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[bookmark: _Preparing_to_take]Preparing to take up your Familiarisation Placement
[bookmark: _Set_up_familiarisation]Set up familiarisation
Your acceptance at Conference is valid for three years, and therefore you have plenty of time to make arrangements to take up your placement and training, and to move to Scotland (if you are coming from elsewhere). However, once you have decided when you wish to take up your placement/training, you must inform the Staff member responsible of your desired start date and preferred location, in general terms, in Scotland (e.g. rural or urban, Highland/Central Belt/Borders). 

Please allow 8 weeks at least, to allow staff to identify an appropriate placement for you. We cannot guarantee that you will be placed in your desired location, as this will depend on the availability of trained supervisors and any recommendations the assessors may have made on suitable experience for you, but we will take your preference into consideration where possible. Once a placement is identified, the Staff member will contact you to put you in touch with the Supervisor for an informal chat. Once you and the Supervisor have confirmed that you will go ahead with the placement, you must agree a suitable start date and inform the staff member. Throughout this process, please keep the staff member informed of progress in order to ensure that the appropriate arrangements are made with regards to your stipend, etc. More information about the detail of the placement can be found below.

[bookmark: _Applying_for_sponsorship]Applying for sponsorship and your VISA
Should you require it, the Church of Scotland will sponsor you for a Tier 2, Minister of Religion Visa. 
It remains the responsibility of the Candidate to ensure that they meet and comply with any visa or permit restrictions/requirements. In order to arrange sponsorship, please contact Ruth Watson in the Faith Action Programme Staff at: RWatson@churchofscotland.org.uk . 
 (Note: Those entering training as a UK Citizen/with a UK Passport do not need to take any action.)
[bookmark: _Arrival_in_Scotland]Arrival in Scotland and practical matters
[bookmark: _Opening_a_bank]Opening a bank account
Your pay and expenses like your mortgage, rent or other bills will be handled through your personal account. So setting up a bank account once you arrive in Scotland is a top priority.
The currency in Scotland is the British pound. Scottish banks print their own versions of the pound, but these are widely accepted in the rest of the UK. 
Types of bank accounts
In Scotland you will not be charged for banking services as long as you stay in credit on your account. There’s a range of banks and types of accounts with varying rates of interest, terms and conditions to meet your lifestyle.
You can find out about what’s available by:
· Searching the web 
· Using free services like the Money Advice Service website or calling them on 0808 800 0118 
· Reviewing accounts on comparison sites like moneysupermarket.com 
What you need to open an account
After completing an application to open a bank account, you’ll need to provide current proof of your identity and your Scottish address to the bank. This can vary depending on the bank, but may include:
· Passport or National Identity Card 
· Driving licence 
· Tenancy agreement 
· A letter from your employer in Scotland confirming your address. Please request this if necessary by contacting the Faith Action Programme.
· A pay slip from your Scottish employer 

You may also need to provide a written reference from your previous bank.

Banks in Scotland put your financial safety first so run thorough security checks to safeguard against illegal activity. These checks vary and may take longer depending on what country you are coming from. 

Using your bank account 
Once your application is approved, you’ll normally be given a current account. Generally this includes a cheque book and a debit card that allows you to pay for things directly from your account and take money out of cash machines.
You’ll also be able to set up direct debits from your account to pay bills like rent and electricity. And you’ll always be able to get information about your account with 24-hour access through online and telephone banking.

Websites about bank accounts in Scotland:
Money Helper

Staff  Support
Should you have questions, or would like to pass on your completed paperwork in person, you should contact with the member of staff responsible for the admissions process, Heather French to arrange a meeting. (hfrench@churchofscotland.org.uk ). The member of staff is also available to answer any questions you may have by email or telephone.

[bookmark: _PVG_(Protection_of]PVG (Protection of Vulnerable Groups) application 
Every candidate must become a member of the PVG (Protection of Vulnerable Groups) Scheme. A pack will be sent or handed to you shortly after your arrival, and you should complete the application according to the instructions included in the pack. For further info, please see Safeguarding section.

[bookmark: _Income_Tax_and]Income Tax and National Insurance in Scotland
Everyone who works in Scotland pays tax from their earnings for the public services provided by the government. In the most cases, your employer automatically deducts personal income tax and national insurance (NI) from your weekly or monthly salary.
Income tax
The amount of income tax that you pay depends on how much you earn in one year. However, you will be taxed at same rate as someone from the UK. All EU countries have agreements to ensure people are not taxed twice on the same income.
After you arrive in Scotland, contact the nearest HM Revenue and Customs (HMRC) office to let them know you are working for a company in Scotland. If you are self-employed, you must register with HM Revenue and Customs to ensure you pay the correct amount of tax at the right time.
National insurance
National insurance (NI) tax helps pay for social security benefits such as free healthcare, sick and maternity pay. The amount of NI you pay depends on how much you earn and whether you work for a company or are self-employed.
After you arrive in Scotland, you need to apply for an NI number from the HM Revenue and Customs (HMRC). It will be used as a unique reference for your UK tax and NI contributions. The number should be entered on the New Starter Checklist form.
HMRC website:
Find more about taxes
Apply for a national insurance number

[bookmark: _Registering_with_the]Registering with the NHS
Make sure you and your family have access to health care in Scotland by registering with a doctor, known as a General Practitioner (GP), shortly after you arrive. Your GP will often work alongside community health specialists like nurses and midwives. Where appropriate, they can refer you to hospitals or specialist clinics. 

