Music Director — Job description

Job title: Music Director
Location: the Anglican Parish Church of St Mary the Virgin, Rickmansworth
Reporting to: the Vicar (the Revd Gary Norman)

Job purpose:

The Music Director, working closely with the Vicar, is responsible for ensuring that high
quality music is provided for Sunday services, special &seasonal services such as Easter and
Christmas etc and Civic Services as required. In addition, the Music Director will assist the
Vicar in using music as a means to promote the Mission of the Church and build
relationships with local schools and external organisations as well as growing a Church choir.

Principal duties and responsibilities:

Ensuring that high quality organ and piano music is available on a Sunday morning to
accompany the 10 am regular worship and such other regular services as may be
required by the Vicar including services at Christmas and Easter.

Ensure that high quality organ and piano music is available for occasional services
including weddings, funerals and Civic services.

Facilitate the choir and congregation to sing and worship through the excellent
accompaniment of hymns and liturgy.

Assist the Vicar with the selection of hymns and music as required.

In co-operation with the Vicar, encourage the musical talents and participation of
members of the congregation while also growing the members of the Church choir.
Arrange for a qualified substitute organist or pianist when absent for church services
and to notify the Vicar in advance of any absence.

Be responsible for the condition of the Organ and, in consultation with the Vicar,
Wardens and the Chair of the Fabric & Churchyard committee, arrange for any
necessary maintenance or repair as required.

Commit to sufficient rehearsal time to provide a high quality of music at every
service.

A review will take place following the appointment (between 3 and 6 months) and
thereafter an annual performance review will be undertaken by the Vicar.

Person specification
Essential:

Display a professional level of musical talent to accompany hymn and liturgical
singing.

The ability to play the organ

A knowledge of a range of church music and liturgy.

A team player who has the vision and understanding to deliver high quality music
and to help to grow the outreach and mission of the Church.

Desirable:

A practising Christian with good communication and listening skills who understands
the importance of liturgy.
The ability to manage people and develop their potential and talent.



Terms and conditions:

This is a part-time role but it is expected that the Music Director should be prepared
to commit around 10-15 hours a week (including practice time).

Salary is £15,000 pa with additional fees for weddings and funerals. No additional
travel expenses will be paid.

5 weeks holiday but the successful applicant will be required to arrange cover as and
when required.

Attendance at Sunday services (at 10 am and other services as required) and
additional services as required by the Vicar, including those at Easter and Christmas,
and at Civic services as required (usually no more than 3 a year).

Follow & uphold all safeguarding policies and undertake such training and/or vetting
as maybe required by the Parish Safeguarding Officer.

January 2025



St Mary the Virgin
Rickmansworth

Application Form for the Position of Musical Director

1. Personal Information

Title: Forename(s): Surname:

Preferred Name:

Any previous hames by which you have been known:

Date of Birth:

Home Address:

Postcode:

Daytime Tel No: Mobile Tel No: Evening Tel No:

Email Address:

2. Education, Training & Qualifications Information
Please give details of any relevant training and qualifications. Please include dates.

3. Employment & Voluntary Work Experience
Please provide a full history (with dates wherever possible) and reason for leaving.




St Mary the Virgin
Rickmansworth

Application Form for the Position of Musical Director

4. Church Involvement

Please provide a full history (with dates wherever possible) of your church
involvement (current and previous).

5. What interests you about this role?
Please tell us why you wish to be considered for this role, about the skills and

qualities you think you would bring to the role as well as any skills or experience you
hope to gain through this opportunity.

6. Health Information
Please provide information about any disability or health issue that we should be

aware of in order that we can identify what support or reasonable adjustments could
be putin place.




St Mary the Virgin
Rickmansworth

Application Form for the Position of Musical Director

7. References

At least 2 references will be sought using the information provided at sections 2, 3& 4
above. Please also provide details of personal referees here. Referees must be over
18 and not be family members or relatives. Please note that 'Self-supplied’, ‘to whom
it may concern’ and verbal references will not be accepted.

Name: Telephone No:

Address (including postcode): Email Address:

In what capacity do you know this person?

Name: Telephone No:

Address (including postcode): Email Address:

In what capacity do you know this person?

8. Declaration

I confirm that to the best of my knowledge the information | have provided on this
form is correct and | accept that providing deliberately false information could result
in the termination of my role as Musical Director and Organist.

| understand that any offer of appointment is subject to satisfactory pre-appointment
checks as well as completion of a Confidential Declaration Form and a satisfactory
DBS check at the appropriate level.

| understand that if | am appointed to the role there will be a settling-in period and that
I will be expected to complete relevant safeguarding training.

