
Uniting Church SA Congregations Employment Guidelines for Lay Employees (2018) Page 1 

Guidelines for 
Recruitment and Selection of 

(Lay) Employees within in Congregations 
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Scope of the Document 

This document only applies to lay employees within Uniting Church SA 

congregations but does not apply to:  
.  

(i) the following people in specified ministries and/or approved placements:

- Ministers of the Word

- Deacons

- Ministry of Pastor (refer to Ministry of Pastor process guidelines)

(ii) the following people who were appointed prior to 1 July 2008

- Accredited Youth Workers

- Lay Pastors

- Community Ministers

(iii) the engagement of volunteers.

Please note that if congregations are utilising volunteers, particular attention must be paid to the 

section of the guidelines entitled “Does the congregation want an employee or a volunteer?” on 

pages 8 and 9, to ensure that an employment relationship is not created inadvertently.    

Purpose of the Document 

This document is intended to provide general guidance to those involved in the recruitment and 

selection of lay people employed within Uniting Church SA congregations.  Its purpose is to:  

 provide consistency in recruitment and selection practices across all parts of the Church

including congregations;

 recognise that employees of the Church are a crucial part of the health, ministry and

mission of the Church and all steps should be taken to ensure that they are  treated with

fairness, respect  and dignity; and

 ensure that Uniting Church SA congregations are compliant with the relevant employee
related legislation given that the Church does not have any exemptions from these laws
and related administrative or regulatory processes.

In relation to the abovementioned purposes, it needs to be recognised that every employment 

contract has the potential to be unique because of its particular circumstances or requirements. 

Therefore to ensure legal and industrial compliance it is strongly recommended that the 
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Uniting Church SA congregation template employment contracts are used for 
all employees.  These are available on from Human Resources, Synod Office.  If the 
standard templates do not suit the employment situation/conditions, congregations are 
encouraged to consult with the Human Resources Manager in the development of an 
appropriate employment contract.  

Only when the processes contained within these guidelines have been completed, is it 

recommended that employment be offered and executed.  

If necessary, the Human Resources Officer will offer initial advice by means of telephone / email 

for general enquiries.  Where issues are more complex and require the intervention of the 

Manager, Human Resources support and facilitation are available.  

To ensure that the status of the Church Council as “the employer” is recognised, these 

guidelines are only to be used by Congregational office bearers, Ministers, Deacons, 

Chairpersons, Secretaries, Treasurers and working groups appointed by Church Council to 

research and recommend an employment proposal under the direction of the Church Council.  

This document will be amended as required and to ensure that the information and guidelines 

contained are in accordance with employment standards and applicable industrial legislation.  

August 2018 
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Contact Details of Human Resources Management and Payroll 
Bureau Services Synod Personnel  

Manager Human Resources  
kgranger@sa.uca.org.au   8236 4278 

Human Resources Officer  
nhunt@sa.uca.org.au 8236 4234 

8236 4241  
payroll@sa.uca.org.au 

1. Karen Granger

2. HR Officer

3. Payroll Bureau Services

4. Wayne Booth WHS Coordinator 
wbooth@sa.uca.org.au  8236 4214 

mailto:wbooth@sa.uca.org.au
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1. Introduction

Why do we need a Guidelines Document? 

Uniting Church SA (“Church”) has, as part of its past, a very proud tradition of inviting members 

and adherents to use their gifts in various ways to build the life of the Church and in some cases 

this is expressed through paid employment or an offer to undertake voluntary work.    

The Church has a theological as well as a legislative obligation to ensure that it is a good 

employer of people. Therefore formal and structured recruitment and selection processes are 

crucial to avoid the possibility of discrepancies arising between an employee and the employer. 

This includes all employment related aspects, ensuring a shared understanding of employment 

terms and conditions.   

Who is the Employer for employees employed by Congregations? 

All employment contracts negotiated and agreed by congregational Church Council need to 

name the employer as:  

  “The Church Council of the [insert congregation name] Uniting Church on behalf of 

the Uniting Church in Australia” ABN (if applicable)  

To ensure that employment within congregations comply with relevant industrial instruments 

and legislation, it is critical that employment contracts are formulated correctly as errors can be 

costly from a time, legal and financial perspective.  