Register with a GP at your local medical centre – they’ll be able to tell you what documents you need to bring with you to sign up at their practice. Medical centres are normally open Monday to Friday between 8am – 6pm.
Services for you and your family 
Once you register with a medical centre, you will be able to make appointments for: 
· General medical problems 
· Information about healthcare and ways to prevent illness 
· Advice about minor illnesses 
· Vaccinations - free for babies, young adults, the elderly and people with chronic illnesses 
24 hour advice 
NHS24 is an online and telephone-based service in Scotland that provides health information and advice, including where to find your local medical centre. 

Website: 
[bookmark: _Registering_with_a]NHS24  

Registering with a Dentist in Scotland
You can choose to receive dental treatment through our National Health Service (NHS) or a private dental centre in Scotland. However, private dental care is more expensive than the NHS. 

Ensure you and your family have access to care by registering with a dentist shortly after you arrive. You can get a list of local dentist who provide NHS treatments on the NHS24.com website.
Dental fees
If you are over 18 years old, you will normally have to pay for your dental treatment. However, you are entitled to free dental care if:
· you are pregnant  
· have had a baby in the last 12 months  
· receive income support or certain other benefits
· you are 18 and in full-time education
Fees vary depending on the treatment required. 
Services for you and your family
Your NHS dentist will be able to provide advice, care and treatments to keep your mouth, teeth and gums healthy. They will outline treatment options, costs and let you know what’s covered under the NHS. For example, if you want cosmetic dentistry, you need to pay for it privately. 
Other websites about dental care in Scotland:
NHS dentist 

Registering for Council Tax in Scotland
If you are required to complete a familiarisation placement of 9 or 12 months, the chances are that you will have to rent property during your time on placement. When you rent or buy a property in Scotland you must pay council tax. It goes towards important public services like street lighting, household waste collection and water charges. 
How much does it cost?
Generally council tax rates in Scotland are lower than in other parts of the UK. The cost varies and is based on the value of the property you rent or buy and the council tax category (band) your property is placed in.
How do I register?
There are 32 local councils across Scotland taking care of day-to-day services to ensure our communities are safe, enjoyable places to live and work. After you move, contact your local council for your area to register to pay your council tax.
Other websites about council tax
Council tax property category (band)
COSLA website

[bookmark: _Getting_Insurance_in]Getting Insurance in Scotland
Fortunately, you’ll most likely get free access to doctor or dental check-ups in Scotland once you register with your local National Health Service. However, not everything may be covered so you should consider getting insurance to protect things like your car, home and pets. Insurance can help meet costs if you have an accident, experience accidental damages to your home or even lose your luggage on your travels. 
Money Helper website:
Find more about types of insurance

[bookmark: _Getting_a_Driving]Getting a Driving Licence in Scotland
If you have a full and valid driving licence from an European Economic Area (EEA) country, you can exchange it for a UK driving licence. 

If your full and valid driving licence is from another country outside the EEA, you can drive in Scotland and the rest of the UK for up to 12 months on this licence. However, if you plan to drive beyond this 12 month period, you’ll need to apply for a provisional licence and pass the theory and practical driving tests to continue driving in Scotland and the UK.
Learning to drive in Scotland
You must be at least 17 years to drive a car in the UK. For mopeds and motorcycles, the required age varies between 16 and 24, depending on the type of bike you wish to drive.
If you do not have a driver’s licence but want to learn to drive in Scotland, you must first apply for a provisional licence then pass the theory and practical driving tests. 

If you wish, you can take driving lessons from a professional instructor. You can take your test when you feel you are ready. There is not a set number of hours you have to practice driving before you can take your test.
GOV.UK website:
Find out if you can exchange your existing licence
Find out more about bike categories, age and licence requirements
Apply for your first provisional UK driver's licence
[bookmark: _Training_Requirements]

Training Requirements

The Faith Action Programme will require to satisfactorily complete certain training requirements before being eligible to apply for vacant charges. These will vary according to your circumstances and experience, but will usually consist of: 

· Probation, if you come through the process as a graduate candidate, or
· A period of familiarisation of 9 – 12 months, training in Scottish Church Law, Scottish Church History, Safeguarding, and attendance at conferences as determined by the Education and Support Committee.

**At no point should you proceed to demit your status as a Minister in your own denomination before receiving a Certificate of Eligibility to serve in the Church of Scotland.**

[bookmark: _Probation_–_Graduate]Probation – Graduate Candidates only
Should you come through the process with graduate candidate status in your own denomination, i.e.  at the stage of being eligible to receive a call, but not yet ordained,  on acceptance the responsibility for your further training will pass to the Faith Action Programme Training Department. You will undergo a 15 month supervised probationary placement, take part in the Ministries Training Network, attend Probationers Conferences and complete Church Law, Church History and Safeguarding training. The Initial Ministerial Education Handbook is available on the Church of Scotland website and contains information that may be useful for you. 

[bookmark: _Mentoring][bookmark: _Familiarisation_Placement]Familiarisation Placement
Familiarisation placements will normally take place in Scotland, as they are designed, in part, to familiarise you with Scottish culture and church. While recognising that a Candidate is an Ordained Minister in their own denomination, the Church of Scotland seeks through the Familiarisation Placement to affirm, or otherwise, the readiness to serve as a Church of Scotland Minister. The Church must be fully satisfied in order for a Certificate of Eligibility to be issued.

You will be placed in a parish working alongside a Supervisor (usually the parish minister), meeting regularly with them and fulfilling the Supervision Covenant which you will agree at the beginning, and evidencing the requirements for satisfactorily completing the Familiarisation Placement. 

