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Committee on Pastor/Staff-Parish Relations
(2012 Book of Discipline, ¶258.2)
2. There shall be elected annually by the charge conference in each local church a
committee on pastor-parish relations who are professing members of the local
church or charge or associate members (¶ 227), except in cases where central
conference legislation or local law provides otherwise. People serving on this
committee must be engaged in and attentive to their Christian spiritual development
so as to give proper leadership in the responsibilities with which the committee is
entrusted.
In conducting its work, the committee shall identify and clarify its values for ministry.
It shall engage in biblical and theological reflections on the mission of the church,
the primary task, and ministries of the local church.
The committee shall reflect biblically and theologically on the role and work of the
pastor(s) and staff as they carry out their leadership responsibilities. The committee
shall assist the pastor(s) and staff in assessing their gifts, maintaining health
holistically and work-life balance, and setting priorities for leadership and service. It
is the responsibility of the committee to communicate with the committee on
nominations and leadership development and/or the church council when there is a
need for other leaders or for employed staff to perform in areas where utilization of
the gifts of the pastor(s) and staff proves an inappropriate stewardship of time.
a) The committee shall be composed of not fewer than five nor more than nine
persons representative of the total charge. One of the members shall be a young
adult and one member may be a youth. In addition, the lay leader and a lay member
of the annual conference shall be members. No staff member or immediate family
member of a pastor or staff member may serve on the committee. Only one person
from an immediate family residing in the same household shall serve on the
committee.
b) In order to secure experience and stability, the membership shall be divided into
three classes, one of which shall be elected each year for a three-year term. The lay
member of the annual conference and the lay leader are exempt from the threeyear term. To begin the process of rotation where such a process has not been in
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place, on the first year one class shall be elected for one year, one class for two
years, and one class for three years. Members of the committee shall be able to
succeed themselves for one three-year term. When vacancies occur during the
year, nominees shall be elected at the church council (or alternative church
structure).
c) In those charges where there is more than one church, the committee shall
include at least one representative and the lay leader from each local church.
d) The committees on pastor-parish relations of charges that are in cooperative
parish ministries shall meet together to consider the professional leadership needs
of the cooperative parish ministry as a whole.
e) The committee shall meet at least quarterly. It shall meet additionally at the
request of the bishop, the district superintendent, the pastor, any other person
accountable to the committee, or the chairperson of the committee. The committee
shall meet only with the knowledge of the pastor and/or the district superintendent.
The pastor shall be present at each meeting of the committee on pastor-parish
relations or staff-parish relations except where he or she voluntarily excuses himself
or herself.
The committee may meet with the district superintendent without the pastor or
appointed staff under consideration being present. However, the pastor or
appointed staff under consideration shall be notified prior to such meeting with the
district superintendent and be brought into consultation immediately thereafter.
The committee shall meet in closed session, and information shared in the
committee shall be confidential.
f) In the event that only one congregation on a charge containing more than one
church has concerns it wishes to share, its member(s) in the committee may meet
separately with the pastor or any other person accountable to the committee or
the district superintendent, but only with the knowledge of the pastor and/or district
superintendent.
g) The duties of the committee shall include the following:
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(1) To encourage, strengthen, nurture, support, and respect the pastor(s) and staff
and their family(s).
(2) To promote unity in the church(es).
(3) To confer with and counsel the pastor(s) and staff on the matters pertaining to
the effectiveness of ministry; relationships with the congregation; the pastor’s health
and self-care, conditions that may impede the effectiveness of ministry; and to
interpret the nature and function of the ministry.
(4) To confer with, consult, and counsel the pastor(s) and staff on matters pertaining
to priorities in the use of gifts, skills, and time and priorities for the demands and
effectiveness of the mission and ministry of the congregation.
(5) To provide evaluation at least annually for the use of the pastor(s) and staff in an
ongoing effective ministry and for identifying continuing educational needs and
plans.
(6) To communicate and interpret to the congregation the nature and function of
ministry in The United Methodist Church regarding open itinerancy, the preparation
for ordained ministry, and the Ministerial Education Fund.
(7) To develop and approve written job descriptions and titles for associate pastors
and other staff members in cooperation with the senior pastor. The term associate
pastor is used as a general term to indicate any pastoral appointment in a local
church other than the pastor in charge (see ¶ 339). Committees shall be
encouraged to develop specific titles for associate pastors that reflect the job
descriptions and expectations.
(8) To consult with the pastor and staff concerning continuing education, work-life
balance, dimensions of personal health and wellness, and spiritual renewal, to
arrange with the church council for the necessary time and financial assistance for
the attendance of the pastor and/or staff at such continuing education, self-care,
and spiritual renewal events as may serve their professional and spiritual growth,
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and to encourage staff members to seek professional certification in their fields of
specialization.
(9) To enlist, interview, evaluate, review, and recommend annually to the charge
conference lay preachers and persons for candidacy for ordained ministry (see ¶¶
247.8 and 310), and to enlist and refer to the General Board of Global Ministries
persons for candidacy for missionary service, recognizing that The United Methodist
Church affirms the biblical and theological support of persons regardless of gender,
race, ethnic origin, or disabilities for these ministries. Neither the pastor nor any
member of the committee on pastor-parish relations shall be present during the
consideration of a candidacy application or renewal for a member of their immediate
family. The committee shall provide to the charge conference a list of students from
the charge who are preparing for ordained ministry, diaconal ministry, and/or
missionary service, and shall maintain contact with these students, supplying the
charge conference with a progress report on each student.
(10) To interpret preparation for ordained ministry and the Ministerial Education
Fund to the congregation.
(11) To confer with the pastor and/or other appointed members of the staff if it
should become evident that the best interests of the charge and pastor(s) will be
served by a change of pastor(s). The committee shall cooperate with the pastor(s),
the district superintendent, and the bishop in securing clergy leadership. Its
relationship to the district superintendent and the bishop shall be advisory
only.9 (See ¶¶ 425-428.)
(12) To recommend to the church council, after consultation with the pastor, the
professional and other staff positions (whether employee or contract) needed to
carry out the work of the church or charge. The committee and the pastor shall
recommend to the church council a written statement of policy and procedures
regarding the process for hiring, contracting, evaluating, promoting, retiring, and
dismissing staff personnel who are not subject to episcopal appointment as
ordained clergy. Until such a policy has been adopted, the committee and the
pastor shall have the authority to hire, contract, evaluate, promote, retire, and
dismiss nonappointed personnel. When persons are hired or contracted,
consideration shall be given to the training qualifications and certification standards
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set forth by the general Church agency to which such positions are related. The
committee shall further recommend to the church council a provision for adequate
health and life insurance and severance pay for all lay employees. In addition, the
committee shall recommend that the church council provide, effective on and after
January 1, 2006, 100 percent vested pension benefits of at least three percent of
compensation for lay employees of the local church who work at least 1040 hours
per year, are at least 21 years of age, and have at least one year of permanent
service. The church council shall have authority to provide such pension benefits
through either a denominational pension program administered by the General
Board of Pension and Health Benefits or another pension program administered by
another pension provider.
(13) To recommend to the charge conference, when the size of the employed staff
of the charge makes it desirable, the establishment of a personnel committee. This
committee shall be composed of such members of the committee on pastor-parish
relations as it may designate and such additional members as the charge
conference may determine.
(14) To educate the church community on the value of diversity of selection in
clergy and lay staff and develop a commitment to same.
(15) Members of the committee on pastor-parish relations (or staff-parish relations)
shall keep themselves informed of personnel matters in relationship to the Church’s
policy, professional standards, liability issues, and civil law. They are responsible for
communicating and interpreting such matters to staff. Committee members should
make themselves available for educational and training opportunities provided by
the conference, district, and/or other arenas that will enable them to be effective in
their work.
(16) To consult on matters pertaining to pulpit supply, proposals for compensation,
travel expense, vacation, health and life insurance, pension, housing (which may be
a church-owned parsonage or housing allowance in lieu of parsonage if in
compliance with the policy of the annual conference), and other practical matters
affecting the work and families of the pastor and staff, and to make annual
recommendations regarding such matters to the church council, reporting budget
items to the committee on finance. The parsonage is to be mutually respected by
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the pastor’s family as the property of the church and by the church as a place of
privacy for the pastor’s family. The committee will follow up to assure timely
resolution of parsonage problems affecting the health of the pastor or pastor’s
family. The chairperson of the committee on pastor-parish relations, the chairperson
of the board of trustees, and the pastor shall make an annual review of the churchowned parsonage to assure proper maintenance and to give immediate resolution
to parsonage issues affecting the family’s health and well-being.
(17) To encourage, monitor, and support clergy and lay staff pursuit of health and
wholeness.
STAFF/PASTOR-PARISH RELATIONS TRAINING COMPONENTS
Minnesota Annual Conference
Duties of Staff/Pastor-Parish Relations Committee (excerpted from The Book of Discipline, 2008):

1.

To encourage, strengthen, nurture, support, and respect the pastor(s) and staff and
their family(s).

2.

To promote unity in the church(es).

3.

To confer with and counsel the pastor(s) and staff on the matters pertaining to the
effectiveness of ministry; relationships with the congregation; conditions that may
impede the effectiveness of ministry; and to interpret the nature and function of the
ministry.

4.

To confer with, consult, and counsel the pastor(s) and staff on matters pertaining to
priorities in the use of gifts, skills, and time and priorities for the demands and
effectiveness of the mission and ministry of the congregation.

5.

To provide evaluation at least annually for the use of the pastor(s) and staff in an
ongoing effective ministry and for identifying continuing educational needs and
plans.

6.

To communicate and interpret to the congregation the nature and function of
ministry in The United Methodist Church regarding open itinerancy, the preparation
for ordained ministry, and the Ministerial Education Fund.

7.

To develop and approve written job descriptions and titles for associate pastors and
other staff members in cooperation with the senior pastor.

8.

To consult with and encourage the pastor and staff concerning continuing education
and spiritual renewal, to arrange with the church council for the necessary time and
financial assistance for attendance at such events as may serve their professional and
spiritual growth.

9.

To enlist, interview, evaluate, review, and recommend annually to the charge
conference lay preachers and persons for candidacy for ordained ministry (see ¶¶
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247.8 and 310), and to enlist and refer to the General Board of Global Ministries
persons for candidacy for missionary service.
10. To confer with the pastor and/or other appointed members of the staff if it should
become evident that the best interests of the charge and pastor(s) will be served by a
change of pastor(s).
11. To recommend to the church council, after consultation with the pastor, the
professional and other staff positions needed to carry out the work of the church or
charge.
12. To recommend to the charge conference, when the size of the employed staff of the
charge makes it desirable, the establishment of a personnel committee.
13. To educate the church community on the value of diversity of selection in clergy and
lay staff and develop a commitment to same.
14. Members of the committee on pastor-parish relations (or staff-parish relations) shall
keep themselves informed of personnel matters in relationship to the Church’s
policy, professional standards, liability issues, and civil law. They are responsible for
communicating and interpreting such matters to staff. Committee members should
make themselves available for educational and training opportunities provided by the
conference, district, and/or other arenas that will enable them to be effective in their
work.
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Supporting Effective Ministry
Section III. Servant Ministry and Servant Leadership
¶133. Mission as Active Expectancy—The ministry of all Christians consists
of service for the mission of God in the world. The mission of God is best
expressed in the prayer that Jesus taught his first disciples: Thy kingdom come;
thy will be done, on earth as in heaven. All Christians, therefore, are to live in
active expectancy: faithful in service of God and their neighbor; faithful in
waiting for the fulfillment of God’s universal love, justice, and peace on earth
as in heaven.
Pending this time of fulfillment, the ministry of all Christians is shaped by the teachings of
Jesus. The handing on of these teachings is entrusted to leaders who are gifted and called by
God to appointed offices in the church: some apostles, some prophets, some evangelists,
some pastors and teachers, to equip the saints for the work of ministry, for building up the
body of Christ (Ephesians 4:11-12). For these persons to lead the church effectively, they
must embody the teachings of Jesus in servant ministries and servant leadership. Through
these ministries and leadership, congregations of the church are faithfully engaged in the
forming of Christian disciples and vitally involved in the mission of God in the world.

¶134. Calling and Gifts of Leadership—The United Methodist Church has

traditionally recognized these gifts and callings in the ordained offices of elder
and deacon. The United Methodist tradition has recognized that laypersons as
well as ordained persons are gifted and called by God to lead the Church. The
servant leadership of these persons is essential to the mission and ministry of
congregations. They help to form Christian disciples in covenant community
within the local congregation through spiritual formation and guidance for
Christian living in the world.1
The Staff/Pastor-Parish Relations Committee in every local church has an important
part to play in the effective ministry of the congregation. In a real sense you are partners with
the ordained clergy and lay staff, if any, in seeking to provide an effective witness to the
saving power of Jesus Christ to your congregation, your local community and beyond.
Professional ministry, whether undertaken by ordained clergy or by lay staff, can be a
lonely existence at the same time that it can be a profoundly fulfilling profession. Staff
members often carry with them the cares and concerns of those to and with whom they
minister. Confidentiality requires them to keep these issues between themselves and God. It is
important that the Staff/Pastor-Parish Relations Committee provide support to the staff who
minister on the behalf of the congregation.

Support is demonstrated through concern about the working environment including
proper equipment and tools for the job, adequate compensation, appropriate training and the
1 2012 Book of Discipline of The United Methodist Church, (Nashville: The United Methodist Publishing
House), 2012, p. 136.
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provision for time away for vacation, continuing education and spiritual renewal. In providing
this supportive environment, there is also an expectation that effective ministry is happening.
It is appropriate to expect staff members to perform their duties in an effective manner.
To support and encourage health in congregational life, we must place healthy
clergy in their midst. Our task as congregations is to grow into healthy systems
in which broken and dysfunctional people can find healing. Our effectiveness
as congregations in dealing with the pain and brokenness in society is directly
proportional to the congregation’s health as a whole and the individual health
of its clergy and laity.2
Clergy are in the health and wholeness business. The healthier they become on their
journey toward wholeness, the more effective they become in their ministry to others.
Although clergy focus primarily on spiritual health—reconciling persons to God and to each
other—they are also concerned with physical, emotional and intellectual health as well
because each affects the other. While optimal health is different for each individual, the
healthier the clergy, the more effective he or she will be in their ministry to others. Ways that
this happens include time away for rest and relaxation as well as for education and spiritual
growth. It is important for pastors to take time for continuing education each year. The
demands of spiritual leadership also require specific time for spiritual growth and enrichment
in addition to continuing education. Encourage your pastor to take his/her vacation and to take
days off each week. Both of these are needed if clergy are to remain fresh and ready for the
work of ordained ministry. If your pastor has been with you for more than six years,
encourage them to take a renewal leave. This is a longer time than vacation. It is meant to be a
time for deeper recharging of one’s physical, emotional and spiritual batteries. The Board of
Ordained Ministry provides funds for pulpit supply when someone takes a renewal leave. This
is usually from six to twelve weeks in length.
Parish ministry requires responsible service and responsible leadership, and
service and leadership require both romantic and realistic qualities. To serve a
congregation, a pastor needs to see the possibilities in people, a romantic
quality, but also see the people as they are, a realistic one. To lead requires
courage, a romantic quality, and practical knowledge, a realistic one.3
Your participation in the appointment process (see section 3), your ability to provide
effective feedback (see section 4) and your skill in conflict resolution (see section 5) will be
very helpful in providing effective leadership for your congregation.
It is also important to let your pastor know that he/she is appreciated. Hopefully, you
will find a variety of ways of doing this throughout the year. One way that is encouraged by
the Board of Ordained Ministry is to recognize the anniversary of one’s ordination as well as
2

Roy M. Oswald, Clergy Self-Care, (Bethesda: Alban Institute, 1991), p. xi.

3

Kenneth Alan Moe, The Pastor’s Survival Manual, (Bethesda: Alban Institute, 1995), pp. 92-93.
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United Methodist Clergy Support Systems
Denominational Systems
Bishop and Superintendents
Board of Ordained Ministry

Characteristics of Healthy
Denominational Systems
1. Communication is two-way

District Committee on Ordained Ministry
Ministerial Education Fund
Pension and Benefits

2. Operating principles are publicly
defined.

Constitution and Book of Discipline
Pastor/Staff-Parish Relations Committee
Lay Leaders

3. Accountability systems and feedback
procedures are established and routinely
used.

Candidacy Mentor
Clergy Mentor
Conference-initiated Programs

Personal Systems
Spiritual Disciplines
Family and Friends
Continuing Education Programs

4. The systems and procedures are
regularly reviewed and revised.

Characteristics of Healthy
Personal Systems
1. Roles and responsibility are affirmed.
2. Personal and vocational identity is clear.

Peer Groups
Counselors and Consultants
Self-chosen Supervision for
Personal/Professional Growth
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Church Conference Forms Information
from the MN Annual Conference Website
https://minnesotaumc.org/resources/church-conference-forms/
District superintendents will provide churches specific instructions for charge/church
conference schedules and preparations. Required forms and reports are grouped as separate
packets. All forms should be completed and returned to the district office by Feb. 1, 2012,
unless otherwise noted. Please note that some reports require church/charge conference
action.

Staff-Parish Relations Committee Forms
Staff-Parish Relations Committees will need to download and complete these forms. The
Packet contains all the forms in one Word document. An Excel document of Forms 5, 6, and 7
is also available. These all require church/charge conference action.
•

Form 3, Report of Recommendation for Candidacy for Ordained Ministry

•

Forms 5, 6, and 7, Pastoral Compensation (DUE DEC. 1, 2011): A NEW Excel
version of these forms is also available. The Excel Form automatically provides sum
totals and includes automated calculations for many line items (parsonage penalty
adjustment, pension amounts, health premium, multi-church breakdown).

•

Form 8a or b—Housing Allowance Resolutions (Retain in local church records)

•

Pastor's Compensation Resource from Equitable Compensation Action Team
(reference only)

Download the Staff-Parish Relations Committee Forms Packet

Administration and Finance Forms
All these must be completed and retained in church records.
•

Form 9, Annual Parsonage Evaluation

•

Form 10, Report of Trustees

•

Form 11, Report of the Finance Committee

•

Form 12, Fund Balance and Certification of Annual Audit

•

Form 13, Checklist for Protection of Church Finances

Download Administration and Finance Forms
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Membership and Clergy Reports
•

Form 1, Local Church Leadership List

•

Form 2, Report of Lay Speaker. Requires church/charge conference action.

•

Form 4, Inactive/Unresponsive Membership Report. Requires church/charge
conference action.

•

Annual Report of a Deacon. Please provide to your deacons in primary and secondary
appointment.

•

Cultivating Clergy Excellence Plan: Elders and local pastors appointed to a local
church are expected to complete or update this plan.

•

Elders not appointed to a local church (extension, retired) may write a statement of
their ministry activity in a format of their choosing.

Download Membership and Clergy Reports

Other forms to be completed
These forms should be completed but are not provided in the church conference forms
packets.
•

Vital Congregations Statistics. Vital Congregations

•

Year-End Tables 1, 2 and 3. (These are completed on line. Churches will receive a
notice when these are available. Due February 1.)
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Taxation
Note: This Tax Packet contains general information on tax issues of interest
to United Methodist clergy, local churches, annual conferences, and others.
While we have made every effort to ensure the information in this Tax Packet
is current and accurate, it is not intended to serve as legal advice. Readers
should seek assistance from a tax professional for questions regarding their
specific circumstances. For any changes, please refer to the online version

available at www.gcfa.org/tax-packet. 	
  