Recruitment and Selection 

For the reasons outlined above, and to reduce the risk of non-compliance with employment 

standards (such as the National Employment Standards (NES) and minimum award conditions), 

the Church recommends that congregations seek advice from Human Resources in relation to 

Recruitment and Selection processes and practices.  These include, but are not restricted to; 

industrial awards, wage/salary benchmarks, employment contract templates, advertising, 

position descriptions and person specifications, conducting interviews, performance 
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management, training and development and Work Health & Safety matters affecting employees. 

[Refer page 4 for contact details].  

Centralised Payroll 

The Church Council on behalf of its  congregation are strongly encouraged to utilise 

the centralised Synod Payroll Bureau Service for payroll processing in order to reduce the risk 

of noncompliance with taxation and other statutory legislation.  This also has the 

advantage of reducing:  

• the administrative burden on congregational volunteers and staff, particularly

treasurers and secretaries

• the risk of inadvertent error

Which alleviates the treasurer having to: 

• negotiate with WorkCover and the Australian Taxation Office to meet their

requirements

• remain up to date with taxation, superannuation and other statutory legislation.

Enquiries about the Payroll Bureau Service, including an opportunity to view the Bureau’s 

Memorandum of Understanding (MOU), should be referred to Payroll Administration phone 

8236 4241.  

Disclaimer 
Uniting Church SA congregations need to be aware that the advice given by the Synod Human 

Resources Department on any particular employment contract proposal, or any other human 

resource related matter, can only be valid based on the information provided at the time. If the 

circumstances change in any way, or if new information becomes available, further advice 

should be sought as to whether these changes affect the original advice given.  

2. Preparatory work prior to conducting the recruitment process

Does the Church want an Employee (Paid l) or a Volunteer (Unpaid)? 

Many congregations in the past have had employee arrangements where the employee has 

been prepared to work for an honorarium arrangement and has not expected to receive full 
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wage/salary rates.  This has been particularly the case where employees are members of the 

congregation and feel that their contribution to the life of the Church can be “in kind” through 

their labour, thereby saving the Church some wage costs.  These types of honorarium 

arrangements are not legal where there is an expectation or regularity of payment, or an Award 

for this type of work exists.  Therefore the Church has no choice in these cases but to pay:  

• the required minimum award rate of pay and  conditions for the actual hours worked  or,

• a rate not less that  the federal minimum wage as prescribed by Fair Work Australia if

the position is deemed to be award free.

If the employee chooses of their own free will to undertake voluntary work for the congregation 

in addition to their paid employment, they are welcome to do so.  However the situation must 

be clear in writing and they must not be pressured or asked to volunteer.  The days and hours 

of paid work must be clearly identified within employment contracts/letters of offer and 

segregated from the volunteer time envisaged.   

Congregations must reimburse volunteers for any out of pocket expenses related to the church 

work of the Church performed by volunteers.  For example, if a volunteer sought reimbursement 

for the proportion of their motor vehicle mileage, phone, home office expenses and computing 

or other equipment costs that can be related to the volunteer’s work for the congregation, this 

is entirely appropriate.  Any more detailed advice on the relevant rates of reimbursement 

can be obtained from the Synod Finance Department.  

Differences between an Employee (Paid) and a Volunteer (Unpaid) 

 An employee must have a Position Description / Person Specification, whereas it is

desirable (but not mandatory) that a volunteer has a summary of duties.

 The hours of attendance of an employee are to be determined as part of the employment

contract, whereas the actual hours of attendance of the volunteer is totally at their

discretion and by agreement with the supervisor appointed by Church Council.

 No financial or “in kind” support to the financial benefit of the person concerned takes

place between a congregation and a volunteer except where a volunteer is due for

reimbursement of “out of pocket” expenses.

 The employee is covered by WorkCover for workplace injuries whereas the volunteer is

covered by the volunteer component of the Church’s insurance policy.
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 A Church Council member or a member of a congregation should provide appropriate

supervision to volunteers at all times. The Church Council will need to be aware of this

supervision role.  This ensures that the volunteer is adequately covered by the Church’s

volunteer insurance cover.  However the term “supervision of a volunteer” only implies

the ability to “request” not to “direct” a volunteer.

 It is an important distinction between an employee and a volunteer that a volunteer

always has the option to refuse to undertake the work requested by a supervisor.

