Section 8 – Employment of Laity and other Staff in Parishes


Casual Employment Contract

Between The Anglican Parish of _ insert Parish name__, the Anglican Diocese of Newcastle (hereafter referred to as ‘the Parish’) and insert employee name (‘the employee’).
It is Agreed Between The Parties:

Position Title 
The employee is appointed to the position of insert position title.
Term of Employment – Casual Employment
a. The employee is appointed in a casual capacity (up to 38 hours per week) 

b. The employment commencement date is DD/MM/YY.
c. This contract will continue in operation until it is terminated in accordance with the clauses herein or such time as a new contract of employment is negotiated and agreed to. 

Bishop’s Licence 

The employee will be licensed by the Bishop of the Anglican Diocese of Newcastle and will adhere to the Anglican faith and doctrine as expressed by the Anglican Church of Australia. The Bishop of the Diocese of Newcastle and his successors has the right to revoke this license at any time.
Work Location 

a. The normal place of work will be at location address. 
b. The employee may also be requested to undertake their duties at other locations as required. This may include visiting Parishioners or ________________

c. The employee is reminded that holding a valid driver’s licence is a necessary part of employment. The loss of that licence could place this employment contract in jeopardy unless the requirements of the position can be met via another satisfactory method.

Duties and Responsibilities 

a. Attached to and forming part of this contract is a position description outlining the duties under this contract (Appendix A). 

b. The Parish may amend the duties from time to time provided such a change is reasonable and not unusual within the stream of duties generally associated with a position of this nature.

c. Flexibility is essential in a small organisation and as such the employee may be required from time to time to assist with other duties which may not be specified in this contract.

Policies and Procedures
a. The employee must make themselves familiar with and observe all relevant Parish and Diocesan policies and procedures that affect their position. 

b. The parties agree the terms of those policies and procedures are not imported into this contract of employment in any manner.

c. From time to time policies and procedures may be updated or new ones written.  Where such changes are made the employee will be provided with up to date copies of the applicable policies and procedures. 

d. A breach of policies and procedures may result in disciplinary action which may include termination of employment. 

Other Employment Terms and Conditions
a. In addition to the above mentioned terms, there are other applicable terms and conditions of the employee’s employment with the Parish which are sourced from relevant Awards, the National Employment Standards, Federal and State legislation. Unless specifically stated as being incorporated into this contract these terms do not form part of this employment contract.
b.
It is vital that the employee is linked within the Anglican faith community of this Parish. The employee’s attendance therefore at Sunday worship, and other parish gatherings is required. This has been taken into account in the hours of work.

Remuneration 

a. Will be in accordance with the ………………………… Award and relevant classification.

b. The employee will be paid an hourly rate of $_____ less any statutory deductions.

c. This will be inclusive of the 25% casual loading. 
d. In addition to this amount the Parish will make superannuation contributions on behalf of the employee in accordance with the Superannuation Guarantee Act. 

d.
The wage will be paid monthly into the employee’s nominated account by direct transfer (half paid in arrears and half paid in advance). 
e.
Where the employee uses their own motor vehicle for Parish business they will be paid an allowance of __XX___ per km.  

e.
The employee will also receive the following additional benefits under this contract:


list 

Expenses


Expenditure to resource this Ministry will be in accordance with a Budget approved by Parish Council. Reimbursement of expenses incurred by the employee in the course of this Ministry must be negotiated as far as possible in advance and authorised by a Churchwarden on behalf of Parish Council.

Termination 

Termination for whatever reason can be effected by either the employee or the Parish giving no less than 1 day’s notice (in writing). 

Hours of Work - Casual
The hours of work will be as notified to the employee by the Incumbent or their nominated representative 

Leave – Annual, Personal Compassionate 
Casual employees do not receive annual, personal, or carers leave.  They receive a 25% loading on their base rate as compensation. 

Public Holidays

Casual employees are not entitled to be paid public holidays. The employee may be required to work on a public holiday. Where this occurs the employee will be paid at 2.5x their normal rate of pay. 

Performance Reviews 

Formal performance reviews will be conducted on a 6 and/or 12 monthly basis. The employee will be informed of when and how these reviews will be conducted. The review will involve the Incumbent and a Churchwarden. 

Confidentiality
a. The employee is required to maintain the confidentiality of all non-public information (or information reasonably regarded as confidential) encountered as a result of their employment with the Parish. Such information includes but is not limited to mailing lists and personal details.
b. The breach or non-observance of this obligation in respect to confidentiality may result in disciplinary action including termination.
c. Prior to or at the time of termination the employee shall not copy or remove any records or information either by electronic or hard copy means. 