The Sacraments and Kirk Session
During Familiarisation, Admissions Candidates can conduct weddings if they receive dispensation from the Registrar General. As ordained ministers, they may be able to conduct the Sacraments at the Supervisor’s discretion. Legally, it is not appropriate for an Admissions Candidate to Moderate Kirk Session meetings, as they are not members of Presbytery during familiarisation, but should it be considered appropriate, it may be agreed locally that they Chair aspects of such meetings for the purposes of gaining suitable experience.

Rate of Pay
During placement you will be paid at a rate of 85% of the minimum stipend (£26,895). If you are provided with accommodation by the congregation free of charge, 80% of the minimum stipend will be paid. (Once you have successfully completed your placement and are inducted into a charge, you will be placed on the Church of Scotland stipend scale on the point commensurate with the number of years’ experience you have in your former denomination.) 

Expenses
You can claim placement travel expenses at 45p per mile for car use or 25p per mile for bicycle use. All mileage claimed must be wholly, exclusively and necessarily in the pursuit of your duties in your placement – if in doubt, check with your Supervisor. Please note that no claim can be made for making your way to your place of work, deemed to be the church building.
Use the expenses logbook, which you will have received by email, to keep a running record of each journey you make in a month. At the end of each month complete an electronic monthly travel expenses claim form, to be signed by your supervisor and emailed to ministry@churchofscotland.org.uk . 
Conference expenses are processed separately, and you have also been issued with an expense forms to use for these events.
Accommodation
While your placement church may have vacant flats or manses in which you can reside, it is more likely that you will have to privately rent accommodation during the term of your placement. Please note that it is your responsibility to locate and fund your own accommodation for the duration of the placement, and not the responsibility of the supervisor. You may have to pay one month’s rent in advance in order to secure a property (as a guide this can be £500 - £1000, and sometimes more, depending on the property).  You should come prepared, also, with the details of people who would be willing to act as guarantors on your behalf, as many letting agencies will require that. They should be your own contacts within the UK, and you should not ask your Supervisor or any other church personnel to act as guarantor for you.

Interim Review 
The Interim Review takes place half way through the placement - at the 6 month point and is attended by you, your supervisor, a National Assessor and a staff member. 

You and your supervisor will complete reports in advance of the Review which, along with the Learning Covenant, goes forward for consideration by the Review Group. Staff at the Faith Action Programme will send out the blank forms for you to complete 4 weeks before the Review, and they should be completed and returned 2 weeks before. The Interim Review takes the form of a conversation and is designed to review your progress so far, and to identify areas still to be covered during the remainder of your placement. 

Final Review
The Final Review takes place 3 months before the end of the placement, and is attended by you, your supervisor, A National Assessor and a staff member. Again, you and your supervisor will complete reports: blank forms will be sent to you 4 weeks before the review to be completed and returned 2 weeks before.  

The Final Review has the following decisions open to it: 

	Final Review, Possible outcomes:

	Decision 1.
Decision 2.
Decision 3.
	Candidate for Admission is granted Certificate of Eligibility
Candidate for Admission has an extension of placement followed by a further final review
Candidate for Admission’s placement is not sustained and a Certificate of Eligibility will not be granted.



If the Review agreed a Decision 1, above, your placement will be sustained at the Final Review, and you then become eligible to apply for vacant charges, and to preach as sole nominee for a charge. You cannot be inducted into a charge, however, until after the end date of your placement, when your Certificate of Eligibility will be issued.

Extension to placement
If you have not been called to a vacant charge by the end of your placement, or to cover any gap between preaching as sole nominee and your induction date, the Faith Action Programme can, at its discretion, extend your placement on a month by month basis for up to three months. At the end of the three month extension, your placement will end, and you will no longer receive a stipend from the Church of Scotland. If you are from outside the UK and EEA, the Home Office Immigration Department will be informed that you are no longer ‘employed’ by the Church of Scotland, and you will be required to leave the UK. 

Annual Leave
Annual Leave during your placement is calculated on the following basis, and should be arranged with your supervisor:
12 month familiarisation: 4 weeks and 4 days (including Sundays)

Completion of Placement
Should your placement be sustained, you will be issued with a Certificate of Eligibility on or shortly after the end date of your placement, which certifies that you are eligible to apply for vacant charges, and is valid for three years. 

**For the avoidance of doubt, the Familiarisation Placement does not guarantee a Candidate will proceed to receive a Certificate of Eligibility. It is a continuation of the Assessment for suitability to serve as a Minister in the Church of Scotland, and the Church must be fully satisfied through the Familiarisation Placement for a Certificate of Eligibility to be issued. You must take this into account appropriately in making your plans for starting familiarisation.**
[bookmark: _Church_Law]Church Law
It is a requirement of the regulations that all candidates should undertake a course in Church Law.  A Church Law training session will be set up sometime during the term of your placement.  You will then complete an essay of 1500 – 2000 words within a given timeframe.

[bookmark: _Church_History]Church History
Church History is a correspondence course, which will be sent to you by email once you begin your placement, and which you will complete in your own time. A study guide, list of additional reading and a list of essay topics are provided. You will chose an essay topic and complete a 3000 word essay within a given timeframe.

[bookmark: _Safeguarding_Training_and]Safeguarding Training and membership of PVG Scheme
The General Assembly of the Church of Scotland of 1997 agreed the following policy statement. 

The Church of Scotland has a deep concern for the wholeness and wellbeing of each individual. It seeks to safeguard the welfare of all people, regardless of age, who come into contact with the Church and its organisations. It is the responsibility of each individual within the fellowship of the Church to prevent the physical, sexual or emotional abuse of children and young people.