However, the volunteer cannot undertake tasks that have not been approved by a

supervisor.

For more information about the conditions of engaging volunteers, please refer to the 
Volunteers Protection Act 2001 
http://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001.as 

px  

Differences between an Employee and a Contractor 

It should be noted that the Church Council also has the option of engaging Contractors for some 

of the tasks which it requires to be performed rather than recruiting an employee or volunteer. 

There are legal criteria for distinguishing between an employee and an independent Contractor.  

Contractors can be engaged where the majority of the following criteria are relevant to the work 

to be performed:  

• General rather than specific direction is given for the tasks to be undertaken and the
timing of their completion

 The work is of a specific nature rather than ongoing nature (i.e. Contractors are generally

engaged to undertake a specific task)

 The person is able to sub-contract part or all of the work involved, by agreement

 The person is able to simultaneously perform work for other parties at the same time as

performing work for the Church

 The person is responsible to provide and pay for their own work materials, tools of trade,

equipment and other business expenses, for example phone, rather than expecting them

to be provided

 The person is directly responsible for their own insurance and should be able to produce

certification of this coverage

 The person does not accrue any leave entitlement

 The Contractor must provide a tax invoice to the congregation  quoting an ABN

http://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001.aspx
http://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001.aspx
http://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001.aspx
http://www.legislation.sa.gov.au/LZ/C/A/VOLUNTEERS%20PROTECTION%20ACT%202001.aspx
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 It is clearly articulated in Contract for Services that the Contractor is not an employee   

 The person is more appropriately paid for the completion of a particular project rather 

than on a time based remuneration  

 For taxation purposes the contractor is deemed as self-employed, for example 

superannuation arrangements  

 The Contractor represents a company, partnership or sole trader when negotiating the 

work and has access to an ABN (Australian Business Number).  

  

If; 

• the majority of these tests are satisfied and  

• it is clear that an engagement of a Contractor is the appropriate way to engage the 

services required, and 

• where these services are regularly performed by an individual for the congregation at 

set times specified by the Church Council (or its delegate), 

it is not sufficient to totally rely on the invoicing process and/or the existence of an ABN to define 

the engagement of a Contractor.  In these cases, it is recommended that the use of a written 

Contract for Service agreement be developed clearly outlining the requirements of the services 

to be provided, as follows:  

  

 The arrangements are for a Contractor for Services agreement and not an employment 

contract  

 The Contractor will supply all work materials and pay for all business related expenses  

 Payment will be either on completion of the job or in progress payments based on 

invoices rendered and there are no other payment entitlements due in addition to the 

agreed rates  

 The Contractor is responsible for all their own insurance, tax and compliance 

requirements  

 Clearly define the needs of the congregation by outlining the specific purpose of the 

services required and describe the specific tasks the Contractor is required to undertake.  

 

Assistance with setting up the Contracts for Services agreement and the provision of a template 

agreement can be provided by contacting the Manager Human Resources.  
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The role of Church Council in determining Employee or Contractor/ Options 
  
Determining the most appropriate option of either employee or Contractor is the responsibility 

and decision of the Church Council before any action is taken.  It is important that the Church 

Council approves the best option and communicates its decision to the relevant individuals / 

groups within the congregation.  

  

The distinctions between employee and Contractor can be complicated at times; if the Church 

Council is unsure about any aspect of these distinctions, it may obtain specific advice from the 

Manager Human Resources.  

  

Employment 
  
Once the decision has been made to employ within in a congregation, there are a number of 

considerations which need to be discussed and approved by the Church Council prior to 

progressing the recruitment process:  

  

What are we expecting this person to do/achieve?  What gifts/skills/qualifications and 

experience are required to perform the role? (Person Specification)  

1.  (Position Description & Person Specification)  

2. Who will the position report to?  

3. What employment category is relevant for this position? This should include an assessment 

of whether the role fits under the Ministry of Pastor criteria if the activities are of a pastoral 

or ministry nature? (Refer MOP queries to the Pastoral Relations Administration Officer 8236 

4288).  

4. Is there a relevant award? If not what terms and conditions will apply? 

5. What is the employment of this staff member going to cost the congregation in total?  

  
It is important that these considerations are given before the commitment to employment is 

made.  The commitment enables the Church Council on behalf of the congregation to provide 

the employee with a supportive and fair work environment which complies with relevant legal 

requirements.   

