
Summary of Terms and Conditions of Employment. 

Scheme Manager – Trinity Hospital 

Accountability:  The Scheme Manager is accountable to the Bailiff and is part of the Welfare Team. 

Master Governor          
         
            Bailiff                                                                                                                 

Welfare Team        Admin Team    
                             
Scheme Manager (Matron)         Chaplain Office Administrator      Accounts Administrator  

Employment: The Person Profile and Job Description of the Scheme Manager will be kept under review on an 
ongoing basis in accordance with the developing needs of Trinity Hospital. 

Probation:  The appointment is subject a period of 6 months’ probation and will be confirmed on the completion of 
satisfactory progress and service over this period. 

Hours: The nature of the critical post of Scheme Manager makes it difficult to be prescriptive about the number of 
hours worked in any one day or week. Flexibility is an essential aspect of this pivotal role and therefore hours will be 
variable according to need. As a minimum, over a 6 day working week, Monday to Saturday, the routine duties of 
daily rounds, cleaning and informal meetings may only require up to18 hours. However, on those days when formal or 
informal events occur the commitment is more significant. To plan, organise and execute up to about 10 formal events 
and perhaps up to 20 informal events in a year may require approximately 150 additional hours per annum. 

On Call:  The incumbent is expected to respond to any emergency within the Almshouses community when in 
residence. Emergency calls from the Residents will be diverted to other members of staff when the incumbent is off 
duty, away from Trinity Hospital locally or on leave. 

Cover: Sunday and Bank Holiday morning calls will be conducted by the Overseer, Deputy Overseer or other 
nominated resident. Emergency calls will be covered by an appointed locum deputy and/or other members of staff.  

Holidays:  The Scheme Manager, on appointment, will be entitled to 4 weeks annual leave (24 days for a 6 day week) 
plus statutory Bank Holidays. One additional day’s leave will be awarded for every 2 years of satisfactorily completed 
service, up to a maximum of 5 additional days after 10 years’ service. 

Remuneration:  The annual Salary is part of a generous overall benefits package, which incorporates the variety of 
duties, variable hours and on call commitment for the post of Scheme Manager. The initial annual salary is £13,200 
per annum accompanied by a significant package of benefits offered by the charity. 

Benefits:  The benefits relating to the post of Scheme Manager and occupant of ‘Matron’s Cottage’ are as follows: 

• Rent free accommodation of ‘Matron’s Cottage’. 
• Automatic membership of the Charity’s Auto Enrol Pension Scheme to which the Charity will contribute 10% 

of the Scheme Manager’s gross annual salary. 
• The cost of all gas and electricity consumption within the incumbent’s accommodation. 
• Council Tax for ‘Matron’s Cottage’. 
• All water, sewage and drainage charges for ‘Matron’s Cottage’. 
• Annual TV Licence for ‘Matron’s Cottage’. 
• Line Rental Charges for the land line telephone in ‘Matron’s Cottage’. 
• All expenses in support of Trinity Hospital, including flowers, beverages, refreshments, laundry, cleaning 

materials and other out of pocket expenses. 
• All repairs and maintenance to ‘Matron’s Cottage’. 