Medical 

The employee acknowledges that the duties to be performed require the employee to maintain a reasonable degree of fitness and health. Accordingly the employee: 

(a)
will inform the Parish prior to signing this contract of any health conditions known to the employee which may affect the employee’s capacity to undertake those duties in accordance with this contract; and 

(b)
agrees to attend a medical examination if requested by the Parish to determine the suitability of the employee to perform the inherent requirements of the position. The employee consents to the release of the medical report of such examination to the Incumbent. 

Workplace Health & Safety
The employee is required to:

· perform their duties in a safe manner

· adhere to any WHS policies, procedures and rules;

· look after their own safety and health and the safety and health of others they come into contact with in the Parish;  and
· report any incident or injury immediately.

Duty of Care and Responsibility
The employee:

a. Will develop and maintain professional working relationships with any other person they may come into contact with in their role.  

b. Is expected to perform their duties to a high standard and in a timely and courteous manner. 
c. Will be required to comply with all proper and lawful instructions and directions legitimately given to the employee under this contract. 

d. Must use their best endeavours to promote and enhance the interests of the Parish and must not intentionally do anything that is reasonably foreseeable to be harmful to the Parish’s interests. 

e. Will adopt an approach of ‘Universal Respect’ in all person-to-person dealings. This requires the employee to treat all persons with respect and courtesy, and to avoid behaviour that could reasonably be perceived as overly familiar, harassing, disrespectful or unnecessarily authoritative or overbearing. The employee must take particular care to ensure that a person’s disability, race, age, religion, sex or sexual preference have no bearing on dealings with that person. 
f. By signing this contract the employee is confirming their commitment to comply with the Diocesan Code of Faithfulness in Service.
Working With Children Assurances

a.
The employee, by accepting this appointment, is giving the Diocese and the Parish an assurance that they have not:

(i) been dismissed from any previous employment on the grounds that they were involved in improper conduct of a sexual nature with a student or child;  or 

(ii) retired or resigned from a previous employment following allegations that they were involved in improper conduct involving child abuse with a student or child;  or

(iii) been advised by any employer that their name has been included on a list of those not to be employed in a child-related area of activity.

b.
If the employee cannot give this assurance, they should not sign this contract.  The employee may however, wish to speak with the Incumbent about the relevant occurrence.

c.
If the employee signs this contract when they are not in a position to give such assurance, the Anglican Diocese of Newcastle may terminate this employment contract without notice.

d.
The employee must signify their acceptance of these by completing the Prohibited Employment Declaration and the Working with Children Background Check Consent forms attached. (Appendix B).

Dispute Resolution

In the event of a situation where differences arise between the Parish/Incumbent and the employee a process of mediation will be implemented immediately through a third party from outside the Parish but within the Anglican Church to ensure fair and equitable dealings for all involved.

Other 

a. Governing Law

This contract is governed by and interpreted in accordance with the laws of New South Wales and the Commonwealth and both parties submit to the non exclusive jurisdiction of the courts of New South Wales and the Commonwealth. 

b. Survival of Clause 

Should any of the terms within this contract be found to be inoperative by due legal process then the parties to this employment contract agree that the remainder of the terms are deemed to continue to operate. 

c. Variations to this Contract 

This contract may be varied at any time while it is in operation either in accordance with the terms of this document or by written agreement between the employee and the Parish.

Executed as a Contract 

The signing of this document below indicates the intention to formally enter into an employment contract.

Signed on behalf of the Parish 

Name __________________________________ Position Title __________________________________
Signature ______________________________   Date 



Signed by 

Name __________________________________

Signature _______________________________  Date 




Position Description 
	Position Title
	

	Parish 


	

	Reports To
	

	Position Purpose


	SAMPLE WORDING – use as guide 

To nurture, encourage, facilitate and resource ministry within the Parish to, for, by and with children, young people and their families.



	Qualifications & Experience 


	SAMPLE WORDING – use as guide 

Essential 

· Recognised qualifications in youth and family ministry.

· Sound knowledge of the holy scriptures and doctrine as received by the Anglican Church
Desirable 

· Sound planning and organisational skills.
· Current First Aid Certificate


	Duties & Responsibilities
	SAMPLE WORDING – use as guide 

· Develop and coordinate a parish youth group/s

· Assist in teaching Scripture classes in public schools.

· Visit and assist in the mission of the local Anglican College.

· Engage in regular parish visiting programme with special emphasis on young families.

· Organise camps, retreats and special youth programmes.

· The Youth and Family Worker will attend Sunday and weekday services
· etc


	Date
	

	PD Developed By
	


This is a simple format position description template. If you have a more comprehensive PD then use that instead.


Please delete this text box
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