  

In order to assist with appropriately managing the considerations to be given, further information 

is provided in the following paragraphs.   
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Q1 - What are we expecting of this person?  
  
To be able to answer this question the Church Council as the employing body needs to agree 
and approve a title for the position.  The Position Description & Person Specification needs to 
include the following headings:  
  
 
Position Description & Person Specification  
  

(a) Position Description  
 Summary of broad purpose of the position  

 Reporting relationships, direct reports and support networks   

 Key working relationships  

 Statement of key duties (preferably concentrating on the outcomes expected of the 

position)  
 Any special conditions attached to the position, for example out of ordinary hours 

work, intra and interstate travel, mandatory notification and reporting requirements, 

 Any other special conditions required for the position, such as qualifications.  

  

A congregation should also consider carefully:  

 The major resources to be provided to perform the task (e.g. computer equipment, 

secretarial support).  

 Records management practices if the applicants are unsuccessful.   

 Obviously the amount of effort put into this stage should reflect the complexity or 

simplicity of the role.  For example, an employment contract with a cleaner is unlikely 

to need you to address all the issues outlined above.  

  
(b) Person Specification   

This specification details the gifts/skills, qualifications and experience required of the 

employee being sought.  The headings in the Person Specification need to include:-  

 Essential qualifications   

 Essential skills, knowledge and experience  

 Essential personal attributes or characteristics  

 Desirable qualifications  

 Desirable skills, knowledge and experience  

 The need to have a background/police checks (where applicable to the role).  
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Essential requirements are those which any applicant must satisfy to be 

considered for the position.  Desirable requirements are those which will be 

considered by a Selection Committee as the basis of selecting the preferred 

candidate if there is no way of distinguishing differences between candidates solely 

on the essential criteria.  

The Uniting Church SA’s Recruitment & Selection Policy outlines the commitment 

employees must have towards the Uniting Church in Australia stating that; “All lay 

positions need to have a mandatory requirement that staff will be required, at a 

minimum, to commit to the ethos of the Uniting Church.    

For positions where there are lay staff undertaking tasks that the Church Council 

deem to be ‘ministerial’ and ‘pastoral’ functions, determines whether an inherent 

requirement of the position should be that the successful person will be an active 

member of the Uniting Church or another Christian denomination as well as have an 

active involvement in the life of a Uniting Church in Australia congregation or other 

congregation.    

Furthermore for positions (both paid and voluntary) of this nature, Child Safe 

Environments training (formerly known as Mandatory Notification) is required.   

The full policy can be found on the following link: 

http://resources.sa.uca.org.au/human-resources/workplace-

policies/125http://resources.sa.uca.org.au/human-resources/workplace-

policies/125-recruitment-and-selection-policy-and-procedure.htmlrecruitment-and-

selection-policy-and-procedure.html.  

A sample of a Position Description & Person Specification can be obtained from 

Human Resources at the Synod Office.  

Once this work has been completed it is important to make the following steps: 

1. Obtain the Church Council’s approval of the Position Description & Person 

Specification.

2. Seek determination from the Synod that the position does or does not constitute 

as Ministry of Pastor.

http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
http://resources.sa.uca.org.au/human-resources/workplace-policies/125-recruitment-and-selection-policy-and-procedure.html
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3. Obtain Church Council’s approval to advertise the position on receipt of approval of steps

1 and 2.

4. Organise the advertising of the position.

Q2 - Who will the position report to? 

The Position Description & Person Specification outlines the reporting relationships and 

support networks.  This is a very important part of human resource management practice. 

.  The manager/supervisor of the new employee will be directly responsible for:  

 Induction of the new employee

 Agreeing to continue or terminate the employee before the probationary period has 

expired.  However it is strongly recommended that advice be sought from Manager 
Human Resources in relation to the conditions pertaining to termination/dismissal 
prior to undertaking such action)

 Regular meetings on progress and work priorities

 Managing WH&S concerns/questions which the employee may have

 Initiating and monitoring a regular Performance Appraisal & Development Plan (PADP) 

as specified in the employment contract.  Information and forms used by the Synod 

can be obtained from the Manager Human Resources.