Since then, the Church has continued to build on this position, adopting best practice in the field, ahead of legislative requirements. As a result, the Church has been well placed to respond to new developments in the Law as they have been introduced by the Scottish and UK Parliaments. 

Candidates are required to be a member of the PVG (Protection of Vulnerable Groups) Scheme, and this process is undertaken at the start of training via the Safeguarding Service. Each Candidate is required to be a member for both areas of the PVG Scheme – working with children, and working with vulnerable adults. Membership of the Scheme must be in place before any Candidate undertakes the requirements of their training placement i.e. undertakes regulated work. Should a Candidate be a member of the PVG Scheme (both areas) at the start of training, then an update is required. Should a Candidate be a member of only one area of the scheme, they must become a member of the other area as well. Once ordained, regular updates are required, and the Faith Action Programme sets the policy for how this is maintained. 

Training in the Church’s Safeguarding processes is compulsory for all candidates for the recognised ministries of the Church. Such training will normally be at a Conference which will take place during the period of familiarisation.

This training enables every candidate to be conversant with the policy and practice to be adopted in this most sensitive area; enables candidates to be clear about appropriate measures to be implemented by Kirk Sessions; enables candidates to be clear about the action to be taken in the event of an allegation of child abuse, including requirements laid down by Law and by the Church; and also enables candidates to be aware of issues for good practice in their pastoral work. The underlying theology in the training in the protection of children and young people is one of fullness of life and of seeking to safeguard the welfare of all people regardless of age. 

The main point of contact for Candidates on Safeguarding issues is through the Safeguarding Service, 121 George Street, Edinburgh. All congregations should have a congregational Safeguarding Co-ordinator, and a large range of resources are available on the Church of Scotland Website. This includes a series of Handbooks, and a Congregational Checklist. 

The Safeguarding Service can be contacted on 0131 240 2256. Both the Faith Action Programme and the Safeguarding Service are pleased to give information and advice at any time.
[bookmark: _Admissions_Chaplains]Admissions Chaplains
The Faith Action Programme has two Admissions Chaplains available, with whom you can reflect on your experiences of adjusting to a new culture and a different Church if you wish.  Please feel free to contact them using the contact details below. However, any issues with your placement, finance/stipend, visas, other training elements should be addressed to the member of staff responsible for the process (hfrench@churchofscotland.org.uk ).

The Admissions Chaplains are:
Rev Louis Bezuidenhout: macbez@gmail.com 
Rev Ellen Larson-Davidson: ELarsonDavidson@churchofscotland.org.uk 
[bookmark: _Pursuing_a_Call]Pursuing a Call to a Parish 
It is always important to remember that Call is a two-way process; it involves minister and congregation and it has to be sustained by the Presbytery. Not only is it a process, but due process must be seen to be done. In recognising a Vocation or Call to a specific charge there are a number of stages on the way. It is always important that all parties feel that they have had the freedom to explore the call in conversation and prayer; and that ultimately they are free to say no if they feel it is not right. At all stages it is also important that the candidate/ applicant is not felt to be exercising too much influence – this could be deemed to be “undue influence” and is contrary to Church Law, if such influence is suspected, this can delay or even prevent a Call being Sustained. 

You won’t be able to formally apply to a vacant charge until your placement is sustained, which, all being well, will be at your Final Review, 3 months before the end of your placement. After that point, you will be able to apply for vacant charges, and preach as sole nominee, but your induction into the charge will have to be scheduled after your placement is complete. 
If you are undertaking a period of mentoring, you will be able to apply for vacant charges after you are accepted at Admissions Conference, on the condition that you are mentored for a given period once you are inducted, and complete any other requirements within 12 months.
[bookmark: _The_Application_Process]The Application Process 
Towards the close of your placement your mind will inevitably turn to the ministry you are about to undertake. At this point you will want to consider the variety of opportunities open to you and will begin to look at vacant charges. You may well begin to receive Parish Profiles through the post, even in advance of being eligible to apply. In addition, the full list of vacant charges can be found on the Church website at: Vacant charges | The Church of Scotland. While the dates you have been given for the process must be strictly adhered to you will find it of benefit to look at Parish Profiles, discuss them with your supervisor, and perhaps drive round an occasional parish to get the “feel” of the place. What you must not do, of course, is make any formal contact with anyone who has any responsibility for the vacancy procedure in advance of being eligible to apply for the charge. 

Before the final Review 

FAQ 
· Can I request a Parish Profile/application form? Yes, but make it clear that you cannot apply until after your final review, and indicate when that is. 

· Can I visit the parish or attend a service? If possible you should visit the parish and drive or walk around it, possibly even have a coffee somewhere. It is permissible to attend a service in the church, although no approach should be made to any personnel, and this may not be terribly helpful. 

· Can I ask to see round the church or manse? No. Once you have actually applied the nominating committee may organise a visit to both places if appropriate. This is part of the formal process. 

· Can I phone the Interim Moderator with a request for more information? This is okay, as long as you make it clear that this in an informal approach and that you cannot formally apply until a future date. 

· Can I phone the Clerk to the nominating committee? No. This is problematic and could be construed as undue influence if it predates your being free to apply. It is best to restrict contact to the Interim Moderator as s/he will not be party to the final decision. 

· What other avenues of research are available to me? You should do as much homework as possible by asking your supervisor or neighbouring ministers what they might know by way of background to the congregation. 
· What should I do if I am approached by a nominating committee? If you are approached, which may happen, you should clearly outline the timescale you are working to, and indicate the date you can formally apply. You should not engage in lengthy discussions at this stage. 