Resources in Tax Packet:

Overview
LS_CTP_Overview.pdf
What’s New
Recent Changes to the Tax Limits for 2013.pdf
New Tax Limits for 2013.pdf
HIRE_Act_summary.pdf
Tax Information for Clergy Housing
HousingAllowanceQ&As.pdf
ClergyHousingAllowanceClarificationActof2002.pdf
IRS Audit Guidelines
Minister Audit Technique Guide.pdf
Tax Status of Deacons
Memorandum_Tax_StatusofDeacons.pdf
TaxStatusofDeaconsQ&As.pdf
IRSPrivateLetterRulingDeacons_.pdf
MemorndumTaxStatusofProbationaryDeacons.pdf
Business Expenses and Reimbursement Accountable Reimbursement Policies
AccountableReimbursementPoliciesQ_and_A.pdf
AccountableReimbursementPolicy-ShortForm.pdf
AccountableReimbursementPolicy-LongForm.pdf
Sample_Expense_Voucher.pdf
Local Transportation Expenses
LocalGransportationExpensesQ_and_As.pdf
Moving Expenses
Memorandum-MovingExpenses.pdf
Spousal Travel Expenses
Memorandum-SpousalTravelExpenses.pdf
Pastor’s Discretionary Fund
Pastors_Discretionary_Funds.pdf
Tax Information for Local Churches—Tax Reporting and Filing Requirements
Local_Church_Tax_Reporting_Requirements.pdf

2014 Manual

2-8

Staff/Pastor-Parish Relations Manual

Form 941
Form 941 Filing Requirements.pdf
Letter to GCFA from IRS Rd Form 941 6-1-11.pdf
From W-2
Example_of_Form_W-2_for_Clergy.pdf
Form W-3
FormW-3ReportingRequirements.pdf
Unrelated Business Income (UBIT)
UnrelatedBusinessincome.pdf
Tax Exempt Status of Churches
GroupRulingsandCharitableContributions.pdf
Group Ruling Request Form (Group I) 12-9-10.pdf
Charitable Contributions
Benevolence_Fund_Policy.pdf
Employee or Independent Contractor
Employee_or_Independent_Contractor.pdf
Additional Resources
IRSPublicatinsandMaterials.pdf
ObtainingIRSForms&Publications.pdf
OtherResources.pdf
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The Time Management Matrix
by Stephen R. Covey

IMPORTANCE

QUADRANT I
URGENT & IMPORTANT

QUADRANT II
NOT URGENT & IMPORTANT

ACTIVITIES

ACTIVITIES

Crises
Pressing Problems
Deadline-driven projects

Prevention, Production Capability
activities
Relationship Building
Recognizing new opportunities
Planning, recreation

QUADRANT III
URGENT & NOT IMPORTANT

QUADRANT IV
NOT URGENT & NOT IMPORTANT

ACTIVITIES

ACTIVITIES

Interruptions, some calls
Some mail, some reports
Some meetings
Proximate, pressing matters
Popular activities

Trivia, busy work
Some mail
Some phone calls
Time wasters
Pleasant activities

URGENCY
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Board of Ordained Ministry
MINNESOTA ANNUAL CONFERENCE
TO:

Staff Parish Relations Committee

The Minnesota Annual Conference Board of Ordained Ministry gives thanks for the
valuable work you do in your Staff Parish Relations Committee. The positive support and
guidance given to your pastor(s) and congregation on clergy matters helps your parish to
have a fulfilling and effective ministry.
Among the roles of the Staff Parish Relations Committee is to encourage and recommend
persons from your congregation to be potential candidates for ordained ministry. The Board
of Ordained Ministry has several resources that would be helpful to persons of all ages who
are considering ordained ministry. Resources are available regarding the Order of Deacon,
the Order of Elder, and Local Pastor.
For free copies of the following resources, please contact:
Rev. Cindy Gregorson
122 W. Franklin Ave., #400
Minneapolis, MN 55404
Phone: (612) 230-6143
Email: Cindy.Gregorson@minnesotaumc.org
Indicate number of resources you would like to receive.
_________ORDAINED MINISTRY IN THE UNITED METHODIST CHURCH – A booklet
and DVD resource that presents real life vignettes of elders, deacons, chaplains,
and pastoral counselors called into ordained ministry in The United Methodist
Church.
_________THE CHRISTIAN AS MINISTER: An Exploration into the Meaning of God’s
Call. The first step into ordained ministry is The Inquiring Candidate. As part of
this step candidates read the book THE CHRISTIAN AS MINISTER.

In addition to the above two resources, the Division of Ordained ministry, General Board of
Higher Education and Ministry of The United Methodist Church have recently produced the
following 8 ½ x 11 color flyers:
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________ STEPS INTO LICENSED AND ORDAINED MINISTRY: Deacon, Elder, and
Licensed Local Pastor – Step by step procedure in the candidacy process for
ordained ministry beginning with The Inquiring Candidate to Full Membership
and Ordination as a Deacon or an Elder or License as a Local Pastor.
________ THE MINISTRY OF DEACONS – Those who respond to God’s call to lead in
service and to equip others for this ministry through teaching, proclamation, and
worship and who assist elders in the administration of the sacraments are
ordained deacon. –¶303.2, Book of Discipline.
_________ THE MINISTRY OF ELDERS –Those whose leadership in service includes
preaching and teaching the Word of God, administration of the sacraments,
ordering the Church for its mission and service, and administration of the
Discipline of the Church are ordained as elders. ¶303.2 Book of Discipline.
_________ THE MINISTRY OF LOCAL PASTORS–Full-time and part-time licensed local
pastors under appointment are clergy members of the annual conference in
which they are appointed. Those who are licensed for pastoral ministry and
appointed to the local church shall preach, conduct divine worship and perform
the duties of a pastor. ¶¶602, 325, Book of Discipline.
_________THE MINISTRY OF CHAPLAINS & PASTORAL COUNSELORS – One of the
ways ordained clergy serve God through the church is through ministries of
“witness and service which extend Christ’s love and justice.” (¶343.1) Clergy in
ministries of pastoral care in specialized settings as chaplains and pastoral
counselors may be endorsed by the United Methodist Endorsing Agency. ¶1421.5 Book of Discipline
Shipping information:
Name: __________________________________________
Address: ________________________________________
_______________________________________________
Phone: _________________________________________
Church: ________________________________________
Name and address of potential candidates:
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PROFESSIONAL LIFE

PERSONAL LIFE

Things I Have to Do

Things I Have to Do

Resentment

Guilt

Criticism

Criticism

Frustration

Frustration

Things I Get to Do

Things I Get to Do

Resentment

Guilt
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Resources
Minnesota Annual Conference of the United Methodist Church Website:
https://minnesotaumc.org/
The United Methodist Information Service: www.infoserv.umc.org
Email your questions to infoserv@umcom.org. You can also “chat” live online.
InfoServ
United Methodist Information Service
PO Box 320
Nashville, TN 37202-0320
Fax: (615) 742-5423
Email: infoserv@umcom.org
Legal Manual, General Council on Finance and Administration, the United Methodist
Church. In June 2010, the entire legal manual was updated and includes the 2008
Discipline references. As future changes are made to the manual, they will be available
on the website at www.gcfa.org. For current guidance on taxation issues consult the tax
packet portion of the website.
General Council on Finance and Administration (GCFA) Website: www.gcfa.org
Site contains numerous resources for local church financial and risk management, i.e.,
the Tax Update with instructions for clergy W-2 and accountable reimbursement plans,
Local Church Audit Guide, and many more.
Church and Clergy Tax Guide, Richard R. Hammar, 2011 edition is available for purchase
at www.churchlawandtax.com.
Internal Revenue Service Website: www.irs.gov
Download tax forms, publications, and instructions at this website.
IRS Individual helpline: 1.800.829.1040
Exempt organizations: 1. 800.829.5500
Request EIN: 1.800.829.4933
Search for refund: 1.800.829.4477 (Wait for at least 4 weeks before calling.)
Social Security Administration Website: www.ssa.gov
Toll free: 1-800-772-1213.
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PARSONAGE DAMAGES
9)

Parsonage Damages
a) We remind all parties concerned that houses are built for occupation. Pastors
and their families are just like any other families in that they wish to live
comfortably in their home. No local church should expect that the parsonage
will be treated any differently than any other home. A home is to be lived in, to
be used, to be enjoyed as a place of residence, and is to experience normal wear
and tear.
b) We remind all persons involved that the parsonage is not only the property of the
local church, but that it is also the private home for a family while they are the
occupants. This means that the pastor and their family members are to view the
parsonage as personal property, respecting the need for continued maintenance,
and that they assume responsibility for damages which are beyond normal wear
and tear.
c) The following facts need to be reported to local churches and pastors:
(1) Paragraph 2533.4 of The Book of Discipline says: “The chairperson of
the Board of Trustees or the chairperson of the parsonage committee, if one
exists, the chairperson of the committee on pastor-parish relations, and the
pastor shall make an annual review of the church-owned parsonage to ensure
proper maintenance.”
(2) Our Parsonage Standards Policy (Procedures/Policy Manual 402.c.14
states: “Each (Pastor-Parish Relations) Committee, at the convenience of the
parsonage family, should inspect its parsonage, using the annual parsonage
evaluation form as a guide. If anything fails to meet minimum standards,
necessary steps should be taken to accomplish the work required.”
(3) Our interpretation of these two statements is that this should be an on-site
inspection, with no part of the parsonage as off-limits, except for the personal
property of the pastor and family.
d) We believe that Christian people can responsibly come to an acceptable
agreement that will satisfy all parties involved.
e) An on-site inspection of the parsonage shall be made one month before the
pastor is to move to a new appointment, involving the chairperson of the PastorParish Relations Committee, the chairperson of the board of trustees, and the
pastor. If extraordinary damage is evident, the pastor shall meet with the
chairperson of the Pastor-Parish Relations Committee and the trustees to assess
the amount of damage and to establish responsibility for financing the needed
repairs. The district superintendent is to be notified of such a meeting, previous
to the meeting, by the chairperson of the Pastor-Parish Relations Committee. If
the issue is not resolved, the Pastor-Parish Relations Committee chairperson
shall again contact the district superintendent asking for intervention.
f) If the district superintendent is asked to intervene, s/he shall ask the District
Board of Church Location and Building to meet with the responsible parties to
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resolve the issue. If the pastor is judged to be responsible for the damages by
the District Board of Church Location and Building, but still refuses to accept
responsibility, the local church shall withhold from the last month’s salary, or a
part thereof, for payment of damages.
Reference: 2013 Minnesota Annual Conference of the United Methodist Church
Policy and Procedure Manual, page 33.
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For the Church Secretary or Administrator
MAKING THE TRANSITION
by Judy Inukai
Changing pastors is often very painful. It is especially difficult if you’ve worked with the
“old” pastor for a long time. No matter what your relationship was, change is often hard to
accept.
Most likely you will have the opportunity to meet the new pastor before the move. If you
do, even by telephone, find out what you can do to make the transition smoother. Here are
some suggestions to help him/her feel welcome.
1. Add the pastor’s name to the newsletter mailing list. Also, send a copy of the bulletin
each week so he/she can get a feel for the service.
2. Start a file of things you think the pastor will need to know upon arrival. Include the
most recent copies of minutes of all meetings. If you print an annual report make
sure he/she gets a copy. Also have a copy of financial reports and the current
budget.
3. If you have a pictorial directory, up-date it by noting who has died or moved since it
was printed. Note who the committee chairpersons and other leaders are. If you
have more than one service, indicate which service they usually attend.
4. If there are members of the congregation who are experiencing difficulties (illness,
recent death in the family or other problems), tell the pastor about these situations so
he/she can provide special care.
5. Give the pastor a copy of your job description. List things you usually do that are
not included in the job description. Make notations about when you do the
newsletter, bulletin and other regular tasks. Inform the pastor about how long your
lunch break, how many days vacation you get and how many holidays the church
usually observes.
6. Make a list of office equipment and what each machine will do. Tell the pastor
where to find instruction books and offer your willingness to instruct him/her in the
use of the machines.
7. If the previous pastor left files, offer to help organize them for the new pastor’s
convenience. Make an inventory of your files, listing headings, subheadings and a
brief description of what goes in each file.
8. Inform the pastor of regular meeting dates. Prepare a calendar of events for the
remainder of the year and give him/her a brief description of each.
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9. If the pastor is new in the area, create a list with names, addresses and phone
numbers of hospitals, funeral parlors and nursing homes. Include a city map with
these locations marked.
10. Create a list of gas stations, restaurants and shopping areas near the parsonage or
where the pastor has chosen to live. If appropriate, include a list of babysitters. If
there are doctors or dentists in the congregation(s), include their names, addresses
and phone numbers in case of emergencies.
Once the pastor gets settled, arrange to set aside a block of time each day or each week,
whatever is convenient for both of you, to discuss office routines, plans and ideas. Talk
about your role as church secretary or administrator: what you have done in the past, and
what you would like to do. You should have a mutual understanding of what your role
should be.
Spend part of your time together going over the church directory or membership rolls,
family by family. If you’ve worked at the church for a long time, you’ll be able to provide
background information about most of the members, but don’t gossip!
Find out what the pastor would like to change about the newsletter, or other routines. Be
open to new ideas. Avoid saying that time-worn phrase, “but we’ve always done it this
way.”
Use part of this time together getting to know each other. Find out what the pastor’s
interests are outside the church. You might share information about your respective families.
Do you best to work through the grief process before the pastor arrives. Be cooperative,
supportive, loyal, willing to listen and willing to share. It may be as difficult for the new
pastor to get used to working with you as it is for you to get used to working with him/her.
Above all, keep in mind the reason you are both there is to serve Christ and the Church.
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EVALUATION OF APPOINTMENT PROCESS
DATE _________________________
We want to continually improve the way we work through the appointment process. Certain
things cannot be changed because they are stipulated by The Book of Discipline. Your input
will be greatly appreciated by the Cabinet and our Bishop as we continue to make
appointments in the Minnesota Annual Conference. Please take time to fill out this
evaluation form and send it to the address below.
1. How did your District Superintendent do in consulting with the Staff (Pastor) Parish
Relations Committee on the missional needs of your church? Please suggest
improvements that could be made.

2. Were your questions/correspondence/telephone calls answered in a timely fashion?

3. What are your opinions and feelings about the “introductory meeting” between your
committee and the new pastor? Do you believe that your District Superintendent was
responsive to your needs during that meeting?

4. Given the boundaries of our appointive and itinerant system, what improvements would
you like to suggest to the Bishop and Cabinet?

NAME _________________________________CHURCH __________________________
DONE BY

q S/PPRC CHAIR ALONE: ______________________________

OR

q IN CONSULATION WITH OTHER COMMITTEE MEMBERS:
_______________________________________________________

Please return to the District Office.
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AN ORDER FOR THE CELEBRATION OF AN APPOINTMENT
This order is intended to be used within a service of worship by a congregation whose pastor
has been newly appointed or reappointed by the bishop according to the polity of The United
Methodist Church. The leader may be the chairperson of the Pastor-Parish Relations
Committee or another designated leader in the congregation. The service may be adapted as
needed where ordained or diaconal ministers other than the pastor are also appointed,
reappointed, or assigned to ministry in a particular congregation.
Before the reading of the scripture lessons, the pastor and any other staff under appointment
come before the Lord’s table, and the person officiating says to the congregation:
Dear friends, today we welcome [Name(s)],
who [has/have] been (re)appointed to serve as our pastor(s).
We believe that [he/she is/they are] well qualified
and [has/have] been prayerfully appointed by our bishop, [Name].
Leader to pastor (and other ordained staff):
[Name(s)], you have been sent to live among us
as a bearer of the Word of God;
a minister of the Sacraments;
and a sustainer of the love, order, and discipleship of the people of God.
Leader to diaconal minister:
[Name], you are to represent the ministry of servanthood
and to equip all Christians to be in ministry
and in service to the community.
Pastor (and other staff):
Today [I/we] reaffirm this commitment in the presence of this congregation.
Leader to congregation:
Brothers and sisters in Christ,
as a people committed to participate in the ministries of the Church
by your prayers, your presence, your gifts, and your service,
will you who celebrate this new beginning
support and uphold [Name(s)] in these ministries?
Congregation:
We reaffirm our commitment to support you
with our prayers, presence, gifts, and service.
Leader:
How beautiful upon the mountains are the feet of the messenger
Congregation:
Who announces peace, who brings good news, who announces salvation.
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Praise God, from Whom All Blessings Flow (UMH 94-95), Glory Be to the Father (UMH
70-71), or another doxology ay be sung. See list of doxologies in UMH 951. See also
Doxology (Hymn 182), Praise God, from Whom All Blessings Flow (Hymn 180 and Hymn
185).
The leader continues with one of the following prayers or one of the prayers “For the
Church” on 501-06.
Let us pray.
Eternal God, strengthen and sustain us in our ministries together,
With [Name(s)] as our pastor(s) [and Name(s) as our diaconal minister].
Give [him/her/them] and us patience, courage, and wisdom
so to care for one another and challenge one another
that together we may follow Jesus Christ,
living together in love,
and offering our gifts and talents in your service;
through Jesus Christ our Lord. Amen.
Almighty God, you still call us to go into your service
and spread the message of the salvation of your Son.
Bless richly, we pray, your servant(s), [Name(s)], entrance into our fellowship.
Fill [him/her/them] with the power of our Holy Spirit
and let [him/her/them] find with us an open door for the Word.
We also pray for your Church on earth.
Equip us all with a spirit of willingness,
that we with courage can witness about you
by the profession of our mouths and through our way of living.
Grant us all to partake in your strength and joy,
so that we can enter into the anxiety and suffering of the world,
to be radiating and make alive that hope which Christ gives.
All this we dare to pray of you;
for you are to us the Father of mercy and the God of all grace;
you are the Son, the Savior and the Redeemer;
you are the Holy Spirit, the Lord, the Helper, and the Giver of Life.
Blessed be you. Amen. (UNITED METHODIST, SWEDEN, 20TH CENT., ALT.)
Jesus, We are Here (Hymn 187) or another suitable hymn may be sung.
When a reappointment is being celebrated, the service continues with the congregational
prayer below.
When a pastor, associate pastor, or diaconal minister is being appointed to a congregation
for the first time, representatives of the congregation may make any or all of the following
presentations, or others as may be deemed appropriate. After each presentation, the newly
appointed person responds Amen and places it on a table.
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Presenter to pastor:
[Name], accept this Bible,
and be among us as one who proclaims the Word. Amen.
[Name], take this water,
and baptize new Christians in this place. Amen.
[Name], take this bread and cup,
and keep us in communion with Christ and His Church. Amen.
Presenter to diaconal minister:
[Name], take this towel and basin,
and lead us to be servants of all. Amen.
Presenter to pastor or diaconal minister:
[Name], use this hymnal and book of worship
to guide us in our prayer and praise. Amen.
[Name], receive this Book of Discipline,
and help us keep the covenant
that strengthens our connections as United Methodists. Amen.
[Name], receive this globe,
and lead us in our mission to this community and all the world. Amen.
Presenter to pastor:
[Name], receive this stole, signifying your ordination,
and shepherd us as our pastor. Amen.
Presenter to diaconal minister:
[Name], receive this stole signifying your consecration,
and equip us for our ministries in the world. Amen.
Then the pastor or diaconal minister may take from the Lord’s table the stole left by the
previous pastor, put it on, and say:
This yoke has been laid upon me, and I willingly take it upon myself.
Pastor: Let us pray.
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Congregation:
Lord, God, bless the ministries of your Church.
We thank you for the variety of gifts you have bestowed upon us.
Draw us together in one Spirit,
that each of us may use our differing gifts as members of one body.
May your Word be proclaimed with faithfulness,
and may we be doers of your Word and not hearers only.
As we who have died and risen with Christ in baptism
gather at his table and then scatter into the world,
may we be one in service to others,
in the name of Jesus Christ our Lord. Amen.
The pastor or diaconal minister may kneel, and the leader and others may lay hands on
his/her head. The congregation may join hands and unite in this blessing:
The Lord bless you and keep you:
the Lord make his face to shine upon you, and be gracious to you:
the Lord lift up his countenance upon you, and give you peace. Amen.
Pastor: The peace of the Lord be always with you.
Congregation: And also with you.
A hymn or chorus may be sung. Tino tenda Jesu (Hymn 203); Jesus, We Are Here (Hymn
187); and the following hymns from UMH are suggested:
939
545
546
383
558

Hymns listed under Commitment
The Church’s One Foundation
The Church’s One Foundation
This Is a Day of New Beginnings
We Are the Church
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TIPS FOR TRANSITION
GUIDELINES FOR WELCOMING A NEW PASTOR
RESPONSIBILITY OF THE STAFF (PASTOR) PARISH RELATIONS
COMMITTEE
1. Send out a news release and photo to your local paper (see sample for proper wording).
2. Plan and hold a “welcoming reception.” Make it special, make it nice. Plan your
reception to be on or close to the first Sunday of the pastor’s arrival. If you have more
than one worship service, plan to have a reception after each service, so as many
worshippers as possible can attend and greet the pastor.
a. Have nametags for the congregation that day.
b. Make nametags for the new pastor and family.
c. Have a church “photographer” be prepared to take pictures for the newsletter or for
posting on the bulletin board.
d. Have special flowers to commemorate the occasion.
e. Pastor Parish Chair or other delegated person (lay leader, etc.) should stand with the
new pastor in a receiving line in order to introduce members of the congregation, or
tell the new pastor when officers of the church come through the line, or others who
hold special responsibility.
3. Use the ritual in the Book of Worship, #595, “Celebration of An Appointment.” Work
with your lay leader and new pastor. The S/PPR Committee should be represented in
this ritual because they are the official link between the local congregation and the
Bishop’s office in the appointment process.
4. Schedule a S/PPR Committee meeting as soon as possible after your pastor arrives.
Purpose: to become better acquainted with each other in an informal atmosphere
(perhaps in a PPR member’s home) and to discuss expectations of the church, especially
calendar items that are important to the congregation; e.g. confirmation, Christmas
services, choir concerts, Lenten activities, Stewardship Drive, etc. Your new pastor will
go through these items in depth with the appropriate committees, but S/PPRC wants to
make sure that she/he is not “blind-sided” and so will do this at the very beginning of the
ministry.
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5. S/PPRC members will be encouragers.
a. Affirm positive comments made about your new pastor.
b. Listen to any negative comments which are made about your new pastor, and
pointedly ask if that church member would like to discuss his/her concern with the
new minister.
c. Encourage church members in any way you can to not compare your new minister
with your former minister. Read through and be familiar with the enclosed packet of
transition suggestions that have been given to outgoing and incoming pastors.
6. Begin to set up small home clusters, where the pastor can meet smaller groups of church
members over the summer time. There should be about ten persons per cluster. These
should be hosted in the homes of church leaders/members, and all church members
should be strongly encouraged to sign up.
a. Letter from PPR Chair and lay leader introducing the concept and the dates
available.
b. Method of signing up should be clearly in place and advertised.
c. Lay Leader or PPR Chair promotes these opportunities in Sunday worship.
d. Follow up phone call team if necessary.
e. Provide each host/hostess with a short list of expectations (for example: starting and
ending times, refreshments and who will provide them, who will make nametags
available for each cluster gathering, which church leader will be present to facilitate
and make introductions to the new pastor, and a “scribe” who will take notes for the
pastor of significant comments).
f. Consult with new pastor regarding dates and agenda for the cluster meetings.
7. PPR Chairperson or delegated member of PPR Committee should check with the pastor
weekly by telephone for the first six weeks of the pastorate to see how things are going
and if there are any special needs. PPR Committee can and often should be a liaison
between the new pastor and the Board of Trustees, especially where a parsonage is
involved. Sometimes the new pastor will need help in getting some work done that
“wasn’t quite finished” before the new pastor arrived.
8. Vacation: check with the pastor in the first two to three weeks, if he/she intends to take
some time off during the summer and fall, and if so, you as PPR Chair can be helpful in
securing speakers for those Sundays. (Vacations are based on a July 1 to June 30 year.)
Please help the congregation to be sensitive to the fact that a family vacation may have
been planned out well in advance of the notification that the pastor was being appointed
elsewhere.
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9. Meet with other church staff before the new pastor arrives (or as soon afterwards as
possible) to solicit their help in the process. Help them to realize that the new pastor will
be dependent upon them for some knowledge of how things are done around the church;
and sensitize them to the fact that the new pastor will do some things differently and
their cooperation with the pastor will be greatly appreciated by the Staff (Pastor) Parish
Relations Committee.
10. Check with your outgoing pastor to see if he/she needs any assistance in fulfilling the
transition guidelines that have been given to him/her.
11. Read over the enclosed evaluation tool for your pastor. Schedule an S/PPR Committee
meeting for some time in the first year when the Committee and the Pastor will go
through this evaluation tool in the appropriate places together. This will require some
advance preparation and follow-through. Candid feedback without judgment is one of
the finest gifts that you can give to your pastor.
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PRESS RELEASE
The District Superintendent of the [District Name] District of the Minnesota Annual
Conference of The United Methodist Church has announced that it is the intention of Bishop
[Bishop’s Name] to appoint The Reverend [Pastor’s Name] as minister of the [Church
Name] United Methodist Church, in [City Name]. And acting on behalf of the congregation
the Staff [or Pastor] Parish Relations Committee has confirmed the Bishop’s intention. This
appointment was officially made and announced at the June session of the Annual
Conference.
There will be a service of Celebrating the Appointment on [Date of Service]. Visitors are
welcome to attend. A reception will be held in honor of Rev. [Pastor’s Name] on [Date] at
[Time] in [Location].
[Conclude your article with some appropriate biographical information—cleared with your
new pastor—and a photograph.]
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TEN COMMANDMENTS FOR PASTORAL CHANGE
As I consider my last month of ministry as your pastor, I would like to ponder not on the
past, but on the future. A pastoral change for a church is saying “good-bye” to one and
“hello” to another.
Perhaps these “Ten Commandments for Pastoral Change” will help keep the time of
transition in focus.
Thou Shalt Not compare the new pastor with the old pastor, for verily, they are two
different people.
Thou Shalt Not say to the new pastor, “But our last pastor did it this way.”
Thou Shalt Not call back the outgoing pastor for funerals and weddings, yea, those are the
responsibilities of ministry for the new pastor.
Thou Shalt Not send to the former pastor, nor in any way communicate with her/him,
matters of gossip or problems.
Thou Shalt Not withhold thine exceeding great capacity of love for the pastor and family.
Thou shalt love them, as thou hast loved us, and even more abundantly.
Thou Shalt Not prejudge persons and things for the new pastor. He/She will have the
ability to judge wisdom and truth.
Thou Shalt Not fail to review the new pastor’s salary annually, and increase it, as a symbol
of love and appreciation.
Thou Shalt Not speak too often of thy former pastor, and when thou dost, may it be kindly.
Thou Shalt Not forget the new pastoral family at Christmas and on their birthdays with
thoughtful remembrance.
Thou Shalt Not forget to pray for the new pastor and family regularly.
(Originally appeared in the Hutchinson District Newsletter, Kansas West Conference)
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2014 CONFERENCE MOVING POLICY
a.