Disclaimer:  Uniting Church SA Synod unfortunately does not have resources 
available to train Congregation Church Councils in the use of this PADP process 
and therefore is not responsible for the effectiveness of associated 
outcomes of its use in isolation for congregational staff.

 Determining whether other support networks are required.

Q3 - What employment category is best for this position? 

There are three general categories of employment: 

 Permanent ongoing  (full time or part time);

 Fixed term contract (full time or part time); or

 Casual

In making choices about which employment type is the most appropriate, Church Council 

need to consider the following in order to assist with the correct determination:  
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Permanent employment   
Permanent employment is the preferred type if the Church Council is confident there is an 

ongoing role for the position in the future.  Permanent employment may result in redundancy 

obligations if a congregation’s circumstances change to the extent that an employee’s position 

is genuinely not required and suitable alternative work can’t be found for that employee.    

  
Fixed-term contract   
Fixed-term (or fixed-task) is best in situations where there is either a short-term need which is 

expected to have a fixed-term end date or a fixed-task, for example, where a task is project 

based (fixed-task), or where the position is reliant on specific external funding for a specific 

period (fixed-term). Please contact the Manager, Human Resources for a case-by-case 

determination.  

  
Ordinarily a fixed-term contract should not be extended for more than one (1) extra period unless 

there is a genuine reason for another fixed-term contract, for example funding reliance or project 

extension reasons.  Please contact the Manager Human Resources to discuss a proposed 

fixed-term contract extension on a case by case basis.  

  
It is crucial that well prior to the end of the fixed-term contract, the requirement for a further term 

be considered and dealt with.  If the fixed-term contract was to lapse and the employee 

continues to work beyond the fixed-term expiration date, the contract of employment would 

constitute a permanent ongoing (not fixed-term) engagement.   

  

Casual   
Casual is most useful where the demands of the position are unpredictable and the Church 

wants flexibility over the amount of hours worked and when they are worked or where there is 

a short period of relief work to be performed, for example back-filling an employee on leave) ; 

there are limitations with this status (see below).   

 

Ordinarily casual employment is not recommended for periods longer than six months where 

the hours worked are regular and systematic, as this may no longer meet the strict definition of 

what constitutes casual employment.  

  
If you are employing a person on a casual basis, as stated above, this employment status should 

be fully consistent with casual hours of work.  That is, engaged on an ‘as required basis’ (not 
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permanent), subject to work demands, rather than on regular and systematic hours with no 

obligation to provide work.   

To fully meet the requirements of casual status, the work hours are generally irregular and 

unsystematic and the amount of notice given for work to be undertaken can be quite short.  A 

casual employee, who is needed on a long-term basis (exceeding the maximum duration as 

prescribed in a relevant award – if applicable) may request converting to permanent 

employment at the minimum hours of a permanent part-time employee.  Should it be determined 

that a casual has worked regular and systemic hours, they may also have redress to the Fair 

Work Commission should they make a claim for unfair dismissal.   

In addition to the above, industrial awards may define what constitutes the various types of 

employment. For example, some awards define a part-time employee as one who is engaged 

to perform less than the full time hours on a reasonably predictable basis. Employees should 

be engaged on contracts of employment that are consistent with the category of employment 

Award definitions. 

Q4 - Is there a relevant Award? 

This question is important because it determines the classification level ,and the wage/salary 

payable and other employment terms and conditions to which the Church Council and the 

successful applicant will be bound once the person is employed.  This will be a key factor in the 

Church Council reconciling the need for an employee and the funds available to pay for the total 

employee costs.  

In most congregations the key occupational groups or service providers will be: 

 Pastoral Support Workers

 Administrators and clerical staff

 Cleaners

 Caretakers

 Musicians

 Playgroup Coordinators

 Crèche Workers
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Pastoral Support Workers (those assessed NOT to be Ministry of Pastor)  
In the case of Pastoral Support Workers, including (but not restricted to) youth workers and 

children’s and families workers, the positions must first be assessed by Pastoral Relations staff 

who will determine if the nature and scope of the role constitutes Pastoral Support 

Worker. The Synod has recommended wage and salary level information available for such 

positions and common law award-free employment terms and conditions will apply.   For more 

information please contact the Manager, Human Resources. 

(If the position is determined by Pastoral Relations & Mission Planning to be Ministry of 

Pastor, other processes apply.  Please contact Pastoral Relations & Mission Planning at the  

Synod Office.  