· What if a nominating committee wants to hear me preach before my final review? A church service is a public act of worship and as such is open to anyone, however you should not allow yourself to be interviewed, or engage in discussion with anyone from the nominating committee. 

· What constitutes a formal approach or application? 
A formal approach or application consists of, for example: 
· a letter of interest to an Interim Moderator or Clerk to the nominating committee 
· a CV 
· a submitted application form 

After the Final Review 
Once you are free to apply for a charge, you will find it helpful to take advantage of your supervisor’s expertise in this area and you are encouraged to seek his or her advice and opinions. 
This can be a confusing and somewhat stressful time as you begin to loosen the ties made with the congregation, and consider where your call might take you in the future. We hope that as you engage with this process your supervisor might find the time to accompany you on it. This can be in a variety of ways; by giving you the benefit of his/her experience of search and call, by reflecting with you on parish profiles, by accompanying you on occasion and if appropriate as you view potential charges but perhaps most importantly by recognising the need for the space and time to create a CV and visit vacant charges, possibly even on a Sunday morning if you both feel that this would be of benefit. 
During these last months of the placement we would expect that your involvement in the work of the congregation to gradually decrease as the work of looking to the future increases but you are still in a training situation and every arrangement should be made with the agreement of your supervisor. 

[bookmark: _Visiting;_worshipping;_practicaliti]Visiting; worshipping; practicalities 
Once you have given yourself a ‘shortlist’ take time to chat the profile over with your supervisor. You may wish to speak informally to the Interim Moderator – he/she is a good person to ask specifics – and any awkward questions that you have in mind. 
Drive around the area, get a feel for the place. Sit in a coffee shop and watch the world go by. 
Visiting on a Sunday: remember this is a church in vacancy – what you see is what the locum does – this may not have any bearing at all on the congregation itself (especially if it has been a long vacancy) remember also that congregation numbers often go down during a vacancy 
The IM may offer to show you round informally; looking at the buildings is very helpful. 
If you feel that one place has a stronger pull than the others go with your instincts: God speaks to our guts as well as our hearts! 
You may wish to make an informal approach to the convener of the Nominating Committee now. He or she may wish to arrange for them to come & hear you preach. 
When you have prayerfully identified the place you want to apply to send in a CV and a covering letter. The CV is a summary of your experiences, but it is also about your vision for ministry and your general sense of call. The covering letter should begin to articulate your sense of call to them in particular. 

[bookmark: _The_interview]The interview 
Be prepared for the interview to be rigorous; they should be asking about your ministry, your priorities, gifts, skills... they may ask (directly or indirectly) your theology, and your views on current issues affecting the church nationally. 
You should be prepared to ask them similar questions – identify for yourself what your priorities for ministry are – and ask them what they think is important. 
You should consider how they might support their minister (practically - admin, worship, prayer support; financially – expenses, phone, garden etc) 
If they do not introduce themselves – then ask them to! It may help you to have a pad and jot down those names for when you begin to ask each other questions. 
You should definitely write down the questions you want to ask, and the areas you hope will be covered. 
At the end of the interview the committee should give you an indication of when you will know their decision- if they don’t specify it is perfectly acceptable to ask. They may be interviewing other candidates, and will certainly need time to talk and pray together before making their decision. 
When you receive the response – even if you want to say yes, take time to pray about it yourself, and put your acceptance in writing. *a verbal acceptance is not enough. 

[bookmark: _Sole_Nominee]Sole Nominee 
Once you are invited to preach as sole nominee a set of formal procedures come into play. 
The date for preaching should be set for no longer than 4 weeks from the acceptance of the invitation – any variation from this needs permission from Presbytery. Intimations of the date set must be given by edict on two Sundays prior to the date fixed. 
Please inform the Ministries Department when you are invited to preach as sole nominee and information will be sent to you regarding: 
· details regarding the car lease scheme 
· car loan application form 
· removals to and from manses 
· removal and disturbance allowance regulations 
· new ministers furnishing loan application form 

[bookmark: _Minister_Elect]Minister Elect 
Once you have preached and been accepted you should formally accept the call to the charge. A sample letter is appended below. 
Once you have accepted the call, a Call document is made available for members of the congregation to sign – this is not simply a ‘nice thing’ but part of the procedure – if only a handful sign it, the Presbytery may question the validity of the call. 
It is the Presbytery who decides to sustain the call. If there has been any variation in procedure, then the call may be taken to Presbytery to make a final, formal decision. This is rare, but not unknown. 
The Presbytery fixes the date for Ordination & Induction, in consultation with you and the Kirk Session. (The Nominating Committee is released after the preaching and take no further formal role) 
Please inform the Staff Member at the Ministries Department of the date of your Ordination & Induction. 

Things to be wary of... 
You may have some previous association with a congregation where you would like to explore. Be careful of how you make your approach; under no circumstances should you imply that God has called you to a particular charge. 

In the event that you receive unsolicited parish profiles it is nonetheless courteous to respond, even if your response is negative. The Nominating Committee have taken the time and trouble to contact you and are naturally anxious to know how their profile has been received. If you indicate that you are not interested it allows them to concentrate on other candidates.

