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Guidelines for local churches employing a church worker 
which is wholly or partly funded by Synod
The purpose of this document is to outline the responsibilities of local churches when employing church workers and the relationship between the local church and the Synod.  These are broad guidelines and may need to be amended to suit the particular circumstances of individual churches.  
On the Mersey Synod website there is a section entitled ‘Synod Employment Toolkit for Churches’ which has many relevant employment templates for churches to personalise and use.
	
	Responsibilities
	Church or Synod

	1
	Where a worker is employed by a church, Synod recommends that the church uses the payroll company that Synod uses.  Synod will provide advice on how to set this up.  The payroll cost is currently £4.20pm (2022). 
The payroll company will administer all statutory deductions.  They will also administer the pension if relevant.  
   
If the church chooses NOT to use the payroll company that Synod uses then the church is responsible for working out all statutory deductions such as the tax and National Insurance.  

	Church to contact Synod Finance officer to set up the employee on the Payroll.

	2
	The church will be responsible for providing the employee with a contract of employment and statement of particulars detailing the terms and conditions of employment.  

Church to be responsible for administering all terms and conditions eg paying any contractual sickness benefits, redundancy etc connected with the employment.  

The church will be required to have policies and procedures and as a minimum requirement must have a Disciplinary Procedure and Grievance Procedure available for employees to access.  

Templates to assist churches in employing workers are on the Synod Website (please see the Synod Employment Toolkit for Churches).  This includes relevant parts of the Synod Staff Handbook which each individual church will have to personalise.  

	church.  


	3
	Pensions – If an employee earns over £10,000 a year, they must automatically be enrolled into a pension scheme.  
If they earn between £6,240-£10,000 they can ask to join it and the employer must make a contribution of the standard 3%.
If the employee does wish to join the Pension Scheme they would have to make the employee contribution of 5%, which equates to 4% after tax relief.
 
	Church and contact Finance Officer at Synod to assist


	4
	Church to do all of the HR actions such as:-
a) Form a task group to follow a recruitment policy
b) When you first consider taking on a worker you must follow robust recruitment procedures such as those described on the Synod Website.
c) Prepare a Job Description and Person Spec
d) Prepare Advert and Synod can advise where to advertise 
e) provide a Line Manager/Direct Supervisor and undertake all of the meetings/paperwork connected with the management of the worker such as Induction, Probation, one to ones, Annual Reviews.  (Proformas are on the Synod Website).

	Church but with support from Synod Office.

HR items can be accessed via the Synod Clerk or, if Children/Youth Work related, via the Children’s and Youth Work Development Officer (CYDO).  

	5
	Church to be responsible for purchasing and paying for the monthly costs of a work mobile phone and a work laptop, if required.

	Church but Synod Office can advise on which to purchase.  

	6
	Church to be responsible for reimbursing reasonable expenses eg travel, resources.  As agreed by Line Manager.
Employee could be given an Expenses template which is available from the Synod Website.  

	Church.  
Ask Synod for advice.

	7
	Reporting on progress to Synod occasionally.
	Church – it might be on occasions that Synod Executive or a relevant Committee asks for some feedback on the progress of the role as they’ve invested some or all Synod money into the project.  


	8
	Knowledge of the URC course or similar.
	If the worker is new to the URC there is a URC Course all about the URC which the worker could attend.  If not relevant, then Synod Clerk/Moderator/CYDO could give a short overview of the URC and Mersey Synod to the worker.  
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