Administration/Clerical  
In the case of administration and clerical staff, the Clerks – Private Sector Award 2010 is the 

applicable award which provides pay rates and entitlements.  

The Clerks – Private Sector Award 2010, determines the appropriate pay rate in accordance 

with   

 years of experience in the occupation of clerk;

 age (adult and junior rates ); and

 classification of level of work to be undertaken.

The classification criteria is out in Schedule 1 of the Clerks – Private Sector Award 2010. These 

criterion requires a comparison of the Position Description & Position Specification outlining the 

inherent requirements of the role, against the classification levels provided in the Award.  

Cleaners 
In the case of cleaners, the applicable Award is: 

 Miscellaneous Award 2010

Caretakers 
In the case of caretakers, the applicable Award is: 

 Miscellaneous Award 2010
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Musicians   
• Where musicians are deemed to be employees of the congregation, the current Federal 

Award system has coverage under the Miscellaneous Award 2010 for permanent and 

casual employment conditions.  

  
• Musicians may be deemed independent contractors if the congregation exercises no 

control over the person and the service the musician provides is irregular and ad hoc.  It 

then may be possible to engage the musician as a contractor (refer to page 9 to 11).  For 

more information congregations are encouraged to contact the Manager, Human 

Resources  

 
Playgroup Coordinators 

• In the case of Playgroup Coordinators, are deemed to be award-free and 

therefore  the National Employment Standards (NES) of the Fair Work Act 

2009 will apply. 

 

Crèche Workers 
In the case of Crèche Workers, the applicable Award is:  

   Miscellaneous Award 2010  

 

 

For information on positions or occupational groups not listed above, please contact 
Human Resources. 
 
Please note all awards are available on the Fair Work Australia website 
http://www.fwa.gov.au/index.cfm?pagename=awardsmodernlist.  

  

  
Q5 - How are Wage and Salary Levels Determined?  
  
Award based employment  
  
Awards must be used as the basis of determining the minimum rates of pay to be used in any  

Award-based employment contract.  It is not lawful, for any reason including “their contribution 

to the life of the Church”, for the employer or the employee to negotiate a lesser rate of pay than 

the minimum rates specified by the Award.  An agreement cannot be made between parties to 

opt out of an Award.  For example, with cleaners, a crucial issue is the time of working specified.  

The minimum rate only applies to work undertaken between ordinary hours Monday to Friday. 

http://www.fwa.gov.au/index.cfm?pagename=awardsmodernlist
http://www.fwa.gov.au/index.cfm?pagename=awardsmodernlist
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Outside these times penalty rates apply.  An exception to this is for an individual employee and 

the Church to enter into an Individual Flexibility Arrangement (IFA). These arrangements are 

voluntary and the appropriate needs to be completed. Further information can be found at 

http://www.fwa.gov.au/index.cfm? pagename=awardsmodernlist, or by contacting the Manager, 

Human Resources. 

Award-free based employment 

If there is no applicable Award, resulting in a position being award-free, the pay rate is not to be 

less than the minimum wage as prescribed by the federal minimum wage which is determined 

annually by Fair Work Australia.  However, in order to show respect to the employee as an 

individual, and attract and retain the most suitable person for a role, the Church’s policy is to 

pay a rate that attempts to provide equity with other similar positions (in terms of  responsibility 

and scope.    

Details of minimum standard conditions including minimum adult wage rate can be found at 

http://www.fwa.gov.au/index.cfm?pagename=home. If you find that further information is 

required you can contact the Human Resources Officer on 08-8236-4278.  

Q6 - What Is The Employment Process Going To Cost? 