Scope of Responsibility and Membership of Moving Action Team
The moving of household goods for clergy families of provisional and full
members of the annual conference, deacons and local pastors appointed to
congregations, will be under the supervision of the Moving Action Team. The
annual conference will elect the Team Leader, who shall be the Director of
Moving.
b.
Procedures and Policies
1) The Minnesota Annual Conference shall be responsible for moving the
households of clergy under appointment within the boundaries of the
Minnesota Annual Conference, subject to the following stated limitations. The
Minnesota Annual Conference shall be billed directly, with any charges over
the stated limitations to be reimbursed by the clergy, who shall pay this overage
amount to the Minnesota Annual Conference within 30 days of the Conference
billing. For overages exceeding $500.00, a monthly payment plan can be
established so as to not produce a financial hardship.
2) This moving policy and its limitations shall apply to clergy coming from
seminary, local pastors, provisional members, full elders and deacons
appointed to a local congregation with the Minnesota Annual Conference
(Should storage be required due to the variance of graduation and the moving
date, contact should be made with the District Superintendent or the Director of
Moving.)
3) The Minnesota Annual Conference shall provide insurance coverage for
clergy household goods while they are being moved. This coverage will be
$1.25 per pound. (Example: 10,000 lb. load will have $12,500 worth of
coverage.) Additional insurance will be made available from the mover.
4) The Minnesota Annual Conference shall, on the recommendation of the
Moving Action Team, employ one moving company, associated with a nationwide carrier, to schedule and move clergy household goods, in consultation
with the Director of Moving and the Cabinet. (The mover for 2012-2013 is
Metcalf-Mayflower Moving and Storage Co., Inc.)
5) In compliance with IRS rules, the Minnesota Annual Conference will issue a
1099 Miscellaneous Income form to all retiring clergy and those moving to a
new appointment that is less than 50 miles from the previous appointment (the
IRS considers these commuter moves and not necessary). To help offset the
tax liability, a grant may be available through the Equitable Compensation
Team. Contact the Director of Moving for details.
c.
Limitations
1) Maximum Weight: 14,000 POUNDS. Clergy Couples: 16,500 pounds.
(Revised 2005)
2) Limit for packing material, packing, and wardrobe service is $300. (Clergy
Couples: $400) Materials can be secured through the conference mover at
significant savings or through reimbursements with receipts.
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3) MAXIMUM for moves within the Greater Twin City (7 county) area shall be
13 hours of tariff (3 persons and a van) because an hourly rate is charged for
metro moves. Should extra stops for pickup and delivery be necessary, the
annual conference is limited to 1 and 1/2 hours of tariff in addition to the 13
hours.
4) For retiring and/or retired pastors and spouses, or surviving spouses of clergy
who have died while in active pastoral service, the annual conference shall pay
the moving expense for one move only. The MAXIMUM claim allowed for
such moves shall be $3,200.00 (moving and packing supplies). The annual
conference shall not be responsible for any expenses incurred over the $3,200
MAXIMUM. (The $3,200 figure was adopted in 2011 based on the average
cost of moves within the boundaries of the State of Minnesota.) This benefit
will be available for up to five years from the date of retirement.
5) Payment for one extra pickup and delivery is allowed in those situations where
the clergy’s study/office is not located in their residence.
6) Payment by the annual conference SHALL NOT cover storage, servicing
appliances, warehousing, handling in and out of warehouses, or storage
insurance for any move.
7) Payment by the annual conference SHALL NOT cover lodging, dining, and
gasoline expenses incurred for those using the Conference Mover or another
national mover. For those moving themselves, special consideration may be
given in consultation with the Director of Moving.
8) Items to be moved must be free from pests, such as fire ants and fungus. The
annual conference and its designated moving company shall not be held
responsible for refusing to move any items containing or infested with insects
or other pests.
9) When clergy in effective relation are appointed to a one-year sabbatical leave,
there will be a MAXIMUM of $2,500 (figure adopted in 2011) allowed for
moving and/or storage of household goods. Of this amount, up to $700 will be
paid at the time of the move, and the balance will be payable upon return to the
Minnesota Annual Conference for appointment to a local church or conference
staff position, upon submission of authorized bills.
10) Intra parish moves (i.e. moving to a different parsonage while still serving the
same appointment) are not to be covered by conference funds, and such
disbursements of funds will not be approved by the director of moving.
Adjustments in the Moving Policy of the Minnesota Annual Conference and moving
expenses may be made upon recommendation of the Cabinet and/or the Moving Action
Team to the Director of Moving.
The main move week for 2014 is June 23-28, with the first Sunday in the new church on
June 29.

Contact information:

2014 Manual

3-26

Current Conference Director of Moving
Rev. Mike Dyrdal
Cross Winds UMC
15051 Weaver Lake Rd
Maple Grove MN 55311
(763) 494-9463 (office)
(612) 239-7988 (cell)
mike.crosswinds@me.com
Conference Mover
Jon Archbold
Metcalf-Mayflower
1255 East Hwy 36
St. Paul, MN 55109
Telephone: 800-866-3113 651-484-0211
Fax: 651-484-0134
Email: jarchbold@metcalfmoving.com
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Pastor’s Profile
This is to be filled out by the pastor. It is in response to paragraphs 431 and 432.2 of the 2012 Book
of Discipline. It is designed to help the bishop and the superintendents in the consultation and
appointment making process. Information provided is important and will be used in an advisory way.

Name:

Date:

Date of Birth:
A. BACKGROUND
1. Family
Marital status: Spouse:

Spouse's date of birth:

Children or Other Persons Living in the Home:
Name

Date of Birth

Grade in School

Relation of Person

Date Graduated

Degree

Major (if applicable)

Describe your family:
2. Education
School

3. Work Experience
Previous Pastoral Appointments
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Other Employment History

Years

Areas of Responsibility

B. UNDERSTANDING OF CALL TO ORDAINED MINISTRY
1. Briefly describe your call to ministry and the current prompting in your life to do
what you do?
2. What brings you the most joy or fulfillment in the doing of ministry in your present
appointment? What is your passion?
3. What are your best gifts for ministry? What do you do well?
4. What areas of ministry do you find the most frustrating or find yourself struggling
with the most?
5. Where, do you recognize that you are you not gifted, and/or need to do some skill
development?
6. List your Myers-Briggs, Strengthsfinder, and DiSC profile if you know them.
7. Describe your leadership style.
8. How do you perceive your effectiveness in interpersonal relationships? Have you
ever completed an Emotional Intelligence assessment? What were your strengths
and places of growth?
9. Briefly describe your theological orientation/perspective, and how does this
influence your ministry. How do you work with people with a different perspective
from your own?
10. Share your vision of the church and its role in the world. How does your vision give
direction to your future in ordained ministry?
C. HEALTH AND WELLBEING
1. How do you practice the means of grace?
2. What kind of exercise do you do? What other hobbies or activities do you
participate in on a regular basis?
3. Are you currently in spiritual direction and/or a peer covenant relationship for
support and accountability? Please describe, including how often you meet.
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4. Do you tithe to the church?
5. What recent continuing education have you participated in? Please list including
dates attended.
6. Are there any chronic medical conditions or medical history we need to be aware of?
Please list.
D. PROFESSIONAL GIFTS/GRACES
To implement a church’s vision/mission, leadership needs to be given in many areas.
Describe your style of leadership in the following areas, and your self-perceived proficiency
in each of these core competencies:
1. Introducing people to Jesus (invitation and evangelism):
2. Motivating and developing a congregation to be a mission outpost:
3. Developing and communicating a vision:
4. Providing leadership for high-quality, relevant worship experiences (including
preaching):
5. Building, inspiring and leading a team of both staff and volunteers:
6. Identifying, developing and supporting lay leaders:
7. Interpreting and leading change; managing conflict:
8. Navigating successfully the world of technology:
9. Creating systems of excellent congregational care:
E. TRAINING
1. What special training, certification, or licensing have you received in the area of faith
formation and spiritual leadership (such as Disciple Bible Study, Covenant
Discipleship, STVIM, Stewardship, Cursillo/Walk to Emmaus, Prepare/Enrich,
Academy of Spiritual Formation.)
2. Have you participated in either Leadership for the 21st Century or the Great
Challenge Leadership Academy?
3. Do you speak any other languages besides English? Fluency?
4. Any other specialized skills you bring to ministry?
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F. INVOLVEMENT BEYOND THE LOCAL CHURCH
1. How have you been involved in the community where you live, and/or where your
church is located?
2. List areas of service to the district, annual conference and/or general church.
G. CONNECTIONAL ACCOUNTABILITY
Please record the following for the past five years of your current appointment whether you
were the appointed pastor or not:
Year

# of
Professions of
Faith

Average
Worship
Attendance

Average
Sunday School
Attendance

Membership

%
Apportionment
Paid

As you reflect on the data, what trends do you notice? What do you think are the reasons for
the upswings and downturns in the data?
2. List the following information for all previous appointments you have served in
Minnesota:
Church
Average
Average
Membershi Membershi
Growing.
Worship
Worship
p when
p when left
Stable or
Attendance Attendance
arrived
Declining
when
when left
Community
arrived

%
Apportionment Paid

3. What do you think are your greatest accomplishments in ministry to date?
4. What is your commitment to itinerant ministry, and what limitations do you have, if
any, that would impact a future appointment?
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5. We have three Annual Conference goals: 1) to increase in membership or worship
attendance by at least one as an annual conference; 2) to have the largest percentage
of young adult clergy in the U.S. Annual Conference; and, 3) to pay our general
church apportionments 100%. What are you doing to help your congregation meet
these goals?
6. How long do you see yourself in your current appointment? What kind of
appointment would you like to have next? If you are within five years of retirement,
what is your projected date of retirement?
7. Are there any personal or family considerations (aging parents, spouse’s
employment, child’s education, etc.) you would like the Cabinet to take into
consideration in making future appointments?
8. Given that an appointment change can happen any year, please rank the following
considerations in order of importance, and add comments as needed:
______ Missional match of gifts and needs
______ Salary
______ Geography
______ Parsonage or Housing Allowance
______ Spouse’s Employment
______ School system for children
______ Type of church: single point, multiple staff etc.
______ Other: Please describe:
Additional Comments or anything else you would like the Cabinet to know:
NOTE: Please send an audio tape of you reading scripture and preaching. Do not send video in lieu
of audio, but a video accompanying the audio is welcome. You may send an updated tape at any
time.
This profile is to be completed by November 1, and submitted electronically to the district
office. Please keep a copy for your files. It should be reviewed annually and updated as
needed.

Signed: _____________________________________________
Updated August 2005
Revised March 2009
Revised September 2009
Revised January 2012
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TIPS FOR THE INTRODUCTORY MEETING
BETWEEN THE NEW PASTOR AND THE S/PPRC

1. SHARING YOUR BACKGROUND, FAITH STORY, AND EXPERIENCE (10

Minutes).
The S/PPRC members are eager to learn about you. You are being introduced as the
person whom the Bishop intends to appoint as their new pastor. It is important that they
feel your enthusiasm for being there with them as well as your interest in sharing your
own story. God can and will use your personal witness even in this setting to encourage
those present in their faith. Take care not to go into lengthy stories or illustrations;
instead, give them enough to get a feel for you as a person.
2. ANSWERING QUESTIONS FROM S/PPRC MEMBERS.

Keep your answers fairly brief and to the point. The questioner can always ask for a
follow-up if necessary.
3. FREQUENTLY ASKED QUESTIONS

a. “What kinds of things would you try to do in your first six months here?”
b. “What steps do you take when you encounter conflict?”
c. “What is your preaching style?”
d. “What is your leadership style?”
e. “Describe the way you would work with _____________ Committee.” (This
depends upon the “job description” which has been shared with you by the District
Superintendent.)
f. “How do you work with people who may not agree with your theology?” (They
don’t always use the word “theology,” but may use terms like “religious views,”
“spiritual positions,” etc.)
4. QUESTIONS YOU ASK OF THE COMMITTEE.

You deserve the opportunity to ask members of the S/PPRC questions about their
church’s ministry. Please try to focus strictly upon the ministry, faith community, and
mission at this point; for it is more appropriate to reserve questions about the
parsonage/housing, vacation, days off, etc., until later in the agenda.
5. DEMEANOR.

If you are an extrovert, be cautious not to overwhelm people.
If you are an introvert, be cautious not to appear too tentative.
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United Methodist Church Profile
This is to be filled out by the Staff/Pastor Parish Relations Committee. It is in response to Paragraph 427.1 of
The 2012 Book of Discipline. It is designed to help the bishop and the superintendents in the consultation and
appointment making process. Information provided is important and will be used in an advisory way.

Church:

District

Charge:

Date

I.

The Community

You are encouraged to use MissionInsite to research the demographics of your zip code
area to help you complete this section. The website is www.missioninsite.com In order to
login on; you need the agency account code which is RPYiH. Follow the instructions on the
website to register as a church user.
A. Describe the ministry area your congregation serves. (i.e. inner city, suburban, small
city, rural. Include size of community, and appropriate demographics such as ethnic
makeup, average age, projected growth and household income.
B. How has your community changed over the past five years?
C. What future changes do you see occurring in your community?
D. What is your congregation known for in the community?
E. Name three or four other strong churches in your community and for what are they
known?
F. What community services and resources (cultural, recreational, economic) are
available to a pastor and family?

Church History
A. Give a brief history of this congregation. (Founding date, mergers and/or splits, time
of greatest membership and strength, time of greatest problems etc.)
B. Record the following information for the past five years.
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Year Avg.
Worship
Attendance

Avg. Sunday
School
Attendance

Membership # of
Professions
of Faith

% of
Apportionments
Paid

C. As you reflect on the data above, what trends do you notice? What do you think are
the reasons for any upswings or downturns in the data?
D. List the clergy who have served this church for the past 20 years.

III. Current Ministry Assessment
A. What are the three primary strengths of this congregation?
B. What is the purpose/mission/vision statement of this congregation? How well is
it known by the members of the congregation? How is it used in the
development and shaping of ministry?
C. What ministry is the church most noted for or most proud of?
D. What are your current goals and how are you working to achieve them?
E. How would you describe the attitude of the congregation towards change, and its
theological stance?
F. What is your sense of the congregation’s overall health and vitality? Are there
any unresolved conflicts?
G. What do you see the congregation doing and/or becoming in the next five years?
H. What is the challenge this congregation is facing, or where is its growing edge?

IV. Description of Ministry Areas.
Please provide a brief description as well as your assessment of the effectiveness of
this area.
A. Welcome and Hospitality: How do you reach new people and connect them into
the life of the congregation? Have you become a “Certified Welcoming
Congregation?”

2014 Manual

Staff/Pastor-Parish Relations Manual

3-35

B. Worship: What are your worship times, styles of worship offered, and any
distinctive elements? How often do you celebrate Holy Communion, and in what
method?
C. Children and Youth Ministries: Include Sunday school times, curriculum,
confirmation program, and other groups such as UMYF.
D. Adult Faith Formation: Do you have an intentional plan of discipleship? If so,
what is it? List any on-going groups such as Alpha, Disciple, Companions in
Christ, Walk to Emmaus in the table below.
Small group
Disciple Bible Study
Covenant Groups
Prayer Groups
Walk to Emmaus
Companions in Christ
Alpha/Beginnings

Describe

# of Sessions

E. Leadership Development: How are you developing new leaders and training
current leaders?
F. Outreach and Service: Do you support any missionaries? How are you involving
people in hands-on mission projects? What community needs are you seeking to
meet?
G. Community Life: How do you provide congregational care to people, and what
ways do you find to celebrate together as the body of Christ? List any
Fellowship Groups below.

V.

Congregational Data
A. Average age of the membership:
B. What is the financial health of the church? Are you balancing the budget?
Please attach a copy of your current budget.
C. Do you have building debt?

Amount?

D. Do you have an endowment?

Amount?
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E. Do you do an annual stewardship campaign?

What kind?

F. Paid Church Staff: List positions and number of hours per week.
G. Attach a description of your church governing structure as per the 2008 Book
of Discipline Paragraphs 243 and 244.
H. Is there a parsonage? Describe condition, when built, and amenities. Check
those items below that are provided by the church:
o clothes washer
o snow blower

o clothes dryer

o dishwasher

o lawnmower

VI. Leadership Needs
A. List the gifts/skills you desire for pastoral leadership.
B. Given your current ministry, what are the areas you most need a pastor to
give leadership to.
C. Given that no one person can meet every need, what do you need least from a
pastoral leader at this time due to the situation of your church, or having
sufficient resources in this area.
D. What else would you like the bishop and the superintendents to know about
your congregation, and pastoral leadership?
All ministerial members in good standing shall receive an annual appointment by the bishop (2012 Book
of Discipline). All clergy members who are in good standing in an Annual Conference shall receive annually
appointment by the bishop unless they are granted a sabbatical leave, a disability leave, or are on leave of
absence or retired. In addition to the ordained ministers, persons who have been granted a license as local
pastors and who have been approved by vote of the clergy members in full connection may be appointed as
pastors in charge under certain conditions which are specified in Paragraphs 315-320. All clergy members and
licensed local pastors to be appointed shall assume a lifestyle consistent with Christian teachings as set forth in
the Social Principles. The United Methodist Church affirms and practices open itineracy; therefore, it is
understood that age, sex, marital status, handicapping conditions, or race will not be considered as valid
objections to any appointment.

Please submit one copy electronically to the District Office by November 1.
Retain a copy for the local church file.
This record should be reviewed annually by the Staff Parish Relations Committee, and
updated as needed.
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Updated Jan. 2013
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Assessment: How We Do It
Introduction
The mission of the Church is to make disciples of Jesus Christ for the transformation of the
world. Local churches provide the most significant arena through which disciple-making
occurs.
We make disciples as we
• --proclaim the gospel, seek, welcome and gather persons into the body of Christ;
•

--lead persons to commit their lives to God through baptism by water and the
spirit and profession of faith in Jesus Christ;

•

--nurture persons in Christian living through worship, the sacraments, spiritual
disciplines, and other means of grace, such as Wesley’s Christian conferencing;

•

--send persons into the world to live lovingly and justly as servants of Christ by
healing the sick, feeding the hungry, caring for the stranger, freeing the
oppressed, being and becoming a compassionate, caring presence, and working
to develop social structures that are consistent with the gospel; and

•

--continue the mission of seeking, welcoming and gathering persons into the
community of the body of Christ.