Signed: Print Name:

Date:




Confidential Declaration Form
Privacy Notice

THE CHURCH
OF ENGLAND

This notice explains how the information you supply in your Church of England
Confidential Declaration Form is used and your rights with respect to that data, as
required by the UK GDPR and the Data Protection Act 2018, (the “DPA 2018”).

Data Controller

The Data Controller is:
NAME: The Revd Gary Norman

ADDRESS: St Mary the Virgin Church,
Church Street, Rickmansworth, WD3 1JB

The data controller decides how your personal data is processed and for what
purposes.

1. Why we collect and use your personal data

The overall purpose of the Confidential Declaration Form is to ensure that | take all
reasonable steps to prevent those who might harm children, young people and/or
vulnerable adults from taking up positions where they have substantial contact with
children, young people and/or vulnerable adults in accordance with the Safer
Recruitment and People Management Guidance (2021).

We use your data for the following purposes:

e Appointing individuals to positions that have substantial contact with children,
young people and/or vulnerable adults.

e Fortherole of Church Organist to conduct a risk assessment where an applicant
discloses information on the form.

e Tocollectinformation about members of your household aged 16 and over (cf. Qs.6
& 7) if yourrole is deemed “home-based” as defined by the DBS.

e Toundertake criminal records checks both in the United Kingdom and in non-UK
countries where applicable.
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THE CHURCH
OF ENGLAND

2. The categories of personal data we collect
The information we process for these purposes is:

Confidential Declaration Form
Privacy Notice

Category Applicant | Household

Name
Age v
Gender v
Contact Details v X
Role v X
Role Location v X
Job Title 4 X
Current and previous employment or volunteering (where 4 X
applicable)
Country of Residence 4 X
Current or previous conduct allegations and/or 4
investigations (where applicable)
Social care information (where applicable) 4 X
Religious Belief (where applicable) v X
Health (where relevant) 4 X
Sex life (where relevant) X X
Sexual Orientation (where relevant) X X
Criminal allegations, proceedings, or convictions 4 v
(including DBS checks, barring status) (where applicable).

3. The lawful basis for using your information

We collect and use personal data under the following lawful bases:

Personal data

° Consent (Article 6(1)(a)). You have consented to the transfer of your datato a

non-UK country when applicable in order for us to undertake an overseas criminal

records check.
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Confidential Declaration Form
Privacy Notice

THE CHURCH
OF ENGLAND

] Legal obligation (Article 6(1)(c)). We are required by law to undertake the
confidential declaration process in accordance with:

o Section 5A (3) and (4) of the Safeguarding and Clergy Discipline Measure 2016 as
inserted by:

o Safeguarding (Code of Practice) Measure 2021 (also see Safer Recruitment and
People Management Guidance — Section 5 — Confidential Declarations -
Requirements).

Special categories and criminalinformation

e Explicit Consent (Article 9(2)(a)). You have consented to the transfer of your data
to a non-UK country when applicable in order for us to undertake an overseas
criminal records check.

e Substantial public interest (Article 9(2)(g) and Schedule 1, Part 2, paragraphs 10,
11 and 18 of the DPA 2018). It is necessary for reasons of substantial public interest
in order to prevent or detect unlawful acts and protect members of the public from
harm, including dishonesty, malpractice and other seriously improper conduct or for
the purposes of safeguarding children, young people and vulnerable adults.

4. Who we collect from or share your information with
We collect your information from (where applicable or relevant):

e You

e Police

e Social Services in Local Authorities

e Current and previous employer/voluntary organisation
e Disclosure and Barring Service (UK)

e Criminalrecords organisations (non-UK)

Your personal data will be treated as strictly confidential and will only be shared with
those involved in the recruitment/appointment process and, where appropriate, the
Diocesan Safeguarding Adviser.

It may be shared outside the Church for the prevention or detection of an unlawful act;
to protect members of the public from harm or safeguarding purposes with:

e Police
e Social Services in Local Authorities
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Confidential Declaration Form
Privacy Notice

THE CHURCH
OF ENGLAND

e Statutory or regulatory agencies in the UK and in other countries (e.g. the
Disclosure and Barring Service)

5. Your personal data will be sent to countries outside the UK

Your data may be transferred out of the UK in order for us to undertake overseas
criminal records checks where the recipient organisation is located in a third country or
territory where applicable. This transferis protected by UK adequacy arrangements, or,
where necessary, your consent.