Once the base rate for a position has been determined, there are a number of related 

employment costs which need to be considered before the total costs of employment can be 

calculated.  

i. Basic rate of pay which is not to be not less than the applicable rate prescribed within 

an Award, or as the rate as approved by Church Council which cannot be less than 

the federal adult minimum wage rate)

ii. Anticipated penalty and allowance payment prescribed within the Award.

iii. Superannuation Guarantee levy, if applicable, based on ordinary time earnings (ie 

does not include overtime hours). Calculated on earnings of $450.00 and over per 

month.

iv. WorkCover Levy- is applied in accordance with the relevant WorkCover scheduled 

percentage for the work location.  When using the Synod Payroll Bureau Service, the 

Synod registration number is applicable.  Separate registration with 

WorkCover is required if wages are paid directly from the congregation in 

accordance with the nominated levy rate.

http://www.fwa.gov.au/index.cfm?%20pagename=awardsmodernlist
http://www.fwa.gov.au/index.cfm?%20pagename=awardsmodernlist
http://www.fwa.gov.au/index.cfm?%20pagename=awardsmodernlist
http://www.fwa.gov.au/index.cfm?%20pagename=awardsmodernlist
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v. Long Service Leave provisions are applicable in accordance with the current South 

Australian Long Service Leave Act (SA) 1987, and are based on the employee’s 

average hours worked for the previous three years at the employee’s current rate of 

pay for all permanent ongoing and casual employees.

vi. The Synod Payroll Bureau Service fee will apply for the processing of salary 
payments and other associated payroll administration requirements.

vii. Work related expenses that need to be reimbursed to the employee.

If a fixed amount, for example a fixed budget allocation or grant funding, is used to fund the 

employment of the position, then that amount less employment on-costs will determine the 

amount available to pay as a wage/salary.  Once these amounts have been calculated, the 

Church Council needs to ensure that there is adequate budget provision for the employment 

contract either through the Congregations budget or grant funding.  

3. Recruitment and Selection

Seek approval to recruit 
Church Council’s approval to recruit and approval to make an offer of employment is generally 

required prior to progressing the recruitment process. The  employment contract outlining the 

terms and conditions of employment, is required to be signed by the Chairperson of Church 

Council and one other key office bearer of the Church Council (for example Secretary or 

Treasurer). 

Finding the Right Person 

 It is generally prudent to advertise the vacant position to ensure as large and as competitive a 

field of applicants for potential are attracted. It is advisable to have at least three applicants to 

interview so that benchmarking and comparisons can be made by the interview panel.    

The preferred advertising options are: 

 Uniting Church SA Positions Vacant  website

 New Times

 UCE-News
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 Intra local congregation  

 Word of mouth  

 Other local congregations  

 Other Christian denominational publications  

 On line recruitment, for example seek.com.au   

 Recruitment consultants where deemed appropriate. This method is generally used for 

specialist or hard to find positions.  (If necessary the Manager Human Resources can 

provide contact details of preferred providers).  

  

  

Selecting the Right Person   
  
The selection process is undertaken using the Position Description & Person Specification as 

the guide for applicant selection.  There would normally be three stages to this process:  

1. screening applications  

2. interview process  

3. reference and biographical data testing  

  

  

Screening Applications  
  
Consider the content of the application against the requirements of the Position Description & 

Person Specification.  It is important that applicants are strongly encouraged to address all the 

key criteria of the role as this provides a consistent basis for the developing of interview 

questions and the panel’s assessment of the suitability of applicants. The next steps are:  

 Short listing applicants who  are selected for  interview 

 Develop the panel’s assessment criteria/processes   

 Undertake the interview process (interview questions, other tests or presentations as 

appropriate).   

 Consideration of the referee reports.  

  

  

The Interview Process  
  
This process gathers information and evaluates the qualifications of an applicant for 

employment, although some times there may be ‘gut feelings’, the goal is to have as much 

objectivity as possible and, if necessary, controlled subjectivity.  
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Interview Panel:  It is important to have multiple interviewers (a minimum of three is 

recommended but not less than two at any time) on a panel in order to avoid any personal bias 

and minimise the number of  subjective judgements by panel members  when one person is 

asked to rate another.  Interviewers need to be aware of their own biases, assumptions and 

other personal features that may sway their perceptions of others.  

  

Types of Questions for Interview Panel:  The Manager Human Resources or Human Resources 

Officer can assist with determining the line of questioning that will provide the best result from 

the interview process.  The questions need to have a blend of technical, experience and 

behavioural facets and must concentrate heavily on informing the panel whether the applicant 

meets all of the essential criteria outlined in the Position Description & Person Specification.  

  

The interview needs to be structured, consistent and focussed on accomplishing a number of 

objectives.  That is, it should be planned to come out of the interview with quantitative ratings 

on a small number of dimensions that are observable and avoid ratings of abilities that may be 

better measured by tests (for example intelligence).  