The 2012 Book of Discipline, ¶120 - 122 uses the above words to describe the
mission of The United Methodist Church. As we carry out our mission, we continually
assess our faithfulness and effectiveness, offering our lives to Christ. Such assessment is a
shared ministry.
What are we doing when we assess the ministries of one another? What are the
processes we use? This tool invites us to think about these important processes, to pause and
review the way we go about assessing our ministries.

Assessing Our Ministries
Valuing one another is basic to our baptismal vows in Christ. There are many
relationships and settings in the church in which we are asked to give input and feedback, to
evaluate, and to appraise. Also, we are evaluated, appraised, and given feedback. Most of
this is not public. As members of the body of Christ, assessment is to be an expression of
loving others because God first loved us.
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Examine Your Assessment Process
An hour into the meeting Pastor Susan felt beat up by the Pastor-Parish Relations
Committee. Some of the committee members were disturbed and exhausted by the tensions.
It had been the annual “evaluation” meeting. Generally things at the church were going well,
she had thought. It was her third year at First Church and she had not expected such harsh
statements and questions about her ministry. Three of the committee members continually
quoted negative comments about the pastor’s performance from anonymous people in the
church. From a friendly start to the meeting, the process declined as the level of concern
grew.
This scene is a composite of what happens in too many instances. What’s going on
here? What’s the breakdown? How in Christ’s church could such a meeting take place?
Fortunately in many churches such abuse does not happen. What is the process in your
church? Use the following chart and questions to examine what you do.

1.

2.

3.

4.

Characteristics of Judgment-based
Assessment
Procedures and tools focus on clergy
performance in a variety of skill areas.
Rating scales are frequently used to
indicate clergy performance.
Persons participate as observers of the
clergy person. This includes PPRC
members, church officers and
members, DS, other clergy. In
candidacy and probation the observers
include interview committee members.
The process of observing and
commenting objectifies the clergy
person or candidate, isolating him/her
for purposes of scoring or rating. The
subject of the process is put overagainst the observers.
The assessment processes are for the
purpose of drawing conclusions and
making decisions: appointmentmaking, change of conference
relations, local church processes.
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Characteristics of Relationally-based
Assessment
1. Being and doing are valued. Identity,
roles, and performance are examined.
Articulation of call, vocation, and
attention to excellence in ministry are
enhanced.
2. Those who provide input and feedback
are companions in ministry and not
solely “observers.” This affirms the
ministry of all baptized persons and the
church as community.
3. The process of evaluation draws
participants closer together and thereby
both offers safety and requires risk. All
participants have some level of
vulnerability in the process (though the
levels differ.)
4. The assessment processes are done to
clarify ministry strategies in the
context of the church’s wide ministry
options. Each person’s identity, role,
and performance are engaged.
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“Ironically, by focusing on performing for someone else’s approval, corporations create the
very conditions that predestine them to mediocre performance. Over the long run, superior
performance depends upon superior learning.” Peter Senge. “The Leader’s New Work:
Building Learning Organizations.” Sloan Management Review, 32, no. 1 (Fall 1990):
pp.7-23.
Excerpted from Assessment: How We Do It (ICOP 945018). Art Gafke, Division of Ordained
Ministry, General Board of Higher Education and Ministry, The United Methodist Church, P.O. Box
340007, Nashville, TN 37203-0007.

Although the Minnesota Annual Conference does not recommend a particular
instrument, more than anything else, you will want to create an environment for effective
ministry. The following pages speak of ways to do that. There is a process to develop a
ministry covenant as well as a discussion of performance reviews for all types of staff as well
as two performance review instruments.
The chapter concludes with a summary of two particular systems of skills or
competencies that are delineated in recent books by Jill Hudson and Ronald Sisk and
published by The Alban Institute.
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Creating an Environment for Effective Ministry
Clergy Support
Time:
Clergy in many ways work a 24/7 job. As an SPRC you can interpret to the congregation
that a pastors’ job is not 8 to 5 Monday through Friday, and that it is critical to a pastor’s
well being that they have time away from the parish. Each pastor is entitled to
• A day off each week, often Mondays or Fridays, to compensate for working on Sunday.
A typical week has 21 potential work modules (morning, afternoon, evening). Full time
work for clergy is on average 12 to 15 depending on the week. If your pastor is at the
church more than 3 to 4 nights a week, you might want to ask if they are getting
adequate family/personal time.
• Four weeks of vacation each year, including Sundays. After 10 years of experience this
is increased to five weeks.
• A week, including Sunday, each year, to serve a conference camp or other conference
work.
• A week, including Sunday, each year for continuing education.
• Every four years, pastors are encouraged to take a renewal/study leave of four weeks.
This is in addition to their vacation time. Financial help for pulpit supply and pastoral
care coverage is available from the Board of Ordained Ministry.
Compensation:
The Annual Conference has set minimum salary guidelines for all clergy. If your
congregation has the resources to pay more than the minimum salary, you are encouraged to
consider a process for giving merit increases. This assumes you are setting priorities and
goals and conducting annual performance reviews.
• A simple way to do merit increases is for the SPRC to set a range that fits the
congregation’s budget. It may be in terms of percentage (i.e. 1 to 3%) or it could be
actual cash amount (i.e. $100 to $1000). The amount given would be determined by the
staff member’s performance review. An outstanding rating would receive the maximum
raise, an excellent mid-range, and good a minimum merit increase. Anything less than a
good receives no merit increase.
• A merit increase does not take the place of Cost of Living increases. You want to make
sure your compensation levels are keeping pace with inflation.
Non-Cash Benefits:
Often the church’s budget does not allow for significant salary increases. There are other
ways to show appreciation to your staff:
• Give them an extra Sunday off.
• Offer to baby sit their children for a weekend away, and give them a gift certificate for a
bed and breakfast.
• Have a clergy appreciation Sunday.
• Send them flowers for no special occasion except to say we appreciate you.
• Host a staff dinner and have people give testimonies about the staff.
These are just a sample of ideas. Be creative and see what you can dream up.
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Creating an Environment for Effective Ministry
Determining Priorities and Goals
Knowing Your Staff
•

•

Soon after your pastor arrives, have a conversation about his or her strengths and passion
in ministry. Have the pastor share any inventories they might have taken such as a
Myers-Briggs Type Indicator. Another resource is the book Now, Discover Your
Strengths by Marcus Buckingham or Living Your Strengths by Albert Winseman,
Donald Clifton, and Curt Liesveld. As a team you might want to read either of these
books, and have each new staff member complete a Gallup Strengthfinder inventory.
The book tells you how to do this. You also want to talk about the pastor’s working
style, and what gives them energy and what drains energy.
For each staff member, make sure you have in place a current job description that
includes the responsibilities of this position.

Setting Priorities:
• Each year, sometime in the late spring, you will want to set priorities for each staff
member’s time. The SPRC works this process with the clergy, the lead pastor with the
rest of the staff. The process always needs to be as a conversation with the staff person.
• Review the job description. For the pastor that can be found in the Book of Discipline
¶340.
• The conversation begins by the pastor and committee asking, “given the scope of this
job description, knowing our pastor’s strengths and passion, what needs to be the
priorities for his/her work in the coming year.” You will want to set 3 to 5 priorities
that are critical to the ministry of this congregation that the pastor must absolutely do if
this congregation is to fulfill its vision and mission.
• You may also want to set some secondary priorities. Things that are not critical to the
mission of the church for the coming year but would be nice to do. They might be things
that the pastor enjoys doing such as teaching a Disciple class. It might be a thing the
congregation likes having done, bringing communion to shut-ins, but recognizes that the
pastor does not need to be the one doing this. Again, probably no more than 3 to 5
secondary priorities.
• After setting these, you need to make sure everyone is in agreement. Do these priorities
help the church advance in living out its vision and mission? Does the pastor own these,
is excited about them, and willing to work hard at them? If that is not the case, you need
to go back and re-think these priorities or check out what is getting in the way. For
example, are there different understandings of the role of the pastor, or lack of clarity
about the direction the church is moving?
Establishing Goals:
• Once you have chosen three to five priorities, you then need to set goals for each of
those priorities. So, for example, you and the pastor have agreed that the priorities for
the coming year are Sunday morning worship, leadership development, and expanding
the small group ministry. That tells you the areas the pastor will be working in, but not
what he/she hopes to accomplish in each area and how they will go about it.
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•

Goals are concrete. They include qualitative as well as quantitative improvement. They
are measurable and/or observable. Some examples might be:
Small Groups:
--We will have five more small groups this year led by laity. The pastor will invite and
train these new leaders.
--Each small group leader will be coached in how to find and train an apprentice, so that
we are building a cadre of new leaders.
--Small groups will be a place of community and faith formation. We will do this by
providing high quality curriculum and providing a monthly training session for small
group leaders.
Leadership Development:
--The pastor will work with the Lay Leadership team to develop a process for members
of the congregation to identify their spiritual gifts, so that we have more people serving
in their place of passion and giftedness.
--To help people serving in the core ministry teams grow, the pastor will lead a teaching
time for leaders for the first 30 minutes on the all church meeting night.

•

Two to three goals for each priority are reasonable. If the goals are significant ones, this
is all a person really can focus on.

Creating a Learning Plan:
• Once you have agreed upon priorities and goals, you then need to address any areas that
the pastor might need to do some continuing education so they can effectively meet
these goals. It may be attending a workshop, or doing some reading, or finding a mentor
in this area. You will want to include those things in your plan, and make sure you have
budgeted money and time for those learning events.

Checking In
•
•

Complete a Clergy Excellence Plan with the pastor listing the priorities/goals and
learning plan.
Each month when you meet, check in on how it is going. Has the pastor been able to
give his/her best time and energy to the priorities? If not, what is getting in the way, and
how can the SPRC help? What kind of progress is being made on the goals? Remember,
this time is to help encourage and support, not to micro manage the pastor. Sometimes in
the course of a year, you realize that you chose the wrong priorities or goals, and they
need to be adjusted, or that for these goals to be accomplished, other things have to
happen first, so you go back and set different goals to allow those foundational things to
occur. It is ok to make mid-year adjustments. That is why you do the monthly checking
in.
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Creating an Environment for Effective Ministry
Annual Performance Reviews
Rationale:
An annual time on reflecting on a staff person’s goals and performance allows the
staff member to receive affirmation for their work, as well as concrete feedback that will
help them be more effective. It also allows the congregation a way for evaluating the staff
member beyond personal like or dislike, which then is information for setting compensation.
Methodology:
The method is not as important as the consistency of doing the feedback every year.
A congregation will need to establish how they want to receive feedback, and what process
they will use to evaluate staff performance. Included here is one model. Feel free to adapt it
to fit your setting, or to create something entirely different.
Staff Member/Supervisor Evaluation:
• The attached sample performance review lists a variety of performance factors. There
are also lines to enter in a person’s goals that they have set in conjunction with their
supervisor and/or the SPRC. The SPRC needs to create a form that reflects the
performance factors important to your congregation.
• The staff member takes the form and does a self-evaluation. The supervisor completes
the form evaluating the staff member. For each performance factor or goal, a rating is
given from Outstanding to Unsatisfactory. At the bottom of the form, a narrative is
written reflecting on progress in the past year. The person then assigns an overall rating
for the staff member. After they have each completed their form, a time is set for a
conversation. The staff member and supervisor share the contents of each of their forms,
and some notes are made about improvements needed, which become a part of the
Ministry Covenant for the next year (see Determining Goals and Priorities). The staff
member and supervisor both sign the performance review forms, and a copy is placed in
the staff members personnel file.
• For clergy, the SPRC functions as the supervisor. The lead pastor or other designated
supervisors would do the review for the rest of the staff.
• A copy of the performance review of clergy needs to be forwarded to the District
Superintendent upon completion.
• The performance review of each staff member becomes information as SPRC determine
compensation for the coming year. If the staff member receives a good to outstanding
rating, it is recommended that some kind of merit increase be considered.
Full Circle Feedback:
Every two to three years, it will be helpful to receive feedback from the groups with
which the staff members works. Again, this can be as in-depth or as simple as you would
like to make it. For a sample of an in-depth survey, please refer to the book Evaluating
Ministry, which is listed on the resource page.
•

A staff member identifies 20 to 30 people from whom to request information. They
may be a cross section of the congregation, members of a class they have been teaching,
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•

•
•

•

a committee they have been working with, etc. You probably want to choose people that
reflect the priorities areas of the staff member.
If the staff member supervises other staff, you will also want to receive feedback from
them. You may ask the same questions you ask of parishioners or vary them to reflect
more the working relationship.
The SPRC/supervisor sends either a letter asking the person to give you feedback
regarding the staff member’s work.
Some sample questions might be:
--How has this staff person help you grow spiritually?
--What has gone well in the past year in your interactions with this staff member?
--What do you appreciate about this staff member’s leadership/work?
--If there were one thing this staff member could do that would enhance the
effectiveness of the ministry of this congregation, what would it be?
--Any other comments you would like to make?
Have a place for people to sign their response. The supervisor or SPRC should be the
one to receive these responses, and then collate the answers. A summary sheet would be
shared with the staff person, and a conversation about what the responses reflect about
the staff person’s relationships and performance.

A Final Note:
The Annual Performance Review is done in conjunction with the setting of priorities
and goals. If you are doing a monthly check in on progress, there should be no surprises in
the annual review. The point is not to try to discover things going wrong, but to celebrate
what is going right, and to better focus time and energy that helps the congregation more
effectively live out its mission and ministry.
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8 CHARACTERISTICS OF EFFECTIVE CLERGY
TO LEAD CHURCHES IN
REACHING NEW PEOPLE AND CULTIVATING SPIRITUAL VITALITY
	
  
§

A	
  personal	
  passionate	
  faith:	
  	
  Deeply	
  loves	
  God,	
  expresses	
  a	
  vibrant	
  spirituality	
  and	
  lives	
  a	
  holy,	
  
healthy,	
  grace-‐filled	
  life	
  that	
  is	
  evidenced	
  by	
  an	
  ability	
  to	
  articulate	
  the	
  difference	
  Jesus	
  Christ	
  makes	
  
in	
  their	
  life	
  and	
  the	
  consistent	
  practice	
  of	
  the	
  means	
  of	
  grace.	
  

§

An	
   evangelistic	
   heart:	
   	
   Loves	
   people	
   and	
   passionately	
   desires	
   to	
   see	
   lives	
   transformed	
   through	
   a	
  
relationship	
  with	
  Jesus	
  Christ	
  by	
  committing	
  themselves	
  to	
  leading	
  congregations	
  to	
  reach	
  the	
  least,	
  
lost	
  and	
  left	
  out	
  and	
  inviting	
  people	
  on	
  a	
  journey	
  towards	
  radical	
  discipleship	
  resulting	
  in	
  people	
  
growing	
  spiritually	
  and	
  the	
  church	
  growing	
  numerically.	
  

§

Invites,	
  forms	
  and	
  send	
  disciples:	
  	
  Inspires,	
  engages	
  and	
  motivates	
  others	
  by	
  preaching	
  the	
  good	
  
news	
  with	
  conviction,	
  prepares	
  and	
  leads	
  excellently	
  executed	
  worship	
  services	
  that	
  connect	
  people	
  
to	
  God,	
  each	
  other,	
  and	
  the	
  needs	
  of	
  a	
  seeking	
  world,	
  casts	
  a	
  compelling	
  vision	
  of	
  what	
  it	
  means	
  to	
  be	
  
the	
  body	
  of	
  Christ,	
  offers	
  a	
  thoughtful	
  Wesleyan	
  theology	
  that	
  is	
  relevant	
  and	
  meaningful	
  to	
  people’s	
  
everyday	
  lives,	
  and	
  unashamedly	
  calls	
  people	
  into	
  a	
  life	
  of	
  stewardship	
  where	
  they	
  offer	
  joyfully	
  their	
  
prayers,	
  presence,	
  gifts	
  and	
  service	
  to	
  the	
  work	
  of	
  the	
  kingdom.	
  

§

Effective	
  leadership	
  skills:	
  	
  Thinks	
  and	
  works	
  organizationally	
  by	
  creating,	
  managing	
  and	
  navigating	
  
systems;	
   developing	
   and	
   implementing	
   strategic	
   ministry	
   plans;	
   building	
   teams	
   and	
   influencing	
  
others	
   to	
   achieve	
   common	
   goals;	
   initiating	
   change	
   and	
   managing	
   conflict	
   so	
   as	
   to	
   increase	
   a	
  
congregation’s	
  capacity	
  for	
  change	
  and	
  ability	
  to	
  address	
  adaptive	
  challenges;	
  and	
  adjusting	
  their	
  
leadership	
  style	
  to	
  fit	
  the	
  context.	
  

§

Holy,	
  healthy	
  habits:	
  	
  Sustains	
  themselves	
  for	
  ministry	
  by	
  having	
  a	
  healthy,	
  interesting	
  personal	
  life	
  
that	
  is	
  appropriately	
  balanced	
  with	
  their	
  vocational	
  work,	
  expressions	
  of	
  which	
  are	
  clear	
  personal	
  and	
  
professional	
  boundaries;	
  practices	
  of	
  good	
  self-‐care;	
  life-‐giving	
  relationships	
  outside	
  the	
  church;	
  
interests	
  and	
  hobbies	
  that	
  lead	
  to	
  a	
  well-‐rounded	
  life.	
  

§

Emotional	
   and	
   social	
   intelligence:	
   	
   Demonstrates	
   self-‐awareness,	
   interpersonal	
   skills,	
   self-‐
confidence,	
  emotional	
  self-‐control,	
  authenticity	
  and	
  empathy	
  for	
  others.	
  

§

Life-‐long	
  learner:	
  	
  Seeks	
  to	
  be	
  a	
  life	
  long	
  learner	
  and	
  makes	
  the	
  investment	
  in	
  on-‐going	
  personal	
  and	
  
professional	
  development.	
  

§

Love’s	
  God’s	
  world:	
  	
  Embraces	
  the	
  world	
  as	
  their	
  parish,	
  and	
  therefore	
  expects	
  to	
  be	
  connectional	
  in	
  
ministry,	
  awake	
  to	
  the	
  large,	
  diverse	
  world	
  in	
  which	
  we	
  live,	
  and	
  deeply	
  engaged	
  in	
  working	
  towards	
  
God’s	
  shalom	
  for	
  all	
  people.	
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CONGREGATIONAL MINISTRY PLAN
	
  
A. Introduction	
  	
  
Name	
  of	
  Church:	
  
Starting	
  Date:	
  
Targeted	
  Completion	
  Date:	
  
Reach	
  New	
  People	
  Strategic	
  Ministry	
  Track	
  We	
  Are	
  On:	
  
Natural	
  Church	
  Development	
  Minimum	
  Factor:	
  
Natural	
  Church	
  Development	
  Maximum	
  Factor:	
  
	
  
	
  
B.

Year

Context	
  for	
  Ministry	
  
1. Community	
  
	
  How	
  do	
  you	
  describe	
  the	
  community	
  your	
  church	
  is	
  called	
  to	
  reach	
  and	
  serve?	
  	
  What	
  are	
  
the	
  key	
  attributes	
  of	
  this	
  community?	
  	
  What	
  changes	
  have	
  you	
  noticed	
  occurring	
  in	
  your	
  
community	
  that	
  have	
  implications	
  for	
  your	
  future	
  ministry?	
  
2.	
  	
  	
  	
  History	
  
Record	
  the	
  following	
  information	
  for	
  the	
  past	
  five	
  years.	
  	
  
	
  
Avg. Worship
Attendance

Avg. Sunday School
Attendance

Membership

# of Professions of
Faith

% of
Apportionments
Paid

As	
  you	
  reflect	
  on	
  the	
  data	
  above,	
  what	
  explanations	
  would	
  you	
  give	
  regarding	
  upswings	
  or	
  downturns	
  in	
  
the	
  data?	
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C. Clarity	
  and	
  Agreement	
  on	
  the	
  Foundational	
  Building	
  Blocks	
  of	
  a	
  Ministry	
  Plan	
  	
  
1. Purpose	
  
Why do we exist? What are we called to do and be now, in this time and place?

2. Principles	
  
What values will guide our life and decision making?

3. Promise	
  
What can the community always trust or expect from us?

4. People	
  
Who does our heart break for? Who are we passionate about reaching?

	
  
D. An	
  Analysis	
  of	
  Our	
  Congregation’s	
  Strengths,	
  Weaknesses	
  and	
  Opportunities	
  
Strengths to Build On

Opportunities for Mission in Our Community
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Dysfunctions in Our Congregation That Need to
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E. Setting	
  the	
  Vision	
  and	
  Goals	
  
1. Vision	
  
What	
  would	
  “success/fruitfulness”	
  look	
  like	
  three	
  to	
  five	
  years	
  from	
  now?	
  	
  	
  
	
  
2. Long	
  Term	
  Goals	
  
What	
  results	
  will	
  we	
  have	
  accomplished	
  in	
  order	
  to	
  reach	
  our	
  vision	
  in	
  three	
  to	
  five	
  years?	
  
	
  
3-‐5	
  Year	
  SMART*	
  Goals	
  
	
  
	
  
	
  
	
  
*	
  	
  

	
  

Yearly	
  Milestones	
  
	
  
	
  
	
  
	
  

SMART	
  Goals	
  are	
  Specific,	
  Measurable,	
  Attainable,	
  Relevant	
  (to	
  Vision,	
  Mission,	
  and	
  Ministry	
  
Plan),	
  and	
  Time-‐Bound	
  	
  

3. Current	
  Year	
  Outcomes	
  
What	
  outcomes	
  will	
  we	
  accomplish	
  in	
  the	
  coming	
  year	
  to	
  move	
  us	
  toward	
  our	
  long	
  term	
  goals?	
  