[bookmark: _Manse_Disturbance_Allowance]Manse Disturbance Allowance
When a minister, including a probationer, is called to a Charge in which there is a manse, a manse disturbance allowance up to £1,740 can be paid on production of the appropriate receipts.  It is intended to cover the cost of providing or altering curtains, carpets and furnishings in the public rooms, study and rooms in the manse, which are only used by the minister and his or her family.  The manse disturbance allowance should be reimbursed by the congregation(s) to which the minister has been called.  The congregation is required to ensure that there is a fully functioning electrical system throughout the house, but it is not required to provide the fittings – most people want their own choice in those things anyway.
In addition to the MDA, you would be entitled to a New Minister’s Furnishing Loan if you need extra assistance with the purchase of items.  The NMFL is £1,000 and this is repayable by deduction from stipend payments over a period of 3 years at £27.78 per month.
[bookmark: _Removal_Expenses]Removal Expenses
In the case of a minister from abroad being called to a Charge, the congregation(s) to which the minister is called shall meet the removal costs incurred from the British port of entry to the manse of the Charge.
When a minister is called to a Charge whose average income base is less than £30,000; the Faith Action Programme shall meet the full cost of removal expenses.  Where a Charge’s average income base is between £30,001 and £60,000 application may be made to the Council for assistance in meeting these costs.  This assistance may take form of a grant or loan or a combination of both.  Application should be made in writing to the Faith Action Programme Finance Department and a copy of the latest accounts enclosed.  Any information relevant to the application should be set out in the letter of application.  The Finance Department will assess the position of the Charge to meet these costs.
Normally, three estimates should be obtained before arrangements are finalised and it will be usual to accept the lowest estimate.

The Faith Action programme has arrangements with Bishop’s Move, Border Removals, Britannia, Clockwork, Crown Relocations, Forfar Removals, G. B. Liners, Hoults Removal & Storage, Kilmarnock Removals, McLeod Removals Limited, and Pickfords concerning any moves made by ministers to or from a manse, and have on many occasions resulted in competitive estimates.
You do not need a definite date for your move and you should always try to give as much notice as possible since requirements for a move arranged at short notice cannot always be guaranteed.  The nearest branch will make contact with you and arrange a home visit.  A quotation will be prepared and sent to you.  If the quotation is acceptable then, after contacting the Council for approval, you should sign and return the acceptance portion to the appropriate office and they will book the move.
Please note that the above procedure should be adopted even if the removal cost is to be met by a congregation.  You will simply confuse the central accounting system if you indicate the name of the congregation.  If you decide to move with either of these companies then the Council would settle the account directly, and then arrange with the congregation to reimburse the Council.
To seek quotations please telephone:- 

Bishop’s Move - 0131 556 6666 (Edinburgh) or 0141 556 7777 (Glasgow)
Border Removals – 01450 371744
Britannia - 0800 622535 or 0141 221 0001
Clockwork - 0141 954 3939 or 0131 669 0044
Crown Relocations – 07551 172733 (Suzie Provan)
Forfar Removals – 01307 468478
G. B. Liners Limited - 0131 553 3830
Hoults Removal & Storage – 0131 225 6764 (Edinburgh) or 0141 336 3335 (Glasgow)
Kilmarnock Removals – 01563 520001
McLeod Removals Limited – 0131 654 0533
Pickfords - 0800 212155
White & Company - 01489 774910 (Julie Godfrey or 01489 774907 (Paul Bristow)

You will be asked for details of the Company on whose behalf the move is being undertaken and you should indicate that the Church of Scotland – Faith Action Programme, is paying for the move.  Thereafter you should give appropriate details of the move.
[bookmark: _CODE_OF_PROFESSIONAL]CODE OF PROFESSIONAL PRACTICE AND GOOD CONDUCT FOR THE MINISTRIES OF THE CHURCH OF SCOTLAND

Introduction 

Applicability of the Code 
The Code applies to all those serving in the recognised ministries of the Church of Scotland. Throughout the Code, the terms ‘ministry’ and ‘recognised ministries’ shall include ordained ministers, deacons and readers, and all paid employees in parish appointments, as defined in section 16(1) and 16(1)(a) of Act VIII 2021.  

Scope of the Code 
The Code sets out the standards of conduct expected by the General Assembly. The Code is not intended to be an expansion or amplification of the Discipline Act (Act 1 2019) and should not be regarded as containing an authoritative or exhaustive list of disciplinary offences but Presbyteries, and Assessors and Discipline Tribunals operating in terms of the Discipline Act, shall have regard to the terms of the Code in making their assessment of the character of conduct. The Code complements the policies and rules set out in the Ministers’ and Employees Handbooks which cover such matters as balance of duties, absence, maternity and paternity leave, holiday arrangements, health and safety, discrimination, bullying and harassment. In addition, the Code can be used: 
· as a basis for education programmes to support good practice; 
· as a document to reassure the public that all those serving in recognised ministries of the Church of Scotland are provided with a framework of standards and accountability; 
· as a framework for analysing concerns and defining problems about conduct in all aspects of church life and work. 

The Code is not a substitute for reflective and ethically disciplined practice, continuing learning and development, and regular supervision. Equally the Code is not to be used as a measure of ministerial capability. 

An ethical basis for the Code 
All who serve in ministry should be bound by the ordination vows taken (where applicable) and the Gospel values of the Christian faith we proclaim.

The Church is concerned with the spiritual care, nurture and wellbeing of all, whether within or outwith the membership of the Church of Scotland. Those engaged in the ministries of the Church of Scotland (as defined above) have ethical obligations in the way they carry out their ministry. These obligations prohibit harm and promote the good of the person. The context of ministry is one in which people are often vulnerable and in need of support, and in which ministerial office is seen by society at large as a marker of integrity. Establishing appropriate boundaries fosters trust, helps to clarify ethical actions and enables the relationships involved in ministry to function effectively. 

