safe Recruitment and, while HR will advise on PVG
Membership, it is important that the guidance has been read and understood and the local situation is
compliant with the

guidance. https://www.churchofscotland.org.uk/about us/safeguarding service/safe recruitment

SECTION 5: Line Management

An appropriate line manager — not necessarily the minister — must be identified, who is willing and
committed to working with an MDS colleague and carrying out the role of line manager. This involves
setting the vision for the work, assisting in planning and organising work, setting objectives and
measuring progress, identifying development needs and carrying out an annual appraisal. The line
manager must be able to give time to this role, communicating and meeting regularly. With support of
HR and staff within Ministries Council, the line manager will also take responsibility for day to day
issues such as sickness absence, performance, conduct and authorising time off. Where the charge is in
vacancy, consider whether there is sufficient support in place to enable an MDS to succeed in the role.

Ministries Council regularly offer line management training and it is expected that line managers
attend.
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SECTION 6: Resources

6.1 Work Base

A suitable work base must be identified (which could be home based) for the post holder, with
consideration given to safety, security, temperature and comfort. Consideration also needs to be given
to phone/internet access.

6.2 Equipment

It is the local responsibility to provide and pay for furniture (eg desk and chair) for the MDS post holder,
alongside a computer (laptop or PC), related IT items (eg a mouse, keyboard, Microsoft licences) and a
mobile phone if needed.

If there are questions of affordability, these should be directed to the Ministries Council finance team
at ministriesfinance@churchofscotland.org.uk

6.3 Expenses

It is the local responsibility to meet expenses relating to an MDS role. Mileage claims will be paid
centrally through payroll, but recharged on a quarterly basis. All other expenses, eg public transport,
materials required for the role, meeting refreshments, travel to training events and conferences etc,
will be claimed and paid locally.

SECTION 7: Health and Safety

The Pre-Appointment Health & Safety Check-sheet for Field Based Employees must be completed and
returned with the staffing request. See Appendix 5. Advice can be sought from the Central Properties
Department staff if required.

SECTION 8: Request Details

8.1 Contribution of the Post
You should explain what it is this post is going to be doing that is not currently done/needs to continue
and what will be the tangible outcomes from the role in terms of mission.

8.2 Criteria
You should share how this role meets the criteria of enabling mission to occur; new ministry initiatives
and poverty focus.

8.3 Nine Principles of Planning as per Act V11 2003
https://www.churchofscotland.org.uk/ data/assets/pdf file/0018/7137/2003 Act 7 Appraisal and Adjustment.pdf
You should share how this role fulfils the Act.

SECTION 9: Frequently Asked Questions

Appendix 6 contains questions that we feel may help with the application process and
understanding its reasoning. Should you have any questions not covered there, please feel
free to email mdsapproval@churchofscotland.org.uk and we will add them, as this is intended to
be a working document.
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The Church of Scotland

Human Resources Department

APPENDIX 1

MDS Staffing Request Flowchart: Presbytery Involvement
(to be read in conjunction with Key Dates)

Post identified on the Presbytery Plan & concurred with by PPTG

Ensure local resources are in Job description in place and
place. agreed with HR.

See Guidance Notes See Guidance Notes

National Offices advise the Presbytery of the outcome normally
within 3 days of the meeting. If the post is to be progressed, contact
must be made with HR within 4 weeks of being notified.

Failure to do so will result in the approval being withdrawn.

Staff request submitted in accordance with Key Dates.

Human Resources Department begins recruitment process in

conjunction with local parties.




Key Dates 2019/20

Notification of
next MDS
Staffing Request

08-Oct-19
03-Dec-19
03-Feb-20
07-Apr-20
02-Jun-20
04-Aug-20
06-Oct-20

Submission

Deadline

25-Oct-19
20-Dec-19
21-Feb-20
24-Apr-20
26-Jun-20
20-Aug-20
23-Oct-20

MDS Staffing

Request
Meeting

05-Nov-19
07-Jan-20
03-Mar-20
05-May-20
07-Jul-20
01-Sep-20
03-Nov-20

APPENDIX 2

Outcome
Relayed

08-Nov-19
10-Jan-20
06-Mar-20
08-May-20
10-Jul-20
04-Sep-20
06-Nov-20

Emails will go to This is the date by This is the meeting We will tell you the
Presbyteries informing which your paperwork where MDS staffing outcome of the
them of the Staffing must be in. requests will be meeting on, or shortly
Request Meeting and considered. after, this date.

the deadline for
submissions.