	
  
Outcome
(Yearly Milestones)

Action Steps

By Whom?

By When?

4. Rally	
  Cry	
  
What	
   is	
   theme	
   or	
   message	
   that	
   we	
   will	
   use	
   this	
   year	
   to	
   summarize	
   our	
   outcomes	
   and	
  
communicate	
  them	
  to	
  the	
  congregation	
  so	
  that	
  they	
  can	
  understand	
  and	
  grab	
  onto	
  them	
  and	
  
see	
  how	
  they	
  are	
  guiding	
  our	
  work	
  in	
  this	
  year?	
  
	
  
	
  
5. Benchmarks	
  for	
  Health	
  and	
  Vitality	
  
What	
  key	
  indicators	
  do	
  we	
  want	
  to	
  pay	
  attention	
  to	
  about	
  our	
  overall	
  congregational	
  health,	
  
vitality	
  and	
  effectiveness?	
  	
  (Refer	
  to	
  “Practices	
  of	
  Fruitful	
  Congregations”	
  for	
  ideas.)	
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F. Use	
  a	
  Scorecard	
  to	
  Review	
  Progress	
  
	
  
Rally Cry

Outcome One

Outcome Two

Outcome Three

Outcome Four

Key Indicator

Key Indicator

Key Indicator

Key Indicator
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Clergy Update—Take some time to reflect on your ministry this year both
in your personal life and your professional life.
Name:
Strengthfinders (5):

Church/Charge:

First Year in Current App’t:______

Support and Prayer:

What are you celebrating in your life and ministry?
What Holy Spirit breakthroughs are you discerning? What brings you joy?
What if any are family concerns or transitions that you would like the cabinet to be aware of?
How do you tend your own spiritual life?
Are there other concerns? What is most important for you to share during our time together today?
How are you supported by or supporting other ministry colleagues?

Self-Review: Eight Characteristics of Effective Clergy: Which two of the characteristics are

particular strengths for you, or are most fulfilling? Which two areas are challenging to you? How can your DS
assist you in this?
A personal passionate faith:

An evangelistic heart:

Invites, forms, sends disciples:

Effective leadership skills:

Holy, healthy habits:

Emotional/social intelligence:

Life-long learner:

Loves God’s world:
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Mission and Ministry Planning

Mission: To make disciples of Jesus Christ for the transformation of the world.
Vision: Every congregation expresses the scriptural imperatives: reach new people, cultivate spiritual vitality, and
heal a broken world.
Vision Pathways: equipping missional congregations, developing missional leaders, generating missional
resources, and extending missional impact.
Is there an intentional ministry plan in use in your local church/charge?: (circle one) Yes OR No
If “Yes”, what method does your church use to create, review and update their ministry plan?
Has the ministry plan been reviewed and updated by your SPR and Council? If so, when? Please attach your
church ministry plan in whatever form your church uses.
If there is “No” plan, what steps do you intend to take to develop one? When? Do you need assistance?
The following is just one example of a template that could be used.

Congregation Ministry Plan
Short-Term SMART (Specific,
Measurable, Aligned to the
mission, Realistic, Time
sensitive) Goals
1. Reaching New People (System)
Have you considered Missional
Journey, Healthy Church
Initiative (HCI), or other
resources to help you discover
new approaches? Would you like
more information about these?
Contact our Congregational
Development office:
Gail.Johnson@minnesotaumc.org
2. Cultivate Spiritual Growth
(System)
Have you talked with some of our
resource people to check out new
resources and ideas? Ask me for
names and contact information if
you are looking for help in this
area.
3. Healing of a Broken World
(System)
Have you scheduled a visit with
our Director of Missional Impact,
Lyndy Zabel and some of your
key lay leaders? Lyndy is
interested in hearing what you are
already doing and he can also
offer resources/ideas if you are
looking for new ideas. His email
is:
lyndy.zabel@minnesotaumc.org
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Clergy Development and Continuing Education Plan
Continuing Education and
Renewal Goals from 2013
1.

Completed during the
past year

Planned for current
year 2014

Longer-term development
2015

2.

3.

Just a sample of ideas to prime the pump for skill building and renewal
The Church of the Resurrection Leadership Institute
Stewardship events sponsored by our foundation
Soul Leaders
School of Congregational Development

New Opportunities Coming this Fall for Clergy:
Clergy Leadership Academy- this will sharpen your leadership skills in many areas. This will be a three year
commitment. Applications will be out this summer.
Clergy cluster groups designed for peer learning and support. Please let me know if you are interested in
being a part of this. These groups will be voluntary and structured around loving, learning and leading.
This is a year commitment.
Urban Ventures Cohort: I am forming a partnership with Urban Ventures to pilot a cohort group which will start
in the Fall of 2014. This group will be led by Art Erickson who founded Urban Ventures after growing the youth
ministry at Park Avenue to 1600 students in the 1970’s. He knows how to identify a neighborhood and work it as
a parish, forming community partnerships and meeting real needs. This is called Urban Ventures but the principles
are applicable to a variety of settings. Art has a proven track record in developing over 100 leaders who now lead
churches, parachurches and non-profits across the nation. Would you like more information about this?
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Appointment Notes and Requests:
What level of personal enthusiasm do you have for your current appointment?
As you look to the future, what do you hope to accomplish in the church and neighborhood before you
ask for a new appointment?
What excites you most about your current appointment? What struggles are you facing? How could your
DS partner with you in addressing these struggles?
How long do you feel called to continue in the current appointment?
What would you consider most important in a future appointment?
Are there geographical or other limits to full itinerancy for you? If so, what are they?
What other information do you wish to share with the Cabinet?
Would you like a consultation appointment in December?
When do you anticipate retirement?
Advisory Form on Limited Itinerancy (2014)* This is not required for deacons, certified lay
ministers, or licensed local pastors: All parties in the appointment-making process are called to work in
covenant to assist every local church in “making disciples of Jesus Christ for the transformation of the world.”
One part of the covenant of itinerant ministry says that every Elder, Elder-track person and associate member
in good standing and who continues to demonstrate effectiveness in ministry will be appointed if feasible. The
covenant does not, nor should it, guarantee or promise any particular salary beyond minimum salary, location,
size of church or worship attendance. It is sometimes necessary that the seriousness of other covenants we
have made (such as marriage, parenting or elder-care) must take priority over the commitment to itinerate. If
this is the case for you for the ensuing appointment year, please fill out the remainder of this form to advise
the Bishop and Cabinet of the same.
During the current appointment year my ability to itinerate is limited in the following ways: (Please state geographical or other
limitations; and the covenantal reasons why they take precedence over your commitment to itinerate.). I ask that you honor these
limitations and I understand that (check all that apply):
( ) In order to receive an appointment in my preferred geography, I may need to take a salary cut, and am
willing to do so.
( ) In order to receive an appointment in my preferred geography, I am willing to serve less than full time.
( ) It may not be possible to appoint me within the geography that I have specified. If that is the case, I am
willing to:
( ) Take a leave of absence or family leave.
( ) Consider an appointment beyond my preferred geography.
_____________________________________
Signature of Pastor
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Conflict Resolution and the Pastor-Parish
Relations Committee
The materials provided in this section are intended to give you an overview of conflict as it
relates to the Church. Reading thoroughly the booklet “Guidelines for Leading Your
Congregation: Pastor-Parish Relations” gives you the complete overview of the role and
function of the committee. One statement made in defining what is a Pastor-Parish Relations
Committee stands out:
“United Methodist congregations give the Staff/Pastor-Parish Relations Committee the
responsibility for administering the relationship between staff, congregation, and the district
superintendent so that the mission of the Church moves forward.”(p.7)
In that role, it is intended that you function as a liaison among pastor and congregation and
the various groups that do the ministries of the church. The responsibilities then become
how to be alert to ways in which to prevent disagreements from becoming divisive conflict
that stands in the way of doing the mission of the church. Disagreements are a natural part of
the interactions of human beings – often it is right at the point of the intersections of our
divergent ideas that new insights are gained and new directions can begin. Unfortunately our
natural responses include avoidance, minimizing, triangulation (bringing others not directly
involved into the disagreement), or taking the disagreement personally.
Read the materials that follow in this section to help you understand what conflict is and our
biblical mandate to be peacemakers. Below are a few suggestions of how to best prevent a
disagreement from escalating:
1. Communication is the key, especially first hand. Do not listen to concerns expressed
through another person anonymously. When approached regarding a concern or
issue, encourage them to place it in writing, signed, or come before the committee to
share their concern. This not only allows the concern to be aired, reducing tension
and the need to tell others not involved, but we do a disservice to someone with an
issue when they are not given the opportunity to be heard.
2. All positions, whether volunteer or paid, need to have job descriptions, stating not
only the actual responsibilities of the position, but also to whom they report. Many
disagreements can be avoided when this simple preventative step is taken.
3. Maintaining confidentiality should go without saying. However, a guideline for
Pastor-Parish committees is that nothing shared within the meeting should be shared
outside of that context, except the final decisions. This allows free exchange of ideas
without fear and will also encourage others, including the pastor, to come before the
committee knowing that what they say will not be repeated outside of the meeting.
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People trust only those whom they believe have listened and understood. Active listening
requires that you focus on the speaker and reflect back to them exactly what you have heard
so they have the opportunity to correct any misunderstanding of what they meant.

Overview of Conflict
Understanding Conflict: The Experience, Structure, and Dynamics*
The Definition: In our language the word ‘conflict’ comes from the Latin word
confligere, which literally means to ‘strike together’. It leaves us with an image of
flint and stone, sparks, and fire. The Chinese form the symbol for conflict by
combining two terms: danger and opportunity. This perception does not see conflict
in terms of collusion, force and heat, but as a challenge.
The Structure: Conflict is composed of three elements, people, process and problem.
People - relational and psychological elements of the conflict (i.e., feelings,
emotions, self-esteem, and how individuals look at the problem and others)
Process - way decisions get made and how people feel about it (i.e.,
resentment, feeling of being treated unfairly, sense of powerlessness)
Problems - specific issues and differences people have between them
The Dynamics - Levels of Conflict
Level One - At this level, the conflict is seen as a problem to solve, and the
participants are able to focus on the problem. Language is specific and clear.
Level Two - On this level people become more self-protective. The problem
now becomes secondary, while the participants protect themselves. Language
will be general and often not specifically about the issue.
Level Three - Here people turn from self-protection and take the offensive.
They are concerned now with winning, with having their views prevail. They
read minds, distort, and talk about perceptions as if they were fact.
Level Four - The objective again changes. No longer are people interested in
merely winning; they want to get rid of someone. There has to be a parting of
the ways. Language becomes even more distorted.
Level Five - On this level people become religious fanatics about their
position, and may even feel called by God to save the church by getting rid of
the person who they have identified as the problem.
Problem solving techniques are usually effective for stages one to three, but
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outside help is needed when the conflict reaches level four and five.
Preventive Measures for Conflict*
Deal with personality issues - Not all people are alike which calls not only for
understanding, but for tolerance and flexibility as well. Those who are antagonists call for
patience and understanding but cannot be allowed to do whatever they will. When they
continue to stir up the church with rumors, gossip, and speculation they are in violation of
the qualifications and responsibilities for church membership.
Clear up role confusion - Review official documents of the Conference and the local
congregation to see what they say about the roles of the leaders. Think through and talk
through the subject until there is a common understanding. And see that staff members have
clearly written descriptions of their responsibilities, including to whom each is responsible.
Improve Communication - Leaders have the responsibility to communicate with
followers. Information about goals and program plans is essential. Information about needs
and opportunities is also essential. An informed person is usually an interested person; an
informed person is usually challenged to deeper commitment and involvement; an informed
person is less inclined to produce conflict.
Use of the following questions will strengthen communication:
Disarming questions: Do you feel I can help you solve this question?
Bridge-building question: I’d like to help you. Why don’t we try to solve this
question together?
Questions that foster understanding: I’m sure you have many good reasons
for thinking the way you do. But since I don’t see it your way, why don’t you
share them with me?
Truth-revealing questions: You seem better informed than I. Where and
when did you get this information?
Tolerance-producing questions: I see another side to this. May I share my
thoughts on this with you?
Questions that may point up your opponent’s weaknesses and disadvantages:
Do you see any dangers that could arise if we followed your suggestions?
Questions that put your opponents in your shoes: What would you do if you
were in my position?
Questions that create an atmosphere for compromise: What, as you see it, are
the alternatives? Could we ask someone else for an opinion?
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Questions that beg for time: If what you say is correct we will have to take
the time to re-examine our policy (or attitude or position). Let me study your
findings so that we can get together soon to explore various solutions.
*Resources Used
Lederach, John Paul, “Understanding Conflict”
Leas, Speed, “When Conflict Erupts in Your Church”
Schuller, Robert, “Seminar on Church Leadership”
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Observations on Conflict in the Bible
The response to anger, disagreement, and conflict in Christian settings is often that conflict
is not a “Christian” activity. It may be seen as a sin to disagree, and that the disagreement
shows a lack of love. Yet a church that invites open expression of disagreement will have
less conflict. In the Bible are numerous passages on conflict resolution – the concern is not
whether or not there will be conflict. It is assumed that conflict will exist. The concern of the
passages is how to deal with that conflict.
The Bible is full of diversity and conflict, always a reality in the life of God’s people.
Conflict is often an opportunity to learn something new about God and ourselves.
Reconciliation is God’s gift to us. The church’s role is not to make the reconciliation happen
(God does that) but to create an environment where God’s reconciliation has a better chance
of happening. People in conflict often behave like enemies – and Scripture calls us to find
ways of loving them.
Here are a few examples from Scripture:
Leviticus 19: 17, 18
This passage advocates the settling of differences rather than avoiding conflict. It suggests in
verse 17 that it can be a sin if you don’t resolve the differences. If not resolving differences
leads to hard feelings, revenge or hate, it is sin. The conflict itself is not the sin. By settling
the differences, you show you love your neighbor as you love yourself.
Matthew 5:23-25a
Matthew says if you have a dispute with your brother or sister you should settle it; if it is not
settled, it comes between God and you and that is the sin. Conflict should be settled on a
personal basis between individuals.
Matthew 18:15-20
The Gospel according to Matthew gives a description of successive steps to take in dealing
with a conflict that has resulted in sin. God intends for us to live in peace and peacemaking
begins with our brothers and sisters. Conflict is inevitable and normal; the question is not if
we have conflict, but how we respond to it. Direct communication is the best and creates the
opportunity for reconciliation. Triangling needs to be avoided (bringing others into our
disagreement). Taking the steps ensures working through the conflict in the most direct way
possible. Remember in looking at these steps how Jesus would have treated the “tax
collector and Gentile”. Whenever conflict occurs it affects the whole church. God is present
for the purpose of helping people resolve their differences.
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Acts 6:1-7
Conflict is a normal part of church life. It may indicate that people are out of touch with one
another or the group or it may point out an injustice or structural problem within the church
that needs changing. The best way to resolve conflict is to come together and honestly share
those differences and draw on the gifts of those in tune with the Spirit to discern the
resolution from God. Conflict, when handled appropriately, can improve relationships in the
church as disagreements are aired and tensions are reduced.
Acts 15:1-35
Resolution can only begin by acknowledging that a problem exists. Only then can a forum
be found to address the problem and hear all viewpoints. Learn to listen, not only to speak –
seek discernment through each other’s voices what God is telling the church. Conflict can be
a means of God’s revelation of new directions for mission and ministry. Through the
disagreement in Acts 15, the mission and message of Jesus went to new directions and
places.
II Corinthians 5:11-20
We are called to be peacemakers – agents in God’s work to bring about the transformation
of conflict. Being in Christ we are a new creation, called to be part of his ministry of
reconciliation, just as he himself reconciled us to God, not counting our trespasses against
us.
Conflict Resolution in the Early Church
Steps to Resolve Conflict
Negotiation – Matthew 5:23-24

(Matthew 18:15)

Mediation – Philippians 4:23-24

(Matthew 18:16)

Arbitration – I Corinthians 6:1-6

(Matthew 18:17)
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Opening Up Lines of Communication
It is not unusual for the first signs of conflict to be a breakdown in communications
(sometimes it happens the other way round, too). The conflict begins well before
communication stops, but it isn’t always recognizable in the early stages. When a member of
the congregation approaches a member of the Staff/Pastor-Parish Relations Committee and
seeks to have that person do their bidding for them warning flags should go up! There is a
right and a wrong way to approach this situation. It is very easy to be pulled into an
unhealthy triangle. Healthy relationships begin and end with direct and forthright
communication.
As a member of SPRC, the first question you ask of this person is “Have you ever been to
talk with ‘B’ about this matter?” Assuming the response is “No,” the second question is “Do
you feel comfortable going to talk with ‘B’?” Assuming the response continues to be “no,”
the next question is “Would you like me to go with you to talk with ‘B?’” If the response
continues to be “no”, then the next question is “Do I have your permission to go to “B” to
take your concerns?” If the response again is “no,” then the final question is “Are you aware
then that I cannot help you?”
Throughout all of this process, the goal is to get the two persons in direct conversation. Even
if you, as a member of SPRC, become involved, you are not taking the place of the person
who feels aggrieved. Your role is to bring the two of them together in face-to-face dialogue.
The reestablishment of a right relationship is your goal. As a member of the SPRC you
cannot solve or eliminate conflict. Through the use of healthy processes, you can assist
individuals to deal with and resolve conflict.
The Path of Five chart on page 5-10 graphically displays the process outlined above. Use it.
It works!
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CONFIDENTIALITY vs. ANONYMITY
Basic Operating Procedure
Confidentiality: S/PPRC teams will often deal in matters pertaining to the ministry
or work of staff members that is “confidential.” This means that the information may
be of a sensitive nature that should be kept within the confines of the Committee
itself.
Anonymity: From time to time S/PPRC members may be approached by a member
of the congregation with a “complaint.” This will sometimes relate to the behavior or
performance of a pastor or staff member. Occasionally, someone will ask you to
bring this up at S/PPRC meeting, but “not tell” who told you. This is not a healthy
approach to your committee work because then the pastor or staff member is unable
to know who it is with whom he/she must work to correct the problem. Therefore,
when anonymity is requested you could:
1. Let the person know that you will keep it just between you and that person;
2. Offer to go with the complainant to the pastor or staff member, thus encouraging
them with your presence;
3. Invite them to come to the S/PPRC themselves and offer the feedback;
4. Urge them to go to the pastor or staff member themselves and promise to follow
up with the pastor/staff member yourself to make sure that the concern was
heard.

Keeping Secrets
1. “Happy” or “O.K.” Secrets: Examples - surprise parties, certain disagreements
between persons when the disagreement is being successfully worked on;
2. “Toxic” Secrets: Example - John was offended by a comment made at a Board
meeting by the pastor. He got very angry but never told the pastor about the
offense or John’s feelings of anger. The anger seethed inside of John and
poisoned his attitude toward worship, the sermons, the pastor’s teachings and
finally John decided that the church just wouldn’t “be right” again until the
pastor left. “Toxic secrets” turn inward on us.
3. “Dangerous” Secrets: Examples - sexual abuse, physical abuse, verbal abuse;
harassment, neglect...the keeping secret of any behavior or information that could
affect someone’s well being.
S/PPRC MEMBERS MUST BE WILLING to handle confidences and “secrets”
courageously and with Christian integrity. We must resist the temptation to be loose with
information that should be kept within the group, and we must also resist the temptation to
be “too nice” when the ministry of the church and/pr the well-being of church members,
staff, ministers and/or the public is at stake.
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Formats for Feedback
Three Quick Questions
What went well?
What did you learn?
What could be improved?

Using “I” Statements
When you . . .
Describe the specific behavior without judgment.
I feel . . .
Tell how the behavior affects you.
Because I . . .
Say why you are affected.
Pause for discussion. Let the other person respond.
I would like . . .
Describe the change you want considered.
Because . . .
Tell why you think the change will ease the problem.
What do you think?
Listen to the other person’s response.

2014 Manual

5-9

5-10

2014 Manual

Staff/Pastor-Parish Relations Manual

Staff/Pastor-Parish Relations Manual

5-11

Resources for Resolving
Conflict / Staff Relations / Team Building
Robert Hoeft, 22375 Sunrise Drive, Deerwood, MN 56444, 218-546- 5731,
bhoeft@email.com
John Mueller Nowell, 2764 Boulder Drive, Burnsville, MN 55337, 952- 890-7375,
cell 612-991-4932, nowell@sacredquest.org
Kay Roberts, 9662 Woodlawn Place North, Champlin, MN 55316, home, 736-576-0325,
cell 612-518-0333, kayroberts@gmail.com

(3/8/2012)
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God’s Instrument: Calling Forth Leadership
The local congregation is the primary place in which persons find Christian
nurture that can enhance the call of God to a life of discipleship. Hopefully, this process
is at work in the life of every person under the ministry of a local congregation, most
often into ordained ministry, although that call can be issued for laity interested in a
variety of careers in service to the church and through the church to the world.
Sometimes that call comes in dramatic ways directly from God. Often, it comes
through a growing sense that God is nudging an individual to make a commitment to
ordained ministry. Individuals are key players as persons are discerning the call of God.
God often speaks to such persons through others as they see in them qualities that are
essential in professional spiritual leadership.
Members of a local church staff/pastor-parish relations committee have the
responsibility to call forth these persons who have a potential for spiritual leadership
beyond the congregation. Look around your congregation. Are there adults, young
adults, and youth—both men and women—who possess the potential for such
leadership? How can you encourage them in their own discernment? Encouragement,
not pressure, will go a long way to provide them with the support they need as they seek
to discover how God is at work in their future.
The qualifications for ordination, as delineated in The Book of Discipline, 2012
¶304.1 apply to individuals long before they are ready to take that commitment.
In order that The United Methodist Church may be assured that those persons
who present themselves as candidates for ordained ministry are truly called of
God, the Church expects persons seeking ordination to:
a) Have a personal faith in Christ and be committed to Christ as Savior and
Lord.
b) Nurture and cultivate spiritual disciplines and patterns of holiness.
c) Teach and model generous Christian giving with a focus on tithing as God’s
standard of giving.
d) Acknowledge a call by God to give themselves completely to ordained
ministry following Jesus’ pattern of love and service.
e) Communicate persuasively the Christian faith in both oral and written form.
f) Make a commitment to lead the whole Church in loving service to
humankind.
g) Give evidence of God’s gifts for ordained ministry, evidence of God’s grace
in their lives, and promise of future usefulness in the mission of the Church.
h) Be persons in whom the community can place trust and confidence.
i)

Accept that Scripture contains all things necessary for salvation through
faith in God through Jesus Christ; be competent in the disciplines of
Scripture, theology, church history, and Church polity; possess the skills
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essential to the practice of ordained ministry; and lead in making disciples
for Jesus Christ.
j)

Be accountable to The United Methodist Church, accept its Doctrinal
Standards and Discipline and authority, accept the supervision of those
appointed to this ministry, and be prepared to live in the covenant of its
ordained ministers.