Ministry usually proceeds without any explicit agreement. It takes place wherever there is need and it is often unplanned. Even in a caring relationship, however, there is also a possibility that attempting to do good may result in a degree of harm, and that in helping others, those involved in ministry may be fulfilling a personal need. Therefore, in deciding what to do in any particular situation, those involved in ministry need to be able to exercise ethical reasoning and deliberation in order to justify their actions. 

1. General Conduct 
Those serving in the recognised ministries of the Church of Scotland are responsible for their personal and ministerial conduct and must be able to justify their actions and practice towards those in their care, to colleagues and to all those with whom they come into contact. In particular they should: 

· act at all times in ways that promote trust and confidence in their profession; 
· act at all times to promote and safeguard the interests and wellbeing of others; 
· affirm the equal dignity and worth of others; 
· act with integrity and with due respect for diversity and differences including, but not limited to, ethnicity, gender, sexual orientation, age and disability 
· maintain good standing in the Church of Scotland; 
· ensure that their conduct is consistent with their profession and appropriate to the setting in which they work. 

2. Relationships between those in ministry and those to whom they minister
Those involved in ministry must at all times be conversant with, and advocates for, the Church’s policies and procedures in relation to the safeguarding of children and protected adults.

Relationships have the capacity to be nurturing and healing, but they also have the potential to be damaging and destructive. An important reason for this is the intrinsic imbalance of power in the relationship. Those involved in ministry, therefore, should be aware of issues of power and should exercise any influence they may have with sensitivity, discernment and within ethical boundaries. 

Those involved in ministry should seek to develop appropriate pastoral and supportive relationships within the whole people of God. The primary focus will be meeting the needs of those being ministered to; in this it may be appropriate to express our own vulnerability; but it would be an abuse of a pastoral relationship for those in ministry to use it to meet their own needs. 

Those involved in ministry should recognise the limits of their competence and should take care to direct those to whom they minister to the help available from other suitably qualified professionals where appropriate.

3. Maintaining Trust 
Ministry is both a privilege and a responsibility and those involved in ministry need to establish boundaries that enable trust and safeguard ethical relationships with those to whom they minister. In particular those involved in ministry should: 
· behave in ways that honour the dignity and value of others; 
· ensure as far as possible that no action or omission on their part and within their sphere of responsibility could be detrimental to the wellbeing of others; 
· respect the trust established with others, while understanding the limits of confidentiality; 
· respect the autonomy of others; 
· recognise and act within the limits of their competence; 
· maintain clear boundaries in the areas of self-disclosure, intimacy and sexuality; 
· avoid any conflicts of interest; but in the event that the person involved in ministry has to withdraw on the grounds of conscience or ethical principles, endeavour to refer to someone else who can facilitate the transfer and continuity of ministry. 

4. Respecting Confidentiality 
Confidentiality is a condition of trust that enables people to seek help at a time of need and to talk about personal and private matters relevant to their spiritual health and wellbeing. Ministry often involves access to confidential information. Those engaged in ministry, therefore, must respect confidences, and in particular they should: 
· respect the right of individuals to control access to their own personal information and to limit its disclosure; 
· establish the boundaries of confidentiality with others and respect as far as possible the limitations of disclosure that an individual can reasonably expect or request; 
· treat information about those to whom they minister, and others, as confidential and use it only for the purposes for which it was given; 
· guard against breaches of confidentiality by protecting information from improper disclosure at all times; 
· Ensure that confidential information is only shared with a third party where the individual consents to the disclosure, where it can be justified in the public interest or where there is lawful authority such as a court order or statute.  A disclosure in the public interest is likely to be justified where it is necessary to prevent a serious and imminent risk to public health, in the interests of national security, to protect children and adults from risks of serious harm or death, or to prevent or detect serious crime.  If a person says or does something that leads you to think they or another person are at risk you have  a duty to pass this on to the appropriate person or authority.  You should always refer to the Safeguarding Service staff for advice in particular cases. 
· discuss with those to whom they minister reasons why disclosing confidential information to other persons might be of benefit to the provision of good care; 

5. Abuse 
Abuse is a violation of an individual’s human and legal rights by any other person or persons. It is behaviour that is a clear departure from the ethical conduct required of us all. It can result from a misuse of power or a betrayal of trust, respect or intimacy which causes harm or exploitation. It can be caused by purposeful or negligent actions as well as a failure to act where a duty exists. The main forms of abuse include spiritual, physical, psychological, domestic, sexual, and financial, and are defined here in the context of Christian ministry: 
· Spiritual abuse is the imposition of values and beliefs on others; and while mission is part of the work of ministry, it is an abuse to fail to respect the freedom of others to make choices for themselves; 
· Physical abuse is any form of physical contact which is likely to cause distress, pain or bodily harm; 
· Psychological/emotional abuse is behaviour by a person in ministry which is exploitative, manipulative, coercive or intimidating; 
· Domestic abuse is an incident or pattern of incidents of controlling, coercive, threatening, degrading and violent behaviour, including sexual violence, with a spouse, partner or family member;
· Sexual abuse is forcing, coercing or inducing any person to whom you minister or to whom you stand in a position of trust, whether because of your office or for any other reason, to establish or pursue a sexual or improper emotional relationship and also the passing of hurtful remarks of a sexual nature; 
· Financial or material abuse is the misappropriation of a person’s money or assets by those involved in ministry through fraud or deception; or through negligence or misuse of a person’s assets or money while having a legitimate access to them. 


