

APPENDIX 4
MDS Staffing Request Process FAQs
	Question
	Answer

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

	Yes, if the post is shared on the Presbytery Mission Plan (PMP).

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

	No, only one job description and FTE will be accepted and this should correspond to the PMP allocation.


	Do I still have to submit an application even if it’s just for a short term MDS position?
	Yes, all positions regardless of length of contract need to be considered by the panel as our responsibility to staff is the same regardless of the length of their contract.


	Are MDS posts in Priority Areas all guaranteed approval? 

	No, the process applies to all vacancies.   

	We have an MDS in post working part-time. Do we need to go through the approval process if we/they want to increase their hours?

	No, these can be considered outwith the process please contact Human Resources to discuss hr@churchofscotland.org.uk 

	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 as the opportunity should be taken to review the post when it becomes vacant.


	The current MDS in post is likely to retire in the near future, can we recruit a replacement in anticipation of this?

	The panel are unlikely to consider applications where there is not a confirmed resignation that has been accepted by HR. 

	If the application is rejected, can the decision be appealed?

	There is no appeal process but you will be given clear guidance on what needs to be amended to allow the post to be approved.


	If my application is unsuccessful due to criteria, what happens?

	We will work with you to help with any blocks to approval and this can be done following the panel meeting.  The request would not need to be resubmitted.


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

	Yes, the process applies to all vacancies as they all advertised internally to current MDS for 10 days before any external advertising.  Given some MDS posts are ending, all vacancies will also be available as potential redeployment opportunities

	How soon must the job be advertised once agreed by MDS Recruitment Panel?
	Contact must be made with HR within 4 weeks, with the expectation that advertising is progressed within this time.

	For how long can I advertise my post per advert?

	4 weeks is generally our maximum but HR can advise.

	If I don’t appoint, , can I automatically re-advertise and for how long?

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

	How long is this approval process going to last?
	 Faith Action (through its employing agency, Ministries Council) is the employer and so while PMPs allocate MDS allocation we are able to help form roles and this is the best way to do this.


	Who can help me complete the form?
	You can contact HR for assistance with the job description – HR@churchofscotland.org.uk

The Pre-Appointment Health & Safety Check-sheet for Field Based Employees must be completed and returned with the staffing request.  Advice can be sought from the Health & Safety Manager if required jcollins@churchofscotland.org.uk 

General queries to – 
[bookmark: _GoBack]Daran Golby, Ministries Development Manager, Faith Action dgolby@churchofscotland.org.uk  
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