As you meet with persons pursuing candidacy for ordained ministry, it is
important that the committee seek to discern God’s will. Because someone seeks your
endorsement for candidacy for ordained ministry does not mean that you should give
your blessing. In addition to the qualifications listed above, ask yourself, “Would I want
this individual to be my pastor?” As you answer that question, probe within yourself to
discover the reasons for your answer, whether positive or negative. These reasons will
help you determine whether or not the potential candidate before you should receive
your endorsement.

Encouraging Young People to Explore Ministry
After the PLSE (a three-year Pastoral Leadership Search Effort) program ended,
The General Board of Higher Education and Ministry (www.gbhem.org) developed a
website (www.explorecalling.org) for youth and young adults who are considering a
call to ordained ministry. Among the web pages are articles on ministry vocations (elder,
deacon, and local pastor), FAQ’s for youth and college students, information on events
such as Exploration for young adults 18 through age 26, and resources. Also available is
an e-newsletter that is sent out once or twice a month to those who subscribe.

Professional Staff Person
When Interviewing the Pastor/Staff-Parish Relations Committee
These guidelines are offered to the professional staff person as he/she considers
employment or for reviewing present position and status. The following is general in
nature, and each person should apply the necessary data and criteria to his/her own
individual situation.
I. Analysis. It is important that you are aware of your strengths, weaknesses, and
interests and that you analyze the local congregation’s understanding of itself so that
together you find the best possible way to serve the needs of each.
A. Know yourself so that you are clear about:
1. Your abilities, interests, training, experience – your vast store of strong points.
2. Your weaknesses and/or areas of lesser strengths and interests.
3. Your long and short-term professional goals.
B. Study the local congregation under consideration so that you know:
1. Its theological stance and understanding of its mission.
2. Its understanding of its program priorities and its needs for professional
leadership.
C. Comparison of A and B for compatibility.

2014 Manual

Staff/Pastor-Parish Relations Manual

II. Job Description and Terms of Employment. This should be a mutual searching and
seeking by you and the local church or agency under consideration. Each of the following
points should be considered in detail.
A. Assessment of Responsibilities
1. Developing programs in which areas
2. Developing lay leadership in which areas
3. Giving primary leadership in which ministries and areas
4. Other
B. Delineation of Relationships
1. Support staff — what you will be provided, i.e., secretarial, etc.
2. To whom will you be responsible?
3. For whom will you be responsible?
4. To what lay groups will you be related—as member and/or resource person
5. Agreement on job title
C. Program Budget
1. Availability of funds
2. Who will have control?
D. Time Requirements
1. Days and number of hours required to accomplish job
2. Extra meetings
3. Vacation
4. Continuing education
5. Outside commitments (beyond the local church)
6. Conditions for termination
E. Salary: It is important that you agree on a base salary, benefits, and time intervals for
reviews of salary. It will also be helpful to know the factors used in establishing the salary
that is offered.
1. What basis was used to decide salary offered?
a) local church staff salaries including senior pastor
b) salaries being paid professionals in related areas
c) church budget possibilities
d) salary scale in the annual conference for comparable positions
2. Benefits
a) housing
b) insurance
c) pension fund
d) sick leave
e) continuing education
f) travel/car expense
g) other
3. Reviews — should occur at regular intervals and include discussion about:
a) quality of work (merit raises)
b) increased responsibilities
c) cost of living
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d) academic growth/increased skills
F. Termination
1. Agree on the defined termination procedures.
III. Process of Interviewing
A. Clarification of I and II outlined above
1. Arrive at common goals and priorities for yourself and local congregation
2. Negotiate between your abilities, interests, skills, and congregation’s goals and
priorities
3. Agree on specific terms of employment
4. Agree on written contract
B. Find out persons you need to see
1.Lay Persons
a) Pastor/Staff-Parish Relations Committee
b) Administrative Board personnel
c) Council on Ministries personnel
d) work area personnel
e) others
2. Staff persons
a) senior minister
b) program staff personnel
c) secretarial and other support personnel
d) others

Pastor/Parish Relations Committee
When Interviewing and Hiring a Professional Staff Person
These guidelines are offered to local churches or agencies that may be hiring a
professional staff person or evaluating an existing staff position. The following is
general in nature. Each committee should apply the necessary data and criteria to its own
individual situation. It is important to look at the individual strengths and gifts of each
person.
I. Analysis to find out compatibility. It is important to know your congregation’s needs
and goals. You should study the prospective staff person’s skills and abilities so together
you can determine that the needs of both are served.
A. Study your local congregation so that you are clear about:
1. Your needs and goals regarding your ministry
2. Your theological stance
3. Your priorities — your long and short-term goals as a congregation
4. Determine talents, abilities, skills
a) already available in present staff personnel
b) needed in prospective staff positions
B. Study the prospective staff person under consideration
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so that you are clear about:
1. Their interests, skills, abilities, and training
2. What areas are his/her strengths? What areas are his/her lesser strengths?
3. What are his/her short and long term goals?
C. Comparison of A and B for compatibility
II. Job Description and Terms of Employment. It is important that you and the prospective
staff person spend time discussing the following points to arrive at a mutual understanding
of job expectations and the terms of employment:
A. Assessment of responsibilities
1. Developing programs in which areas
2. Developing lay leadership in which areas
3. Giving primary leadership in which ministries and areas
4. Others
B. Delineation of relationships
1. Support staff — what will you need to provide, i.e., secretarial, etc.
2. To whom will the prospective staff person be responsible?
3. For whom will the prospective staff person be responsible?
4. What lay groups will the prospective staff person be related to as a member and/or
resource person?
5. Agreement on job title
C. Program Budget
1. Availability of funds
2. Who will have control?
D. Time requirements
1. Days and number of hours required to accomplish job
2. Extra meetings
3. Vacation
4. Continuing education
5. Outside commitments (beyond the local church)
6. Conditions for termination
E. Salary. It is important that you agree on a base salary, benefits, and time intervals
for review of salary. Some factors that should be considered in establishing the base
salary are:
1. Local church staff salaries including senior pastor
2. Salaries being paid public professionals in related areas
3. Church budget possibilities
4. Salary scale in the annual conference for comparable positions
5. Benefits
a) housing
b) insurance
c) pension fund
d) sick leave
e) continuing education
f) travel/car expense
g) other
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6. Reviews—should occur at regular intervals and include discussion about:
a) quality of work (merit raises)
b) increased responsibilities
c) cost of living
d) academic growth/increased skills
F. Termination Procedure
1. A written contract is advisable. Note policy in the 2012
Book of Discipline, ¶258.2g(12) and ¶331.10e.
III. Process of Interviewing
A. Clarification of I and II outlined above
1. Arrive at common goals and priorities for yourself and prospective staff person
2. Negotiate between your goals and priorities as a congregation and the abilities,
skills, and interests of the prospective staff person
3. Agree on specific terms of employment
4. Agree on written contract
B. Determine persons the prospective staff person should see
1. Lay persons
a) Pastor/Staff Parish Relations Committee
b) Administrative Board personnel
c) Council on Ministries personnel
d) work area personnel
e) others
2. Staff Persons
a) senior minister
b) program staff personnel
c) secretarial and other support personnel
d) others

Locating Staff Persons and Positions
The following resources may be helpful in locating persons seeking positions and in
locating churches/agencies seeking professional staff:
A. Council on Ministries offices and district superintendents
B. Positions Available and Persons Available:
Section of Deacons and Diaconal Ministries
P.O. Box 340007
Nashville, TN 37203-0007
Phone: 615-340-7375
Web site: www.gbhem.org (click on Ministry)
C. Professional Associations and Fellowships:
• Christian Educators Fellowship, P. O. Box 24930, Nashville, TN 37202
• Fellowship of United Methodists in Worship, Music, and Other Arts
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P. O. Box 24787, Nashville, TN 37202.
1-800-952-8977
www.umfellowship.org
• United Methodist Association of Church Business Administrators
www.umacba.org.
•The Fellowship of Adults in Youth Ministry
Pfeiffer University, P.O. Box 960, Misenheimer, NC 28109
• United Methodist Association of Health and Welfare Ministries
2800 W. Main St., Tupelo, MS 38801
uma@umassociation.org
D. United Methodist seminaries, colleges, and universities
E. Professionals in the area:
Section of Deacons and Diaconal Ministries
Division of Ordained Ministry
General Board of Higher Education and Ministry
The United Methodist Church
P.O. Box 340007, Nashville, TN 37203-0007
Phone: 615-340-7375, FAX: 615-340-7377
E-mail: sddm@gbhem.org
Web site: www.gbhem.org
204993 HE4050
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Criteria for Evaluating Non-United Methodist Schools
of Theology
University Senate of The United Methodist Church
Under the provisions of The Book of Discipline of the United Methodist Church, the
University Senate has responsibility for reviewing non-United Methodist related institutions
approved by the senate for the education of United Methodist ministers (Paragraph 1415.3, 2012
Book of Discipline). To exercise this responsibility the Senate has established a Commission on
Theological Education. In a quadrennial review of non-United Methodist related institutions; the
commission employs the following criteria:
I.

Freedom of academic inquiry

II.

Opportunity for growth in the United Methodist Tradition

III.

Compatibility with the Social Principles of the United Methodist Church

IV.

Ethnic and gender profile of faculty and student body

V.

Academic quality

I. Freedom of Academic Inquiry
An uninhibited opportunity to address openly and seriously theological issues being
addressed in United Methodist institutions and other seminaries requires that freedom of
academic inquiry be guaranteed for faculty and students. Any non-United Methodist seminary
may reserve for itself the right to require allegiance to principles and doctrinal or confessional
affirmations that are integral or indispensable parts of its institutional life. However, if it wishes
to be approved for the education of the clergy of the United Methodist Church, it must
demonstrate that such requirements neither inhibit nor abrogate free inquiry for faculty and
students and are compatible with United Methodist traditions.
II. Opportunity for Growth in The United Methodist Tradition
Opportunity for growth in the United Methodist tradition requires:
1.

Exposure to contemporary expressions of that tradition: The United Methodist Church is
theologically diverse. There is an expectation that UMC seminarians will be exposed to a
variety of theological positions current within Methodism.

2.

Effective instruction in the history, doctrine, and polity of The United Methodist Church:
The Board of Higher Education and Ministry provide seminaries with guidance for
constructing courses appropriate to this goal. Such study is a minimal requirement in order
to insure that the seminarians will increase in their knowledge of the church in which they
will serve.

3.

Careful study of the life and thought of those contributing to that tradition: It is expected
that the ecumenical experience gained by UMC seminarians through their study in a non-
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UMC institution shall be supplemented by significant opportunities to study the works of
Methodist theologians in depth.
4.

Active participation in the life of The United Methodist Church today: Seminarians must
incorporate field learning within a United Methodist congregation into their study
programs. They must also have the opportunity to participate regularly within the worship
life of The United Methodist Church, and to have some experience of typical forms of
United Methodist worship within the seminary chapel program.

5.

Encounters with ministerial leadership consistent with the United Methodist tradition:
Seminarians preparing for leadership in the church, need opportunities to know mentors
who demonstrate the commitments of the UMC, its connectional nature, its distinctive
piety, its social principles, and its methods and materials for Christian education.

6.

A community of inquiry and formation: Discussion and mutual inquiry into the sources of
the tradition, supported by a common commitment to United Methodist history, tradition,
and theology are essential. The commission measures institutions on their ability to provide
United Methodist students with an opportunity for growth in the United Methodist
tradition. If a tradition or ethos is to be nurtured, there must be a critical mass of persons
who claim it and an environment in which such an ethos can flourish. We assume that a
sufficient number of United Methodist students must be enrolled in M. Div. courses to
warrant an institution's providing faculty guidance, financial support and library resources.
Schools and extension centers must demonstrate that these resources will be available for
United Methodist students.
If a school participates in a cluster or consortium with other seminaries, it is still expected
that the school seeking approval will demonstrate an intentional effort to meet the needs of
United Methodist students for exposure to and nurture in the United Methodist tradition.
Reliance upon other schools within the consortium to provide for the United Methodist
students is not sufficient for approval by the Commission.

III. Compatibility with the Social Principles of The United Methodist Church
The United Methodist Church seeks to be responsive to the needs of people, the demands
of justice, the challenges of love, and the obligations of power and influence. These
responsibilities are set forth in its historic Social Principles.
IV. Ethnic and Gender Inclusiveness of Faculty, Staff and Student Body
The United Methodist Church is committed to affirmative actions and initiatives intended
to promote justice and equality among all people regardless of ethnicity, gender, or national
origin. The community of faith it strives to maintain is an ecumenical and inclusive community,
which seeks and welcomes persons of every race, both male and female, without reservation.
This inclusiveness should be reflected in its faculty, administration and student body.
V. Academic Quality
One of the tasks of the Commission on Theological Education is to enhance the quality of
the education of United Methodist clergy. While the commission is not an accrediting agency, it
considers the accreditation status and the overall academic quality of those institutions seeking
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University Senate approval for the education of United Methodist ministers. In so doing, the
commission evaluates:
1. The quality of the faculty including the number of faculty with terminal degrees;
2. Scholarly activity including publications of faculty;
3. Curriculum and academic resources;
4. Evidence of exposure to a variety of theological positions represented within United
Methodism;
5. Academic quality of the entering student class.
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University Senate of The United Methodist Church
Approved Graduate Theological Seminaries
NOTE: UNLESS SPECIFICALLY INDICATED, ONLY MAIN CAMPUS PROGRAMS OF THESE
SCHOOLS ARE APPROVED July 1, 2011 through June 30, 2012 - (¶1417.2, 2012BOOK OF DISCIPLINE)

* Boston University School of Theology
745 Commonwealth Avenue
Boston, MA 02215
(617) 353-3050
www.bu.edu/sth
* Candler School of Theology
Emory University
1531 Dickey Drive, NE
Atlanta, GA 30322
(404) 727-6123
www.candler.emory.edu
* Claremont School of Theology
1325 N. College Avenue
Claremont, CA 91711
(909) 447-2500
www.cst.edu
* Drew University Theological School
36 Madison Avenue
Madison, NJ 07940
(973) 408-3000
www.drew.edu/theo.aspx
* Duke Divinity School
Box 90968
Durham, NC 27708
(919) 660-3400
www.divinity.duke.edu
* Gammon Theological Seminary
653 Beckwith Street, S.W.
Atlanta, GA 30314
(404) 581-0300
www.gammonseminary.org
* Garrett-Evangelical Theological
Seminary
2121 Sheridan Road
Evanston, IL 60201
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(847) 866-3900 or (800) 736-4627
www.garrett.edu/
* Iliff School of Theology
2201 S. University Boulevard
Denver, CO 80210
(303) 744-1287
www.iliff.edu
* Methodist Theological School in Ohio
3081 Columbus Pike
Delaware, OH 43015
(740) 363-1146
www.mtso.edu
* Perkins School of Theology
Kirby Hall
5915 Bishop Blvd.
Dallas, TX 75275
(214) 768-8436 or (888) 843-6564
www.smu.edu/perkins
* Saint Paul School of Theology
5123 Truman Road
Kansas City, MO 64127
(816) 483-9600
www.spst.edu
* Saint Paul School of Theology
Extension School
Oklahoma City University Campus
2501 N. Blackwelder Ave.
Oklahoma City, OK 73106
(405) 208-5757
www.spst.edu
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* United Theological Seminary
4501 Denlinger Road
Dayton, OH 45426
(937) 529-2201
www.united.edu/
* United Theological Seminary Extension
in West Virginia
Buckhannon, WV
(304) 342-9222
www.united.edu/wv
* Wesley Theological Seminary
4500 Massachusetts Ave., NW
Washington, DC 20016
(202) 885-8600
www.wesleyseminary.edu
* United Methodist School
Asbury Theological Seminary
204 North Lexington Avenue
Wilmore, KY 40390
(859) 858-3581
www.asburyseminary.edu
Asbury Florida Dunnam Campus
8401 Valencia College Lane
Orlando, FL 32825
(407) 482-7500
www.asburyseminary.edu/florida
Asbury Virtual Campus
ExL™ (Extended Learning)
www.asburyseminary.edu/online
Ashland Theological Seminary
910 Center Street
Ashland, OH 44805
(866) ATS-OHIO or (419) 289-5166
www.ashland.edu/seminary
Austin Presbyterian Theological
Seminary
100 East 27th Street
Austin, TX 78705
(512) 472-6736
www.austinseminary.edu
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Brite Divinity School
Texas Christian University
2855 S. University Dr.
Ft. Worth, TX 76129
(817) 257-7575
www.brite.tcu.edu
Chicago Theological Seminary
5757 South University Avenue
Chicago, IL 60637
(773) 752-5757
www.ctschicago.edu
Christian Theological Seminary
1000 W. 42nd Street
Indianapolis, IN 46208
(317) 924-1331
www.cts.edu
Colgate Rochester Crozer Divinity School
1100 South Goodman Street
Rochester, NY 14620
(585) 271-1320
www.crcds.edu
Eastern Mennonite Seminary
1200 Park Road
Harrisonburg, VA 22802-2472
(540) 432-4000
www.emu.edu/seminary
Eden Theological Seminary
475 East Lockwood Avenue
St. Louis, MO 63119
(800) 969-3627 or (314) 961-3627
www.eden.edu
Evangelical School of Theology
121 South College Street
Myerstown, PA 17067
(800) 532-5775 or (717) 866-5775
www.evangelical.edu
Fuller Theological Seminary
135 North Oakland Avenue
Pasadena, CA 91182
(800) 235-2222 or (626) 584-5200
www.fuller.edu
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Harvard Divinity School
45 Francis Avenue
Cambridge, MA 02138
(617) 495-5761
www.hds.harvard.edu
Hood Theological Seminary
1810 Lutheran Synod Dr.
Salisbury, NC 28144
(704) 636-7611
www.hoodseminary.edu
Interdenominational Theological Center
(Gammon Theological Seminary, only)
700 Martin Luther King, Jr. Dr.
Atlanta, GA 30314
(404) 527-7700
www.itc.edu
Lancaster Theological Seminary
555 West James Street
Lancaster, PA 17603
(800) 393-0654 or (717) 393-0654
www.lts.org
Louisville Presbyterian Theological
Seminary
1044 Alta Vista Road
Louisville, KY 40205
(800) 264-1839 or (502) 895-3411
www.lpts.edu
Luther Seminary
2481 Como Avenue
St. Paul, MN 55108
(651) 641-3456
www.luthersem.edu
Lutheran Theological Seminary at
Philadelphia
7301 Germantown Ave.
Philadelphia, PA 19119-1794
(800) 286-4616 or 215-248-4616
www.ltsp.edu
Lutheran Theological Southern Seminary
4201 North Main Street
Columbia, SC 29203
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(803) 786-5150
www.ltss.edu
Memphis Theological Seminary
168 East Parkway South
Memphis, TN 38104
(901) 458-8232
www.memphisseminary.edu
Moravian Theological Seminary
60 W. Locust Street
Bethlehem, PA 18018
(800) 843-6541 or (610) 861-1516
www.moravianseminary.edu
New York Theological Seminary
475 Riverside Drive, Ste. 500
New York, NY 10115
(212) 870-1211
www.nyts.edu
Pacific School of Religion
1798 Scenic Avenue
Berkeley, CA 94709
(510) 849-8200
www.psr.edu
Palmer Theological Seminary
6 E. Lancaster Avenue
Wynnewood, PA 19096
800-220-3287 or 610-896-5000
www.palmerseminary.edu
Phillips Theological Seminary
901 N. Mingo Road
Tulsa, OK 74116
(918) 610-8303
www.ptstulsa.edu
Pittsburgh Theological Seminary
616 N. Highland Ave.
Pittsburgh, PA 15206
(412) 362-5610
www.pts.edu
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Princeton Theological Seminary
P.O. Box 821, 64 Mercer Street
Princeton, NJ 08542-0803
(609) 921-8300
www.ptsem.edu

Union Theological Seminary
3041 Broadway at 121st St.
New York, NY 10027
(212) 662-7100
www.utsnyc.edu

Samuel DeWitt Proctor School of
Theology
1500 N. Lombardy Street
Richmond, VA 23220
(804) 257-5715
www.vuu.edu

United Theological Seminary of the Twin
Cities
3000 Fifth Street, Northwest
New Brighton, MN 55112
(651) 633-4311
www.unitedseminary-mn.org

Seattle University School of Theology and
Ministry
901 12th Ave., P.O. Box 222000
Seattle, WA 98122
(206) 296-5330
www.seattleu.edu

University of Dubuque Theological
Seminary
2000 University Ave.
Dubuque, IA 52001
(563) 589-3000
udts.dbq.edu

Seminario Evangélico de Puerto Rico
776 Ponce de Leon Avenue
San Juan, PR 00925
(787) 763-6700
www.se-pr.edu/portal

Vanderbilt University Divinity School
411 21st Avenue South
Nashville, TN 37240
(615) 322-2776
www.vanderbilt.edu/divinity

Sioux Falls Seminary
2100 S. Summit Ave.
Sioux Falls, SD 57105
(800) 440-6227 or (605) 336-6588
www.sfseminary.edu

Yale Divinity School
409 Prospect Street
New Haven, CT 06511
(203) 432-5303
www.yale.edu/divinity
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Interviewing Young Adults
As annual conference boards of ordained ministry (BOMs) and district committees on ordained ministry
(dCOMs) meet this fall with new and continuing candidates, many will have the opportunity to talk with
young adults who are considering vocations in ordained ministry.
Young adults gather information, approach careers, and make decisions in different ways than second
career clergy candidates. This Tip Sheet is designed for use by BOMs and dCOMs as they meet with
young adults. Tips are given for interview questions, ways to engage young adults in conversation, and
things that should be avoided in interviews. This sheet can be downloaded and copied for use with
BOMs and dCOMs. (To download a PDF copy of this article, go to the GBHEM website
www.explorecalling.org and click on Resources.)
•

Young candidates believe deeply in their faith and call experiences. You have the chance to hear
how God speaks to young people.