  

The interview needs to have questions dealing with specific situations that are likely to arise in 

the position and use these to determine how the person is likely to behave in a given situation.  

These questions could be delivered in two approaches:  

 Experience based:  this requires the applicant to reveal an actual experience from the 

past when confronting a situation.  

 Future oriented:  this requires the applicant to consider what they would likely do when 

confronting a certain hypothetical situation in the future.  

  

It is generally found that the experience based questions provide more helpful information than 

future-oriented items.  

  

As the panel are determining the most relevant questions to ask, it is also helpful for them to 

consider the three key areas of focus suggested by Bill Hybels of Willow Creek Community 

Church.  When selecting an employee he would ask how they rate in terms of chemistry, 

character and competence (Hybels, 2008).  As a general rule, if a person reveals weaknesses 

in any of these three areas, in terms of potential for the future if selected, it is important to 

recognise that chemistry and character are unlikely to be able to be learnt following the 

appointment of a person whereas competence may be taught.  



Uniting Church SA Congregations Employment Guidelines for Lay Employees (2018)  Page 23  
  

  

  

References and Biographical Data  
  
Obtaining background information through reference checks is strongly recommended for its 

benefits.  However there are areas of caution when using this process.  Reference checkers 

should keep in mind that:   

(i) Generally applicants only provide referee information from people who think highly 

of the applicants  abilities, and   

(ii) Referees can have a fear of supplying damaging information that may bring about 

claims of defamation  

(iii) Referees may not have a knowledge of the job for which the reference is being 

sought – ideally an applicant, with initiative, would have supplied the referee with a 

copy of the Position Description& Person Specification.   

(iv) It is important that references are not sought from sources other than the referees 

provided by the applicant, without applicants permission.  

  

Given the cautionary comments above it is therefore important that the panel do not place 

unjustified weight on the opinions of referees. A reference questionnaire can be provided by the 

Human Resources Manager.  
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4. Action Required for Finalising the Employment Documentation

Developing Employment Documentation 

The key documents for offering the position tothe successful applicant are: 

 Cover letter congratulating successful applicant offering the position

 Two originals of the employment contract/letter of offer outlining the terms and conditions

pertaining to the employment

 attach the Position Description & Person Specification as Schedule 1 of the employment

contract

When these documents have been completed, the representative of the employer in the local 

context (preferably the Church Council Chairperson or other key office bearer of Church 

Council,must sign the documents before providing them to the successful capplicant. The 

successful  applicant is required to to countersign the documents, retaining one original for their 

own records and the other to be returned to the Church Council Chairperson.  ,  If the 

services of the Synod Payroll Service Bureau are required by the congregation, a copy of the 

contract of employment/letter of offer must be forwarded to Human Resources Officer along 

with the relevant payroll forms (includingTax Declaration, superannuation fund details, bank 

account details etc).      

Templates of contracts of employment/letters of offer for use within congregations can be 

obtained from Human Resources, and payroll forms can be obtained from Payroll Bureau 

Services 

Maintaining Employment Documentation 

The employer and employee have a shared responsibility of keeping a record of attendance at 

the workplace and having it signed by the relevant supervisor.  Salaries processed 

by the Synod Office Payroll Bureau Service, time sheets must forwarded and received by 

the  the Synod Payroll Bureau Service by no later than the 4th of each month.  Each 

congregation, as the employer, has a responsibility to maintain up to date records of 

any changes made to employment / personnel / payroll documentation for each employee.  

These details also must be forwarded to the Synod Payroll Bureau Service.    
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Failure to complete a timesheet, have it endorsed by the supervisor or forwarding it to the Payroll 

Bureau Service may result in non-payment or a delayed salary payment.   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Uniting Church SA Congregations Employment Guidelines for Lay Employees (2018)  Page 26  
  

 

5.  Managing Disciplinary, Termination of Employment or Misconduct 
Allegations   
  

If you are the Chairperson of Church Council or their delegate, experiencing  a concern in 

regards to an employee’s performance  (under performance), or an allegation of an employee’s  

misconduct, it is recommended that no action be taken without receiving advice from the 

Manager, Human Resources Manager. It is strongly recommended that advice be sought, 

particularly if it impinges on the safety of other employees, ministry leaders or volunteers within 

the workplace.  
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