6. The Use of Touch 
People use touch informally as a gesture of care and formally within rituals to signify beliefs and theological actions. However, because the use of touch can be misunderstood or misinterpreted, or it may be unwanted, particular sensitivity should be exercised and assumptions about gender and personal space carefully considered. If in any doubt as to whether touch may be acceptable, permission should be obtained. The use of ritual that involves touch should be carefully explained and permission obtained.  Parental or guardian consent may also be necessary where children are too young to give their own consent or an adult is without capacity to consent.

Touch is a basic human gesture and physical contact is an integral part of wellbeing. Touch conveys to many people reassurance, care and concern and it can be a valuable expression of a supportive or therapeutic relationship. But touch is not value-free, it is conditioned by social and cultural norms and it can convey powerful signals. Therefore, touch may be perceived as threatening or manipulative, it could be physically painful and it can be a form of abuse. 

7. Working with Colleagues 
Working in ministry often depends on collaboration with colleagues both in other ministries and in other disciplines. In particular those in ministry should: 
· respect the skills, contributions and integrity of colleagues; 
· work in a collaborative and co-operative manner with colleagues and communicate effectively with them within the limits of confidentiality; 
· honour their commitments and at all times be reliable, dependable and trustworthy, and willing to play a full part in the life and worship of the Church within their Presbytery;
· respect the boundaries of other parishes, and take care not to undertake pastoral or sacramental duties within another parish for anyone other than a member of the congregation in which they minister. The recognised exceptions are (1) the conduct of a marriage or a funeral by private invitation and (2) circumstances in which the express permission of the minister of the other parish has been secured; 
· participate in the work of multidisciplinary teams they are members of and respect their confidentiality; 
· challenge colleagues who appear to have behaved unethically or in contravention of this Code and be prepared to bring concerns of misconduct to those charged with responsibility for colleagues. 




8. Communications, Media and Social Media
Upholding high standards in all communications is important for the exercise of ministry.  Communication is a powerful tool that can be used to benefit the work of ministry, but if used carelessly can reflect badly on an individual and the wider Church.
Communication and involvement with the media can:
· spread good news stories to inspire others
· reach those who may not be able to attend church or who may not be sure about attending church in person
· engage in topical conversations and respond to enquiries on behalf of the Church
· encourage involvement, collaboration and learning
· resolve misunderstandings and correct inaccuracies
· establish and strengthen relationships locally, nationally and internationally

When using Social Media there is a responsibility to:
· respect and model positive behaviours and language
· be transparent, relevant and kind
· be careful when sharing content, ensuring it is accurate and relevant
· consider the safety of yourself and others
· refrain from sharing any confidential information
· avoid any communications that might damage the reputation of the Church

Those serving in ministry should take care to observe appropriate boundaries between their work and their personal life just as much in the use of social media as in “real life” encounters. They should recognise the importance of knowing themselves and their own emotional needs. Working with a spiritual accompanier or pastoral supervisor can greatly help the development of this insight, which is difficult to achieve when working alone.  Ministers should not expose themselves or others to material which is sexually explicit, profane, obscene, harassing, fraudulent, racially offensive, politically inflammatory, defamatory or in violation of any British, European or international law.
Ministers must remember that they are public figures whose opinions when proffered have weight and significance. In using social media ministers should always assume that anything they post or contribute is in the public domain and will be shared. The power of the internet for doing harm as well as good must always be borne carefully in mind and weighed before saying anything which may prove be damaging to oneself as well as to others. 
If contacted by the media for any reason those in ministry should before making any response contact the Church communications team.  They should not speak to journalists “off the record”.

Ministers should familiarise themselves with the established policies and procedures and guidance for all communications. 

9. Probity in Practice 
The office of a recognised ministry in the Church of Scotland requires the highest standards of moral integrity and honesty. In particular those involved in ministry must: 
· be honest and accurate in representing their professional affiliations, qualifications, and experience, and not make unjustifiable claims about their competence; 
· keep their knowledge and skills up to date, taking part in regular learning and development activities in order to maintain and develop competence;
· distinguish between pastoral care and formal counselling and ensure that those to whom they minister understand the form of support being offered; 
· not charge individuals personal fees for baptisms, weddings or funerals: in all circumstances ministers should follow the guidelines contained in the Year Book in respect of charging for weddings and funerals. 
· refrain from encouraging those to whom they minister to give, lend or bequeath money or gifts which will be of a direct or indirect benefit to themselves, or put pressure on those to whom they minister to make donations; 
· refuse all but trivial gifts and never accept any offers of loans, bequests or benefits of any kind from anyone to whom they minister (or anyone close to them)
· manage any finances for which they are responsible with diligence and for the purpose for which they are intended; 
· declare any involvement that might cause a conflict of interest; 
· demonstrate honesty and objectivity when providing references for colleagues or completing and signing forms. Reasonable steps must be taken to verify any statement before they sign a document, and they must not write or sign documents which are false or misleading. 


10. Discipline 
Where allegations involving issues of professional conduct are raised, Presbytery must proceed to investigate in terms of the Discipline Act (Act I 2019) for all subject to its terms. Paid employees in parish appointments are also subject to the relevant disciplinary policy of the Church entity which employees them. Where an investigation establishes a suspected criminal action this must be reported to the police. 

11. Contracted working for other employers
Office holders of the Church of Scotland who are contractually employed outwith the Church of Scotland are bound by the declared policies and procedures of their employing body.  However, they remain subject to the Code of Conduct in regard to the holding of their designated Office.
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