APPENDIX 3

MDS Staffing Request Form

To be completed by Congregation/Presbytery with final sign off by Presbytery Clerk

REQUESTED POST
All sections of this request form must be complete before submission.

Presbytery Congregation(s)
Job Title FTE (full time equivalent)
1.
Contract Type Permanent [ | Salary Scale [ ] MDS General
Fixed Term [ ] [ ] Team Leader
Length [ ] Deacon
|:| Associate Minister
Total FTE MDS posts | Tot3] Total Priority Area MDS FTE | 1413
on the Presbytery ] posts on the Presbytery Plan |
Filled Filled
Plan
Vacant Vacant
New or replacement Is other local funding Yes[ ] No[ ]
post If new, date of PPTG available if required? .
If yes, details
concurrence

If replacement, date
became vacant

Local Statistics [] Priority Area If post is part of Basis of
[ ] Rural Adjustment, please give
[ Hub Ministry details
|:| Pioneering
Job Description ] Safeguarding Service Safe ]
Attached & date Recruitment guide read,
agreed with HR understood and compliant

MDS Staffing Request 2019



APPENDIX 3

Line management in
place with ongoing
commitment to line
manager training
and appraisals

L]

Name of Line Manager

Role

Resources in place/
consideration

[ ] Workbase identified

[ ] Equipment (computer, phone
etc.)

|:| Pre-appointment Health &

Safety check sheet completed and
attached (with photos)

[ ]JFinance available for MDS
expenses

Request Details

Please complete the following in support of your application.
Please refer to the nine Principles of Planning as per The Appraisal and Adjustment Act (Act VII 2003).

How does the MDS post contribute to the vision and mission of the congregation/presbytery?

How does this post meet the following criteria?

Enabling mission to
occur

New Ministry
Initatives

Poverty Focus

Describe how this role fits in with Principals of Planning as detailed in The Appraisal and Adjustment Act (Act VII

2003)?

L]

Presbytery Clerk Name

Presbytery Clerk Signature

Contact number

Date:

[ ] Checking this box will be accepted instead of a signature

MDS Staffing Request 2019




APPENDIX 4

THE CHURCH OF SCOTLAND
MINISTRIES COUNCIL

JOB DESCRIPTION

Title of Post:

Responsible to:

Hours:

Date:

Main Purpose of post:

XXXX

This is a Ministries Council Appointment but you will be
responsible to the XXXX in the first instance

XX FTE [XX hours]
XXXX

XXXX

MAIN DUTIES

XXXX

Additional Duties

e To contribute fully to the Ministries Council appraisal process
e To undertake any other reasonable duties as requested by the line manager

Outcomes

XXXX



Person Specification

APPENDIX 4

Skills, abilities and knowledge Essential Desirable
Personal Qualities Essential Desirable
Educational Requirements Essential Desirable




APPENDIX 5

Pre-Appointment Health & Safety Check-sheet
for Field Based Employees

DESIGNATED WORK BASE

Comments

1 Where is the designated work base for Home or church?
admin/computer work?
If church, specify location within the building:

2 Confirm that appropriate furniture is in If employee is to be home based, a conversation must
place in church work base as follows: take place at time of appointment to ensure
appropriate desk and chair is available at their home.

Desk

- Large enough for all necessary
equipment, papers etc

- Suitable height

- Clear and adequate knee/foot space
under the desk

Chair

- Seat back height and tilt adjustment
- Seat height adjustment

- 5 castors or glides

3 Confirm whether desktop or laptop
computer is provided.

Note that if a laptop is provided, either a
laptop riser or a separate monitor is also
required, along with a separate keyboard
and mouse, for use at the main admin work

base.
4 Confirm internet service is available.
5 Confirm telephone arrangements.
6 If admin work base is in the church, confirm

there is adequate heating and ventilation in
the office space which can be controlled by
the employee.

7 Please provide photographs of the
proposed office space and desk/chair
arrangements.




APPENDIX 5

WORK PLACE CERTIFICATION

Local parties require to ensure that adequate and compliant testing regimes for items 8 to 14 are in place

and that reports/certificates are available for inspection within the premises.