•

Young clergy bring change to the church – change that is inherent in who they are and how they
hear God. New life comes with those changes! Interviewing young people to assess the gifts
God has given to young people is your chance to enable the church’s transformation into new
life!

•

Young clergy often bring young people to the church. This happens naturally and is gift that
young clergy in general bring along with their individual gifts!

•

Expecting the same life and work experience from both young and older candidates is not
reasonable.

•

Young adults’ maturity levels should be compared to other young adults, not to older or
second-career candidates.

•

Today’s young people are unique in their understanding of power dynamics. More so than any
other generation, they see their world as egalitarian rather than hierarchical. Frame questions in
ways that invite open dialogue.
o

For example: An open-ended question: Tell us about a time in your life when you heard
God calling you into ordained ministry.

o

A question that doesn’t invite dialogue: Why do you think God is calling you to
ordained ministry?

•

A lot of assumptions are made about young people. Be open to individual uniqueness and the
gifts each candidate brings.

•

Share with those you are interviewing what you expect of them.
o

•

For example: what type of dress is expected and when they should arrive. Let them
know that they can anticipate being asked to share their spiritual journey. Tell them
how committee/board members should be addressed.

Share what they can expect of the interview experience.
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o

For example: if there will be parking, how to find the meeting space, how many people
will be interviewed, how the board will be dressed, what time the interview starts, how
long the interview will last, what types of questions might be asked.

•

As with any committee or board, it may be helpful to have someone monitoring conversations
and redirecting the committee.

•

Finances can be challenge for candidates, especially those going to seminary right after college.
Explain the process of credit checks to your interviewees. Be clear about any financial support
that might be available.

•

Schedule your committee’s meetings at times that are manageable for students who attend
school in a different location than their home annual conference.
o

For example: Don’t schedule your interview during typical finals or mid-terms weeks
for college and/or seminary students. Try to meet with students during term breaks,
when it is easier for them to return to their annual conference.

•

Discernment is a constant challenge. Young people are developing a worldview at the same time
that they are working to respond to a call. If your committee or board meets with a person more
than once, do not assume that everything is the same as the last time you met. There may have
been a lot of changes.

•

Listen for the Holy Spirit, and trust that the Spirit will lead.
Copyright © 2007 by the General Board of Higher Education and Ministry
of The United Methodist Church

2012 Manual

Staff/Pastor-Parish Relations Manual

6-17

The Ministry of the Elder
Those whose leadership in service includes preaching and teaching the W ord of God,
administration of the sacraments, ordering the Church for its mission and service, and
administration of the Discipline of the Church are ordained as elders. –2012 Discipline, ¶303.2
Ordained to Word, Sacrament, and Order
The elder has primary responsibility for Word, the apostolic task of the faithful transmission of the faith
and proclamation of the Word of God. For the elder, this includes primary responsibility for the
preaching and teaching ministry, though preaching in Methodism has included the lay preacher, the local
pastor and the associate member. The unique focus of the elder is the responsibility for administration
of the sacraments and the ordering of the ministry of the church. For most elders, this will be lived out
as the pastor in charge of a local congregation, but the elder’s ministry is not restricted to the parish.
They may be appointed to extension ministries (¶343), serving in a variety of settings. Because elders
have been ordained to ordering the ministry of the church and administering the Discipline, bishops and
district superintendents are chosen from ordained elders. Elders lead and serve the whole church in
ministry of Word, Sacrament, and Order.
Ordained to Service
All ordained ministry is rooted in servant leadership. Ordination to service makes clear that elders
embody the teachings of Jesus in servant ministries and servant leadership wherever they are appointed.
For Wesley, this meant refusing the constraints of parish boundaries and claiming the world as his
parish. For us it means that elders lead in service to order the Church for its mission and service in the
world.
Through prophetic preaching, biblical interpretation, sacramental administration, theological reflection,
and ordering the Church for ministry, the elder equips all Christians for their ministry of service in the
world. Some elders serve in extension ministries which reach beyond the local church through ministries
such as military chaplaincy, pastoral care and counseling, campus ministry, and education. Wherever they
serve, elders carry their vows of 'Word, Sacrament, Order, and Service' as ordained representatives of the
church of Jesus Christ.
Itinerant Clergy
For more than 200 years, the distinguishing mark of elders in the Methodist tradition has been the
willingness to offer themselves “without reserve to be appointed and to serve” (¶333) wherever they are
needed for the sake of the mission of the church. The elder makes a commitment to full-time service in
the connection as an itinerant, “traveling preacher” under the authority of the bishop. All elders who are
in good standing and continue to fulfill their professional responsibilities (¶340) shall be continued under
appointment unless they are on leave and are assured equitable compensation for their ministry. (¶342)
The itinerant system has assured pastoral leadership for every local congregation and has enabled the
appointment of women and ethnic minority persons throughout the church. It represents the missional
thrust of Methodism and the desire to go wherever there is need for the preaching of the gospel, the
celebration of the sacraments, and the mission of the church in the name of Christ.
Elder as Pastor in Charge
As pastor of a local congregation, the elder assumes responsibility to oversee the total ministry of the
local church in its nurturing ministries and in fulfilling its mission of witness and service in the world.
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These responsibilities include administrative oversight, evangelistic leadership, and programmatic
planning as well as spiritual nurture and pastoral care in the congregation. (Duties are outlined in ¶340).
The pastor sets the vision and direction of the congregation for witness in the world and leads the
church in worship and liturgical life.
Steps into the Ministry of the Elder
Listen for God’s call. The call to ministry as an elder in the church is different from a career option or
a job opportunity. It is a call from God to serve the church and the world, proclaiming the gospel and
leading the church in its mission and ministry. Listen for God’s call in your life.
Talk to a pastor. Your pastor is one of the most important guides in your discernment of the call.
Others will serve in this role as well. Consult with youth workers, deacons, camp counselors, Sunday
school teachers, campus ministers, and other Christian leaders who can help you discern the direction of
God’s leading in your life. Get a copy of The Christian as Minister and the Ministry Inquiry Process from your
pastor or another church leader. They can help you use these texts for further discernment of a call to
ministry. Copies of these texts are available from a Cokesbury Book Store.
Meet with the District Superintendent. If God is leading you to pursue ministry as an elder, you will
meet with the district superintendent, enroll in the Candidacy program, and be assigned to a candidacy
mentor who will work with you through the Candidacy Guidebook. This program will prepare you for a
public declaration of your call to ministry before the Pastor Staff/Parish Relations Committee, the
Charge Conference, and the district Committee on Ordained Ministry.
Recommendation of Charge Conference. After completion of your explorations of ministry with a
candidacy mentor, you will meet with the Pastor Staff/Parish Relations Committee and the Charge
Conference. With Charge Conference approval, you will be recommended for certification as a
candidate for ordination as an elder in The United Methodist Church.
Approval of District Committee. Following Charge Conference recommendation and continued work
with a candidacy mentor, you will be interviewed by the district committee on ordained ministry that will
approve you as a certified candidate for elder's orders.
Complete Your Education. For most persons this means an undergraduate degree plus three years in
a United Methodist seminary or other approved school of theology. Upon completion of the educational
requirements, you will be received into probationary membership in the annual conference for a period
of at least three years.
Ordination as an Elder. Ordination comes as the fulfillment of this journey of faith, but it marks the
beginning of a lifetime of leadership in “Service, Word, Sacrament, and Order.”
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Overview of the Role of Deacons and Diaconal Ministers in the
United Methodist Church
A United Methodist deacon is a clergyperson called by God and ordained by a bishop to a servant
ministry of word and service. A deacon’s ministry connects worship with service to God in the world.
The United Methodist Church instituted the Order of Deacon in 1996. Prior to that date, ordination as a
deacon was a step toward ordination as an elder. Both men and women are eligible for ordination as
deacon, a service in which they are ordained, or set apart, for a ministry of love, justice, and service.
Eligibility for ordination as deacon may come through four educational routes: bachelor’s or equivalent
degree and a master of divinity or equivalent degree; bachelor’s degree and master’s from an approved
school of theology or seminary; bachelor’s degree and master’s degree in area of specialization and basic
graduate theological studies; or bachelor’s degree, professional certification and basic graduate
theological studies (candidates older than 35).
What Do Deacons Do?
A deacon’s ministry includes proclaiming and teaching the Word of God, leading in worship and in
assisting elders in administering the Sacraments of Baptism and the Lord’s Supper, forming and
nurturing disciples; conducting weddings and funerals; leading in the congregation’s mission to the
world; and in interpreting the needs, concerns and hopes of the world.
A deacon is a member of an annual conference and may vote on all matters in his or her clergy session
and annual conference. He or she is eligible to hold office on annual conference boards, commission, or
committees, and for election as a clergy delegate to General, central or jurisdictional conference.
Where Do Deacons Serve?
A deacon may serve in settings beyond the local church, through United Methodist-related agencies,
educational institutions, or ecumenical or secular agencies; or within a local congregation, charge or
cooperative parish. Areas of service may include music ministry, Christian education, mission outreach,
age-group ministry, ethnic ministry, social justice ministry, campus ministry, health care ministry,
business administration, counseling, disaster relief, teaching, social work, or community ministries.
Appointment is made by the bishop and may be initiated by the deacon, an agency seeking his or her
service, the bishop, or the district superintendent. A deacon serving in a setting beyond the local church
is also appointed by a bishop, in consultation with the deacon and pastor in charge, to a local
congregation, where he or she takes responsibility for leading others into ministries of service. A deacon
is non-itinerant.
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The Ministry of the Licensed Local Pastor
Full-time and part-time licensed local pastors under appointment are clergy members of the annual
conference in which they are appointed. Those who are licensed for pastoral ministry and appointed
to the local church shall preach, conduct divine worship and perform the duties of a pastor. —2012
Book of Discipline, ¶¶ 602, 315
Licensed to Word, Sacrament, and Service
The licensed local pastor has answered the call from God to serve the mission of Jesus Christ through
the work of the local congregation in The United Methodist Church. The licensed local pastor while
appointed to a particular charge shall perform all the duties of a pastor, including proclamation of the
Word of God, leading in worship and liturgy, performing the sacraments of baptism and holy
communion, the services of marriage (where state laws allow), burial, confirmation, and membership
reception. The licensed local pastor has the authority of a pastor only within the setting and during the
time of the appointment and shall not extend beyond it.
Licensed not Ordained
The licensed local pastor is not ordained in The United Methodist Church but is licensed for pastoral
ministry to perform the duties of a pastor as described previously. In order to receive a license for
pastoral ministry one must:
•

complete the candidacy process, becoming certified as a candidate for ministry.

•

be recommended by the district Committee on Ordained Ministry (dCOM).

•

complete the studies for the licensed local pastor. (A licensed local-pastor school is normally
conducted within the bounds of each conference.)

•

be approved by the conference Board of Ordained Ministry.

•

provide the annual conference with a satisfactory certificate of good health and other
evaluations as required by the annual conference.

•

be approved by the clergy session of annual conference.

•

be licensed and receive an appointment from the bishop.

Licensed to Order the Life of the Congregation(s)
Within the setting of the appointment, the licensed local pastor shall oversee the total ministry of the
congregation(s) on the charge in its nurturing ministries and in fulfilling its mission of witness and
service in the world. The licensed local pastor will give pastoral support, guidance, and training to the lay
leadership and help them fulfill the ministry to which they are called. The licensed local pastor is to
provide ministry within the charge and to the world by using the process of goal setting and planning
through which the laity take responsibility for ministry in the name of Jesus Christ. The licensed local
pastor is to have administrative oversight of the charge and to supervise the working program of the
congregation(s) on the charge. (Duties are outlined in ¶340 in the 2012 Book of Discipline)
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Local Pastor Relationships
•

Bishop—the bishop of the conference will issue the license for pastoral ministry once all
requirements have been met and will make the appointment where one serves in ministry.

•

District superintendent—the district superintendent will have supervision over the process of
education and the appointment within the district.

•

Local pastor registrar—this person is a member of the conference board of ordained ministry
and works directly with local pastors.

•

District Committee on Ordained Ministry—a group within the district where the local pastor is
appointed who guides one in education, formation and conducts annual review and makes
recommendations about continuing as a licensed local pastor.

•

Clergy mentor-—a person assigned to assist the local pastor in all areas of ministry while in the
Course of Study.

•

Fellowship of Local Pastors and Associate Members— an organization within the conference to
offer support for its members while in ministry in The United Methodist Church.

Academic Qualifications
Licensed local pastors must have graduated from an accredited high school or have received a certificate
of equivalency before becoming a certified candidate. The licensed local pastor must pursue theological
education through an approved seminary or in the Course of Study.
The Course of Study is a basic theological education program prescribed by the Book of Discipline and
offered by the General Board of Higher Education and Ministry (GBHEM), the Division of Ordained
Ministry (DOM). It includes licensed local-pastor school (see above). The Course of Study also includes
the five-year basic Course of Study and the advanced Course of Study. The basic Course of Study is a
five-year curriculum with four courses each year. The curriculum is as follows:
Year One:
•

The Pastor as Interpreter of the Bible

•

Theology in the Wesleyan Spirit

•

Pastoral Care for Spiritual Formation

•

Pastoral Leadership and Administration

Year Two:
•

Hebrew Bible I

•

Theological Heritage: Early and Medieval

•

Formation for Discipleship

•

Practice of Preaching
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Year Three:
•

New Testament I

•

Theological Heritage: Reformation

•

Our Mission: Evangelism

•

Pastoral Care and Counseling

Year Four:
•

Hebrew Bible II

•

Wesleyan Movement

•

Worship and Sacraments

•

Personal and Social Ethics

Year Five:
•

New Testament II

•

Contemporary Theology

•

Our Mission: Transforming Agent

•

Theology and the Practice of Ministry

A full-time local pastor shall complete the basic Course of Study within eight years of when they were
licensed and a part-time local pastor shall complete the basic Course of Study within 12 years of when
they were licensed. Students who complete the five-year Course of Study, have 60 semester hours of
undergraduate credit, and have served four years as full-time local pastors may apply for associate
membership in the annual conference. ¶322
The Advanced Course of Study is a curriculum that enables a local pastor to meet the educational
requirements for probationary membership, full conference membership, and ordination as an elder in
The United Methodist Church. It consists of 32 semester hours of graduate theological study or its
equivalent as determined by GBHEM (see ¶324.6 of the 2012 Book of Discipline). Included in this
curriculum must be United Methodist history, doctrine and polity for a minimum of two semester hours
in each field of study. There are other guidelines regarding the advanced Course of Study, and it is
important to seek this information from the conference and GBHEM, Division of Ordained Ministry.
The basic Course of Study and some Advanced Course of Study courses are offered through the Course
of Study schools located in several regions in the United States. The list of the schools, including the
directors’ names and addresses, are found on the Web site www.gbhem.org/ministry.
Students Appointed As Local Pastors Students enrolled as pre-theological or theological students in a
college, university, or school of theology listed by the University Senate may be appointed as part-time
or full-time local pastors.
Reference: Information printed from the GBHEM Website: www.gbhem.org
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Guidelines for Developing Church
Personnel Policies
The church is an employer and because it is the body of Christ, it will seek to be the most reliable
type of employer, ensuring the rights and best conditions of employment for all its staff. The church
has the responsibility to see that entrance into employment and departure from employment are open
and fair to all persons involved; that hours of work and basic salary compensation are equitable and
just; that supporting benefits are provided; and that a comfortable working atmosphere is made
available.

Questions To Be Considered In Formulating Personnel Policies
1. What policies are now operative?
A. Policies formulated, printed and circulated.
B. Policies contained in minutes of:
• pastor-parish/staff-parish relations committee
• administrative board
• council on ministries
• board of trustees
• annual conference
C. Policies contained in job descriptions, contracts, letters of
agreement, and/or appointment.
D. Policies contained in:
• Book of Discipline
• documents of conference associations and agencies
E. Policies not in writing, but as understood by:
• senior minister or chief administrator
• members of the staff
• pastor-parish/staff-parish relations committee
• administrative board
• council on ministries
• board of trustees
2. What policies are needed?
A. Where there is no policy.
B. Where the policy is inappropriate or outdated.
C. Where the policy is not clear, especially in specifics and
application.
D. Where the policy does not express the mission and purpose
of the church.

Areas To Be Considered In Formulating Personnel Policies
1. Procedure for Employment
2. Basic Salary
• overtime compensation
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3. Support Benefits
• insurance: medical, accident, life, workers compensation, long-term disability
• pension, retirement fund
• Social Security
• car/travel expense
• continuing education expense
• professional dues and fees
• housing
4. Work Schedule
• regular office hours each day or week
• hours required beyond regular office hours (evening and weekend meetings)
• days off
• holidays
• vacation
• compensatory time
• flex time
The church is an employer and because it is the body of Christ, it will seek to be the most reliable
type of employer, ensuring the rights and best conditions of employment for all its staff. The
church has the responsibility to see that entrance into employment and departure from
employment are open and fair to all persons involved; that hours of work and basic salary
compensation are equitable and just; that supporting benefits are provided; and that a comfortable
working atmosphere is made available.
5. Leaves and Absences
• illness/sick leave
• disability leave
• maternity/paternity leave
• sabbatical/study leave
• absence for continuing education
• absence for district, conference, jurisdiction, and national church leadership and duties
• absence for civic duties
• absence for National Guard or Military Reserve Service
• absence for personal reasons
6. Staff Substitutes
7. Supervision and Reports
8. Evaluation
9. Grievances
10. Retirement
11. Procedure for Termination of Employment
12. Policy Review and Revisions
All established personnel policies should be reviewed annually by the pastor-parish/staff-parish relations
committee, including consideration of any recommendations submitted by the employed or appointed
staff. The committee should assume major responsibility for review and revision of the policies to make
certain the policies are up to-date and operative. (2012 Discipline, ¶258.2g5 & 7)

Questions To Be Considered In Formulating
Each Area of Policy
1. What has this church done in the past and what has been the result?
2. What is required by the annual conference in support of ordained and diaconal personnel?
3. What do the professional associations recommend?
4. What do other churches do?
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5. What do the annual and general conference agencies recommend?
6. What do business, industry, and schools in the surrounding area do?
7. What does the law require: local, state, federal, IRS?
8. What is fair and just?
9. What is unique about this particular situation?
10. What is the effective date of policy?
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The Ministerial Education Fund Provides Vital
Assistance for Future Clergy
The Ministerial Education Fund is the church’s affirmation that we continue to share the
responsibility for education of our clergy. It is one of the seven apportioned funds that enable
United Methodists to do together what no church, district, or annual conference could do
alone. Through the MEF and other funds, each individual, each family, each congregation
gives a fair share for the church's work.
Our seminary students need the support of their annual conference, congregation, and the
MEF, which is a critical piece of the circle of support for those on the path to ordained
ministry.
For most of our seminaries, MEF support represents between 12 percent and 20 percent of
their annual budget -- a big piece of keeping tuition and other costs lower for the clergy we
need.
All of our 13 seminaries make scholarships available to qualified United Methodist students,
and GBHEM has endowed a Special Seminary Scholarship Fund to further increase
support for educating clergy. These funds are in addition to money students receive from
annual conference MEF dollars. Twenty-five percent of MEF apportioned dollars are
retained in annual conferences.
As Myron McCoy, president of Saint Paul School of Theology has said so well: “MEF
dollars are critically important to the life and mission of Saint Paul. The church’s MEF
disbursement to us accounts for approximately 20 percent of our educational budget. The
MEF dollars given to Saint Paul are a great investment for the UMC’s present and future as
roughly 80 percent of our graduates are directly involved in ministry leadership in the local
church.”
Our 13 United Methodist theological schools can, with our financial support, respond to the
immediate and future needs of the church in terms of curriculum, focus, and special
programs.
Amee Miller, a student at Garrett-Evangelical Theological Seminary, recently wrote the
following thank-you letter:
“Your contribution to Garrett-Evangelical affirms your commitment to equipping our
churches with well-educated leaders. To be perfectly honest, I had no idea how much I
needed to learn until I got here and got started. I now see more than ever how crucial our
seminaries are to the growth and development of the Church,” she wrote.
Ministerial Education Fund FAQ’s
What is the Ministerial Education Fund?
The Ministerial Education Fund is one of the seven apportioned funds of The United
Methodist Church. Since 1968 the Ministerial Education Fund apportionment has helped
thousands of men and women become pastoral leaders in The United Methodist Church.
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It is nurtured and funded by United Methodists to provide vitally needed scholarships
through annual conferences, essential funds for the support of our 13 United Methodist
seminaries in the United States, programs that encourage men and women to respond to the
call to ordained ministry, continuing-education opportunities for pastors across the
connection and course-of-study education for local pastors.
What schools are supported through the Ministerial Education Fund?
Boston University School of Theology
Boston, MA
www.bu.edu/sth
Candler School of Theology at Emory
University
Atlanta, GA
candler.emory.edu
Claremont School of Theology
Claremont, CA
www.cst.edu
Drew University
Madison, NJ
www.drew.edu/theo
Duke University, The Divinity School
Durham, NC
www.divinity.duke.edu
Gammon Theological Seminary
Atlanta, GA
www.gammonseminary.org
Garrett-Evangelical Thological Seminary
Evanston, IL
www.garrett.edu
Iliff School of Theology
Denver, CO
www.iliff.edu
Methodist Theological School in Ohio
Delaware, OH
www.mtso.edu
Perkins School of Theology
Dallas, TX
2014 Manual

www.smu.edu/theology
Saint Paul School of Theology
Kansas City, MO
www.spst.edu
United Theological Seminary
Trotwood, OH
www.united.edu
Wesley Theological Seminary
Washington, DC
www.wesleysem.edu