6. How long do we keep your information?

| keep your personal data, if your application is successful, for no longer than
reasonably necessary for the periods and purposes as set outin the retention table
below at the following link:

https://www.churchofengland.org/sites/default/files/2017-
10/Safeguarding%20Records-%20Retention%20To0ol%20kit%20-Dec%2015.pdf

If your application isn’t successful, your data will be held for 6 months after the
recruitment process ends, and then destroyed.

7. Your legal rights and complaints
Unless subject to an exemption under the UK GDPR or DPA 2018, you have the
following rights with respect to your personal data:

e Therightto be informed about any data we hold about you.

e Theright to withdraw consent at any time, however, if you do so we may not be able
continue with your application.

e Theright to request a copy of your personal data which we hold about you.

e Theright to request that we correct any personal data if it is found to be inaccurate
or out of date.

e Therightto requestyour personal data is erased where it is no longer necessary for
us to retain such data.

e Theright, where there is a dispute in relation to the accuracy or processing of your
personal data, to request a restriction is placed on further processing.

e Therightto object to the processing of your personal data (if applicable)

e Theright to obtain and reuse your personal data to move, copy or transfer it from
one IT system to another. [if applicable]
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Confidential Declaration Form for roles meeting the criteria
X1 7 for an Enhanced DBS check

4

THE CHURCH . " . . . .
OF ENGLAND Confidential Declaration Form and Privacy Notice Guidance

This form must be completed by all applicants for roles engaging in regulated activity or
roles working/having substantial contact with children and/or vulnerable adults. This
includes all Clergy', as well as all Church Officers' who are applying for a role that has
been assessed as requiring an Enhanced Disclosure and Barring Service (DBS)
(with/without Barred List) check.

The nature of these roles means they are exempt from the provisions of Section 4(2) of
the Rehabilitation of Offenders Act (1974 (ROA 1974) by virtue of the Rehabilitation of
Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 and 2020) (the ROA
Order 1975 (as amended)).

Allindividuals applying to work/volunteer in such roles will be subject to a satisfactory
Enhanced DBS (with/without Barred List) check before the appointment is confirmed as
well as a satisfactory Enhanced DBS (with/without Barred List) re-check every 3 years.

You are required to disclose all unspent convictions and conditional cautions and all
spent' convictions and adult cautions that are not protected" (i.e. that are not filtered
out) as defined by the ROA Order 1975 (as amended)). The ROA Order 1975 (as
amended) provides that when applying for certain jobs and activities, certain
convictions and cautions are considered ‘protected’. This means that they do not need
to be disclosed to employers/voluntary organisations and, if they are disclosed, cannot
be taken into account.

A criminal record will not necessarily exclude an individual from consideration for
appointment. This will depend on the nature of the role applied for and the
circumstances and background of the offences. All information declared on this form
will be carefully assessed to decide whether it is relevant to the role applied for and will
only be used for the purpose of safeguarding children and/or vulnerable adults. If you
answer yes to any question, please provide details, on a separate sheet if necessary,
giving the number of the question that you are answering.

Ifitis later discovered that any statement is false or misleading, then depending on the
nature of your engagement, it may lead to disciplinary procedures, where appropriate,
and/or dismissal from your post/role. If you are unsure of how to respond to any of the
questions, please seek appropriate advice e.g. from the appointing organisation/
responsible person/recruiter, an organisation such as NACRO or Unlock?, or a solicitor.
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. Confidential Declaration Form for roles meeting the criteria
' for an Enhanced DBS check

THE CHURCH
OF ENGLAND

Registered Bodies and those in receipt of DBS Update Service information must fulfil
the DBS Code of Practice requirement to have a written policy on the recruitment of ex-
offenders in place'. Copies of these documents are available on request and the DBS
Code of Practice is available from the DBS via DBS code of practice - GOV.UK

(www.gov.uk)

The accompanying Privacy Notice explains how the information you supply on this form
is used and your rights with respect to that data as required by the UK General Data
Protection Regulation, (the “UK GDPR”), and the Data Protection Act 2018, (the “DPA
2018”).

If applicable, please inform relevant members of your household that you have
included their details on this form and give them a copy of the Privacy Notice (it will only
be applicable if members of your household have been included in the response to a
question on the form, e.g. Qs.6 & 7).