8 Portable Appliance Test Certificate

9 Electrical Installation Certificate

10 Gas Safety Certificate

11 Management of Legionella

12 Workplace Fire Risk Assessment

13 Asbestos Register

14 Lift Servicing Certificate (if applicable)

15 Confirm that the Health & Safety law poster
is on display in the church building
http://www.hse.gov.uk/pubns/books/lawp
oster-a3.htm

EMERGENCY EVACUATION

16 Is there an automatic fire alarm system
within the building?

17 Are fire action notices displayed
throughout the building?

18 Can all evacuation route doors open
without keys in an emergency?

FIRST AID

19 Confirm the location of the accident book.

20 Confirm the location of the first aid kit.

21 Confirm the location of body fluid clean up
kits (Body fluid kit or similar).

22 Confirm the location of the sharps
management kit (Sharps disposal kit or
similar).

23 Are there any trained first aiders?

COMFORT FACILITIES

24 Are there suitable sanitary facilities?

25 Are there suitable facilities for making hot
drinks?

26 Are there ample wholesome drinking water
supplies?



http://www.hse.gov.uk/pubns/books/lawposter-a3.htm
http://www.hse.gov.uk/pubns/books/lawposter-a3.htm
https://www.amazon.co.uk/gp/product/B00MWT2LZ4/ref=s9_dcacsd_dcoop_bw_c_x_2_w
https://www.amazon.co.uk/Piece-Large-Sharps-Safe-Disposal/dp/B077GWWRZ8/ref=pd_sbs_121_1?_encoding=UTF8&pd_rd_i=B077GWWRZ8&pd_rd_r=375cae43-db74-11e8-b46c-414a8d7491cf&pd_rd_w=3GhAx&pd_rd_wg=jEaBC&pf_rd_i=desktop-dp-sims&pf_rd_m=A3P5ROKL5A1OLE&pf_rd_p=18edf98b-139a-41ee-bb40-d725dd59d1d3&pf_rd_r=9B5RZ1H0Z0PRDW09K01Q&pf_rd_s=desktop-dp-sims&pf_rd_t=40701&psc=1&refRID=9B5RZ1H0Z0PRDW09K01Q

APPENDIX 5

SECURITY

27

Confirm that written procedures are in
place for opening / closing down the
premises, to ensure all are working to the
same routine.

28 Is there adequate lighting in place outside
the building?

29 What arrangements are in place for dealing
with visitors to the building when alone, eg
CCTV, doorbell, intercom system?

LONE WORKING

30 Confirm that a system will be adopted to

monitor — or have knowledge of — the
employee’s whereabouts, eg use of shared
Outlook calendar.




APPENDIX 6

MDS Recruitment Process FAQs

Question

Answer

For how long can | advertise my post per advert?

4 weeks.

What if we don’t recruit after the first
interviews? Can the post be automatically re-
advertised?

Yes, once with 4 weeks of the original closing
date.

What if no one applies by the closing date, can |
automatically re-advertise and for how long?

Yes, once within 4 weeks of the original closing
date.

What if the candidate withdraws their
application or offer before starting? Can |
automatically re-advertise, and for how long?

Yes, once within 4 weeks of the original closing
date.

Can multiple congregations make a joint
application for a shared MDS post?

Yes, if agreed by Presbytery and there are clear
reporting structures.

How soon must the job be advertised once
agreed by MDS Staffing Committee?

Contact must be made with HR within 4 weeks,
with the expectation that advertising is
progressed within this time.

What happens if the MDS resigns but the work
they do is ongoing? Does the same approval
process apply?

Yes, the process applies to all vacancies.

If it agreed to advertise internally only to MDS
employees, does the process still apply?

Yes, the process applies to all vacancies.

Are MDS posts in Priority Areas all guaranteed
approval?

No, the process applies to all vacancies.

If approval is rejected, can the decision be
appealed?

There is no appeal process.

How soon can an application for approval be re-
submitted once it has been rejected?

Straight away, if only rejected based on budget.
All criteria feedback should be actioned before
re-submission.

How long is this approval process going to last?

For as long as there is a discrepancy between the
number of MDS posts on Presbytery Plans and
budgeted for.

Can | submit an application with varying FTEs
and corresponding job descriptions to better the
chances of the post being approved on the basis
of budget?

No, only one job description and FTE will be
accepted.

Who can help me complete the form?

You can contact HR and CPD for specific queries,
and general queries
to mdsapproval@churchofscotland.org.uk

In my application is unsuccessful due to budget,
not criteria, will it automatically be held until the
next meeting?

No, the application would require to be re-
submitted.
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