This Confidential Declaration Form and Privacy Notice must be used within the Diocese
in Europe, the Channel Islands and the Isle of Man, subject to relevant legislative
variations/modifications and/or unless there is specific local legislation in a jurisdiction
that would prevent its use in its current format.
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THE CHURCH
OF ENGLAND

Section A
PERSONAL DETAILS
This section must be completed by all applicants.

Title (Mr/Mrs/Miss/Ms/Other):

Surname:

Forename(s):

Date of Birth:

Home Address:

Telephone Number:

Role Applied for:

Role Location:

CDF v11.1 February 2023 Page 3 0f 8




! Confidential Declaration Form for roles meeting the criteria
' for an Enhanced DBS check

THE CHURCH

OF ENGLAND
Section B
Please fully complete all relevant sections
1. Doyou have any unspent conditional cautions or Yes No
convictions under the Rehabilitation of Offenders U O

Act 19747 If yes, please provide details:

2. Doyou have any adult cautions (simple or Yes No
conditional) or spent convictions that are not ] O
protected as defined by the Rehabilitation of
Offenders Act 1974 (Exceptions) Order 1975 (as
amended in 2013 and 2020)?

If yes, please provide details:

3. Areyou aware of any criminal/police Yes No
enquiries/investigations undertaken following O O
allegations made against you which may have a
bearing on your suitability for the post? If yes,
please provide details:

4. Areyou at present the subject of any Yes No
criminal/police enquiry/investigation/pending U] U
prosecution which may have a bearing on your
suitability for the post? If yes, please provide

details:
5. Isyourrole deemed “home based”, as per the DBS definition*"?
Yes [ (proceed to Question 6.) No [ (proceed to Question 8.)
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Confidential Declaration Form for roles meeting the criteria
X1 7 for an Enhanced DBS check

4

THE CHURCH

OF ENGLAND
6. Ifyou are working from home with children, is there Yes No
anyone who is 16 years of age or over living or O O

employed in your household who has any unspent
conditional cautions or convictions under the
Rehabilitation of Offenders Act 1974 and/or any
adult cautions (simple or conditional) or spent
convictions that are not protected as defined by the
Rehabilitation of Offenders Act 1974 (Exceptions)
Order 1975 (as amended in 2013 and 2020)? If yes,
please provide details""

7. Ifyou are working from home with children, is there Yes No
anyone who is 16 years of age or over living or O O
employed in your household who is at present the
subject of a criminal/police enquiry
investigation/pending prosecution? If yes, please
provide details:

8. Haveyou lived, worked, or volunteered outside the Yes No
United Kingdom for a continuous period of six O O
months or more at any point within the previous 10
years? If yes, please provide details, including the
name of the country/countries:

9. Doesyourrole involve engaging in regulated activity with children™?

Yes [ (proceed to Question 10.) No [ (proceed to Question 11.)
10. Areyou or have you ever been barred from work Yes No
with children? [l O
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Confidential Declaration Form for roles meeting the criteria
for an Enhanced DBS check

THE CHURCH
OF ENGLAND

11.

12.

13.

14.

15.

Does your role involve regulated activity with vulnerable adults*?

Yes [ (proceed to Question 12.) No I (proceed to Question 13.)
Are you or have you ever been barred from work Yes No
with vulnerable adults? O O
Are you currently or have you ever been subject to Yes No
any formal action as a result of an allegation that O O

your conduct has amounted to, resulted in, or put a
child and/or vulnerable adult at risk of harm*? If
yes, please provide details:

Are you currently or have you ever been subjectto a Yes No
court order either made against you or in relation to O O
you that you have caused harm to a child and/or

vulnerable adult, or that a child and/or vulnerable

adult was at risk of harm from you? If yes, please

provide details and a copy of the court order:

This question must be answered in relation to circumstances that have arisen
from a child/ren being in your care. If you are an adoptive and/or foster parent
and the circumstances either relate to the child/ren’s previous situation, or to
the removal/placement/child protection or child in need plan, which formed
part of the planned management or transition of the child/ren into your care,
then you do not need to answer yes to this question.

Has a child/ren in your care or for whom you have Yes No
or had parental responsibility ever been removed O O
from your care, placed by you in care and/or been

made subject to a child protection or child in need

plan as a result of a safeguarding concern that has

arisen whilst the child/ren has been in your care
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[— Confidential Declaration Form for roles meeting the criteria
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THE CHURCH
OF ENGLAND

and/or in relation to your provision of their care? If
yes, please provide details:

16. Isthere any other information that may be Yes No
considered relevant to the questions in this ] O
Confidential Declaration Form, and which may
have a bearing on your suitability for the post you
are applying for, (i.e. working with children and/or
vulnerable adults)? If yes, please provide details:

Declaration

| declare the above information and that on any additional sheets (number attached:
) is true, accurate and complete to the best of my knowledge.

After | have been appointed and during my appointment, | agree to inform the

responsible person immediately if my answers to any of the above questions change

and provide the relevant details.

Signed: Date:

Consent statement (this statement should only be signed if the answer to Question 8.
isYes)

| consent to my details being transferred outside the UK for the purposes of an
overseas criminal records check.

Signed: Date:

Please return the completed form in a separate, sealed envelope, marked “Private &
Confidential” to: Rev Gary Norman, c/o The Church Office, St Mary’s Church, Church
Street, Rickmansworth, WD3 1JB.
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Confidential Declaration Form for roles meeting the criteria
for an Enhanced DBS check

THE CHURCH
OF ENGLAND

"Applies to all Church of England ordained and licensed Clergy including Archbishops, Bishops,
Archdecons, Deans, stipendiary parish Clergy, self-supporting Minister / non stipendiary Ministers,
Chaplains, locally ordained Clergy, Clergy with ‘permission to officiate’ (PTO), and those seeking
ordination training or ordination.

it A Church Officer is anyone appointed/elected by or on behalf of the Church to a post or role, whether
they are ordained or lay, paid or voluntary.

i Please note that the ‘rehabilitation periods’ (i.e. the amount of time which has to pass before a
conviction etc. can become ‘spent’) have been amended by the Legal Aid, Sentencing and Punishment of
Offenders Act 2012. Since 10 March 2014, custodial sentences greater than 4 years are never ‘spent’.
For further guidance in relation to the ‘rehabilitation periods’, please see
http://hub.unlock.org.uk/knowledgebase/spent-now-brief-guide-changes-roa/

v The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 and 2020)
provides that when applying for certain jobs and activities, certain convictions and cautions are
considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are
disclosed, employers cannot take them into account.

Convictions:- You do not have to declare any adult conviction where: (a) 11 years (or 5.5 years if under 18
at the time of the conviction) have passed since the date of the conviction; (b) it did not result in a prison
sentence or suspended prison sentence (or detention order) and (c) it does not appear on the DBS’s list
of specified offences relevant to safeguarding (broadly violent, drug related and/or sexual in nature).
Please note that a conviction must comply with (a), (b) and (c) in order to be filtered.

Cautions:- You do not have to declare any adult caution where: (a) 6 years have passed since the date of
the caution etc. and (b) it does not appear on the DBS’s list of specified offences. As of 28 November
2020, reprimands, warnings and youth cautions, are automatically filtered. Please note that a caution
etc. must comply with (a) and (b) in order to be filtered.

Further guidance is provided by the DBS and can be found at
https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide

v https://www.nacro.org.uk/  https://unlock.org.uk/

Vi DBS sample policy on the recruitment of ex-offenders - GOV.UK (www.gov.uk)

Vi Home-based position definition and guidance - GOV.UK (www.gov.uk)

Vil please inform relevant members of your household that you have included their details on this form (if
applicable) and give them a copy of the Privacy Notice.

*x Regulated Activity with Children in England

* Regulated Activity with Adults in England

“‘harm’ involves ill-treatment of any kind including neglect, physical, emotional, financial or sexual
abuse, orimpairment of physical or mental health development. It will also include matters such as a
sexual relationship with a young person or adult for whom an individual had pastoral responsibility or was
in a position of respect, responsibility or authority, where he/she was trusted by others. It also includes
domestic abuse.
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To exercise these rights, please contact the Data Controller using the contact
information provided below.

8. Complaints or concerns

If you have any queries regarding this processing activity, please contact, in the first
instance, the Revd Gary Norman.

If you have any concerns or queries about how the we handle your personal data,
please contact the Revd Gary Norman at St Mary’s Church, Rickmansworth.

You have the right to make a complaint at any time to the Information Commissioner
online at: Your personal information concerns | ICO or by phone on 0303 123 1113
(local rate).
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