7-3

Staff/Pastor-Parish Relations Manual

How is the money distributed?
Of the monies received, 25% of the annual conference remittance is retained in the annual
conference for scholarships for seminary student and continuing education for current
clergy. The remaining 75% is managed by the General Board of Higher Education and
Ministry and a portion is used to help the 13 United Methodist seminaries.
How can I get a Ministerial Education Fund scholarship?
Scholarships through the Ministerial Education Fund are awarded through your annual
conference. To find your annual conference, please visit The United Methodist
Church website.
Does the Ministerial Education Fund only help students?
The Ministerial Education Fund helps more than just students. In addition to scholarships for
seminary students, clergy can receive funding to attend continuing education opportunities.
Also, a portion of the monies remitted go to support the seminaries.
How much money was remitted to the Ministerial Education Fund in the last three years?
In 2007, $18,488,162 was remitted to the Ministerial Education Fund. In 2006, $18,602,252
was given and $18,101,107 in 2005.
Can I give to the Ministerial Education Fund online?
You cannot give online to the Ministerial Education Fund. We hope to be able to offering
online giving to the apportioned funds in the future. However, you can remit money to your
local church and designate it for the Ministerial Education Fund.
Where can I order promotional resources for the Ministerial Education Fund?
Follow this link to order free promotional resources for the Ministerial Education Fund.
What is GBHEM and how is it related to the Ministerial Education Fund?
GBHEM is the acronym for the General Board of Higher Education and Ministry. The
Ministerial Education Fund supports the programs of enlistment, education and support for
clergy through the Division of Ordained Ministry, which is a division of GBHEM. Also,
Course of Study and Basic Graduate Theological Studies are supported through the Division
of Ministry. For more information about the Division of Ordained ministry, please visit
their website. Through the 75% of remitted monies, the General Board of Higher Education
and Ministry supports and nurtures our future and current clergy members.

Stories from Two Seminary Students
Michael DeMoss: Fulfilling his Call to Becoming an Ordained Minister
What did you want to be when you grew up? Baby boomer Michael L. DeMoss set his
sights on psychotherapy, but God had other ideas.
“I am the son of a United Methodist preacher,” said DeMoss, pastor of First United
Methodist Church, Guthrie, Okla. “Early on, I was sure I wasn't going to be a pastor. I
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wanted to live in a home of my own, not in a parsonage. I wanted to have Sundays off, and I
wanted to be home at night. I said to myself, ‘God doesn't need me.’ I was convinced, and I
saw it as my job to convince others.”
Along his journey, however, DeMoss met people who nudged him toward the ordained
ministry—pastors who guided him as a teenage camp counselor and a youth director who
mentored him as an undergrad at Southwestern State University, Weatherford, Okla.
As he considered earning a master’s degree in social work, however, DeMoss felt God’s
presence. “I knew God was calling me to a life I had always resisted,” he said. “This time,
God's call felt so close, and for the first time, I felt ready.” He enrolled at Perkins School of
Theology, Southern Methodist University, Dallas.
April Blaine: Redefining the Role of Pastor
Fridays are quiet for April Blaine. It’s the day the busy seminary student and church youth
pastor takes as a Sabbath to feed her soul. “If you’re not intentional about taking time for
yourself, no one is going to give it to you,” Blaine laughs.
Blaine is in her fourth year of a five-year seminary program at the Methodist Theological
School in [Delaware] Ohio. She’s also a full-time youth pastor at Riverside United
Methodist Church, Columbus, Ohio.
“I have no idea how God plans to use me,” Blaine admits. “I want out of the box of what
people assume the role of a pastor or a church should be. I am reimagining what ministry
can look like for me.”
Soon Blaine will take a three-month sabbatical from school. She plans to visit four
“atypical” churches across the United States to pick the brains of likeminded pastors.
“Wherever people are is an opportunity to be in dialogue about faith,” she says. “It can be at
a coffee shop, at a favorite restaurant, at a book-club meeting. God constantly gives us
opportunities to build relationships with people.”
Blaine’s learning experience wouldn’t be possible without financial help from the
Ministerial Education Fund.
“The fund has been incredibly generous,” Blaine said. Because of it, “I’ve had more
opportunities to understand my role as a pastor.”
To explore the Ministerial Education Fund Website, and to read more stories like the ones
above, enter www.umcgiving.org into your web browser. On the left menu bar,
highlight and click on Connectional Giving Programs/Apportioned Funds, and then
highlight and click on Ministerial Education Fund/Stories.

For More Information
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The Ministerial Education Fund
General Board of Higher Education and Ministry
The United Methodist Church
PO Box 340007
Nashville, TN 37203-0007
Sharon Rubey
Interim Associate General Secretary
615-340-7389
dom@gbhem.org
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PERSONNEL
For who is greater, the one who is at the table or the one who serves? Is it not the
one at the table? But I am among you as one who serves.
Luke 22:27
As he walked by the Sea of Galilee, he saw two brothers, Simon, who is called
Peter, and Andrew his brother, casting a net into the sea-for they were fishermen.
And he said to them, “Follow me, and I will make you fish for people.”
Immediately they left their nets and followed him. As he went from there, he saw
two other brothers, James son of Zebedee and his brother John, in the boat with
their father Zebedee, mending their nets, and he called them. Immediately they left
the boat and their father, and followed him.
Matthew 4:18-22

Background
The area of employment law has become increasingly important in recent years, as challenges to
personnel decisions, more government regulation, and overall fears about liability exposure have
expanded the awareness of employers that they need to be careful when making decisions involving
hiring, supervision and termination of personnel. Church organizations are not totally immune from this
flurry of activity in the employment arena. While many government regulations exempt religious
organizations (i.e., much of the federal Americans With Disabilities Act does not apply to churches; most
state unemployment compensation statutes exempt churches; and Title VII does not cover clergy), there
are other government regulations that do not exempt religious organizations (for example, many state
worker’s compensation laws do not exempt churches; some state disabilities and discrimination laws do
not exempt churches; etc.).
Increasingly, disgruntled employees and former employees of religious organizations - as well as
disgruntled clergy - are filing lawsuits in an effort to have the courts address their often bitter feelings
toward their employer, church or denomination. The courts especially try to avoid dealing with
disputes between persons serving in ministerial positions and churches, because it is
impossible to address these lawsuits without becoming entangled in the church’s polity and
ecclesiastical affairs. Part of the protection of the First Amendment of the U.S. Constitution and
many state constitutions is to prevent the courts from meddling in a church’s internal polity.
The courts are generally very respectful of that important protection and will not deal with clergy claims
and lawsuits.
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Nonetheless, many local churches, annual conferences, and other church entities are becoming
increasingly interested in developing personnel policies that give guidance about how to handle
particular types of common personnel problems. The Church’s Social Principles provide an overall basis
for fair and just treatment of employees. In addition, many annual conferences have developed and
continue to refine policies for addressing sexual abuse, misconduct and harassment. Local churches have
been mandated by the 1996 and 2000 General Conferences to develop such policies as well. Sample
policies are included in this section to assist local churches and annual conferences in policy
development.
The Church’s disciplinary process is addressed in the publication, “Administrative and Judicial
Procedure Handbook,” available from the GCFA legal department, 847.425.6534.

Advantages and Disadvantage of Personnel Policies
There are several important advantages to having personnel policies on certain key issues:
•

Strong statement of acceptable and unacceptable conduct: Policies send a strong
message to staff and others about conduct that is acceptable and unacceptable in a work
setting; the existence of a policy makes it more difficult for a staff person to say that s/he
did not understand this type of behavior would not be condoned (examples: policy on
the use of alcohol during work hours or while traveling on church business; policy on
reimbursement or non-reimbursement of certain business expenses; policy on use of the
internet and e-mail; policy on sexual abuse and harassment).

•

Uniform statement of information: Written policies provide a uniform method of
providing staff with information that they need to know about such things as benefits
(health insurance, pension, etc.), continuing education, vacation, and the like - and
ensuring that the same information is given to all employees (example: if the vacation
policy is that all staff receive two weeks of vacation, it is important that all staff know
this).

•

Consistency: Policies can help ensure that certain situations are handled in a consistent
manner (examples: holidays; work schedule; reimbursement of business expenses) - and
that all staff are treated equally.

•

Protection from liability exposure: Policies can help protect a church or church
organization from liability exposure.
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There is one major disadvantage to personnel policies:

•

If an organization adopts a policy and then does not follow it - or follows it only with
respect to certain staff - there is an increased risk of liability exposure to the organization.

Common Personnel Policies
Each local church, annual conference or other church entity, in close consultation
with legal counsel, needs to decide for itself whether to adopt personnel policies, who
should be covered by each policy (lay/clergy; full/part-time staff), and which types of
policies should be included in a set of policies. Subjects that are commonly included in
personnel policies are the following:
•

Hiring policies (recruitment; job posting; immigration; references; hiring of relatives;
promotions; statement of “at-will” employment; etc.)

•

Salary administration (pay periods; overtime; time card procedures; wage assignments;
performance reviews; etc.)

•

Operations (work schedule; etc.)

•

Benefits (health insurance; disability; life insurance; pension; bereavement leave;
worker’s compensation; social security; unemployment compensation, if applicable;
vacation; holidays; maternity and paternity leave; sick leave; jury duty; personal days;
policy on HIV/AIDS; attendance records; leave of absence; family and medical leave;
continuing education; etc.)

•

Accountable reimbursement policy (information appears in Tax section)

•

Retirement issues

•

Termination and resignation issues

•

Conduct issues (race and gender issues; sexual abuse, misconduct and harassment;
violence; code of ethics; internet/e-mail use; confidentiality; etc.)
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Personnel Records
Local churches, annual conference and other church entities should work with their attorneys to
have a clear understanding about the importance of keeping good personnel records - and what to keep
and what not to keep in those records. For example, if a local church lay staff person is tardy in arriving
to work 3 out of 5 days each week, week after week, month after month, and the local church has
warned the staff person several times that repeated tardiness will not be tolerated, the tardiness - and the
warnings to the staff person - should be documented in the person’s personnel file. If the situation
becomes intolerable and the local church decides to terminate the person, then the documentation in the
file will serve as an important record of what transpired, when it transpired, and how it was handled. If
the terminated staff person tries to challenge the decision, the detailed records will provide an important
defense for the local church in support of its decision.
The Discipline directs GCFA and the General Board of Higher Education & Ministry to provide
to the annual conferences guidelines for keeping clergy personnel records and guidelines for keeping
clergy supervisory records. Both sets of guidelines are found at the end of this section.

1. Access to Personnel Records and Confidentiality
There are state and federal laws that provide access to or protect confidentiality of
certain personnel records. Annual conferences and local churches should review these legal
requirements with legal counsel. Medical information is particularly sensitive. It should be
gathered only when there is a legitimate business reason to do so and then gathered, retained
and disclosed in strict compliance with applicable state and federal laws. A written consent
to release medical information, signed and dated by the employee specifying the information
to be released, must be obtained by the employer before any release of medical information.
Any medical information should be kept in a separate file, not the employee’s personnel file
and access should be strictly limited only to those with the clear need to know. A sample
confidentiality of employee records policy is included in the sample policies found later in
this section.

2. Record Retention
The types of personnel records that must be retained by federal law include but are not limited to:
RECORD TYPE
Payroll records

Personnel records used in hiring, termination and promotion
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Records relevant to legal action or discrimination complaint
Time sheets
Family Medical Leave Act records
Immigration Reform and Control Act records
An employer should consider three separate types of files on an employee in its human
resources office: 1) the official personnel file; 2) confidential file (interview evaluation, reference
checks, EEO/affirmative action data, credit checks, and information regarding legal actions or
internal complaints); and 3) medical information. As a general rule, it is best for an employer not to
maintain files with any employee medical information. The law in this area is in flux. If, however, a
medical information file is maintained (due to AwDA or FMLA needs), the employer should ensure
this is a separate and confidential file.
An additional note is in order about medical information. The privacy of medical information has
become a major public policy issue in the United States. Congress recognized the need for
national patient record privacy when they enacted the Health Insurance Portability and
Accountability Act of 1996 (HIPAA). In December 2000, the U.S. Department of Health and
Human Services released the nation’s first ever standards under HIPAA for protecting the privacy
of the personal health records of Americans. The new regulations go into effect in 2003. They are
intended to protect medical records and other personal health information maintained by health
care providers, hospitals, health plans and health insurers, and health care clearinghouses. As of
the date of publication of this edition of the Legal Manual, it is unclear what, if any, impact these
new regulations will have on employers. However, the new regulations are a strong statement of
the importance of the privacy of medical information.

3. Subpoena of Personnel Records
Secular courts have the power to issue a subpoena which is a written request to view documents
of the church/employer. An employer can no longer simply produce documents in response to a
subpoena. Upon receipt of a subpoena, the employer should consult with legal counsel to determine
whether this disclosure is permitted under state law and how to proceed. If there is no law on point, the
employee whose records are being “subpoenaed” should still be notified. If the employee objects, the
employee may permit the employee’s own attorney to act to quash or modify the subpoena. At the same
time, the employer should let the attorney who issued the subpoena know of the employee’s objection.
In any event, the employer should contact the issuing attorney to determine the issues in the matter that
require the subpoenaed documents and obtain a release from the employee that mirrors the request
contained in the subpoena.

2014 Manual

8-6

Staff/Pastor-Parish Relations Manual

Federal Laws Coverage
Many federal laws regulate employers' actions. The theory of federal government
control is typically under the Interstate Commerce Clause in which the federal government
may assert jurisdiction into states and over organizations involved in interstate commerce.
Typically, most organizations having a certain number of employees can be assumed to be
in “interstate commerce,” and therefore many federal laws set a certain number of
employees as the threshold on which coverage by the federal law applies. The following is a
short summary of key federal laws affecting employers who have the required number of
employees:
•

Civil Rights Act of 1964 (Title VII) as amended: banned discrimination based on
race, gender, national origin, and religion in employment; applies to organizations of 15
or more employees. There is a limited exception for religious organizations to enable
them to restrict job positions to those of their own religious faith. In the leading case on
the matter, the Supreme Court has given religious organizations very broad powers to
proscribe religious qualifications for their employees. Most states and large cities have
similar civil rights laws and many of those laws have a lower threshold for the number of
employees.

•

Age Discrimination Employment Act of 1967 (ADEA): prohibits discrimination
against employees age 40 or older with limited exceptions (if age is a bona fide
occupational qualification, mandatory retirement of age 70 for tenured faculty at
institutions of higher education etc.). The Older Worker Benefit Protection Act of 1990
prohibits age discrimination in the provision of benefits. Applies to organizations of 20
or more employees. This law is enforced by the EEOC. Most states and large cities have
parallel laws.
The First Amendment to the U.S. Constitution protects a church’s right to set
a mandatory retirement age for ministerial staff.

•

Occupational Safety and Health Act of 1970 (OSHA): a regulatory system designed
to aid worker safety; current threshold for required reporting, 11 employees or more.
States and municipalities may also have laws covering fewer employees. Exempts
religious activities.

•

Immigration Reform and Control Act of 1986: bans hiring non-U.S. citizens who do
not possess the authorization to work in this country and provides fines up to $10,000
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for each illegal immigrant hired and in some cases imprisonment; all employers (even of
one person) must fulfill the document verification provisions of the Act. Failure to do so
can result in penalties. The discrimination provisions apply to four or more employees.
This Act makes it an offense to refuse employment to anyone whom the employer
believes may be an illegal immigrant but turns out not to be; applies to organizations with
four employees or more. Employers are required to verify employment eligibility within
three days of hire of a new employee by completing the I-9 form. It is important to keep
copies of the evidence of employability: green card, passport, driver’s license, Social
Security card, birth certificate, or citizenship papers as set forth on the I-9 form. The I-9
form must be kept by the employer for the longer of the following: three (3) years after
the date of hire or one (1) year after termination of employment. In the 1980’s this law
was unsuccessfully challenged on religious grounds. Churches must comply with the law.
This law is enforced by Immigration and Naturalization Service (INS). See additional
immigration information later in this section.

•

Worker Adjustment and Retraining Notification Act of 1988 (WARN): this plantclosing legislation requires 60 days' written notice of large-scale layoffs and plant closings;
applies to organizations with 50 or more employees.

•

Americans with Disabilities Act of 1990 (AwDA): broad piece of legislation, covering
both treatment of employees as well as architectural requirements for buildings;
employment provisions apply to organizations of 15 or more employees. This act
requires employers to make reasonable accommodation for employees with disabling
conditions, including accessibility, training, and job structure, absent a showing of “undue
hardship” and expense. If significant risks to health and safety of others that cannot be
eliminated by reasonable accommodation would arise from the employment of a disabled
person, the AwDA does not require hiring of that person. The protection afforded by the
AwDA applies to qualified individuals with a disability. This law is enforced by the
EEOC.
The AwDA includes a ministerial exception that exempts ministerial staff from its
coverage. The Act also contains provisions permitting churches to discriminate in hiring
based on religion. There is also an exemption for churches relieving them of the
requirement to comply with provisions related to building accessibility to public
accommodations
by theCourt
disabled,
but thissignificantly
does not relieve
a church
organization
thelaw.
Recent U.S. Supreme
decisions
limited
the applicability
of of
this
responsibility to make a reasonable accommodation for a disabled employee (if covered
Consult
with or
your
attorney
ensure
compliance. Many states and larger cities have
by
the AwDA
similar
state to
or local
laws).
parallel laws which may cover fewer employees.
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Fair Labor Standards Act: overtime pay of time and one-half to non-exempt (nonmanagerial) employees working over 40 hours a week; also regulates child labor providing
that anyone age 18 or older may work, but employees who are younger are subject to
restrictions related to hazardous work and work hours, and provides for a minimum
wage. There is a limited exception for religious camps operating no more than seven
months a year. While churches that are not engaged in “interstate commerce” are not
subject to the act, many activities fall into this gray area. Consult with your local
employment attorney. The Department of Labor may view any entity with employees as
covered by the Act, including churches. The operation of a day care facility, pre-school or
school will subject a church to coverage by the Act. Further, the requirements of the Act
cannot be avoided by classifying a worker as an independent contractor to avoid paying
him overtime. Clergy are professional employees and are exempt from the overtime pay
requirement. This law is enforced by the Department of Labor’s Wage and Hour
Division. Many states also have wage and hour laws. The GCFA legal department has a
booklet specifically addressing the details of overtime requirements for church
organizations. Call 847.425.6534 for a free copy, entitled “Wages and Hours: A Guideline
for Church Employers.”

•

Equal Pay Act: The Fair Labor Standards Act was amended by the Equal Pay Act to
require equal pay for equal work, regardless of the employee’s sex.

•

Family Medical Leave Act of 1993: Eligible employees may take up to 12 weeks of
unpaid, job-protected leave with continued benefits during a 12-month period for the
birth of a child, care of a newborn, placement for adoption, or foster care, to care for a
spouse, son, daughter or parent with a serious health condition, or the employee’s own
serious health condition. To be eligible the employee must have worked for the employer
at least 12 months and at least 1250 hours during the immediately preceding 12 months,
at a work site where 50 or more employees are employed within 75 miles of the work
site. There is specific exception for churches, but if a church employs less than 50
employees it is not covered by the law. The employer’s obligation is triggered by the
employee’s prior notice to the employer of the need to take leave under the Act or upon
the employer’s learning that the leave is for purposes covered by the Act. The employer
should require medical certification from the affected person’s physician. “Serious health
condition” covers inpatient care and continuing treatment by a health care provider. This
law is enforced by the U.S. Department of Labor’s Employment Standards
Administration, Wage and Hour Division. Many states have family medical leave statutes.
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Due to the complexity of this law, it is a good idea to work with an attorney who
specialized in employment law to ensure compliance.

•

Personal Responsibility and Work Opportunity Reconciliation Act of 1996:
generally referred to as federal welfare reform, contains a requirement that all employers
report new hires to the employer’s respective state agency. The appropriate state agency
varies from state to state. One purpose of this law is to locate parents who avoid child
support payment obligations by moving and changing jobs. There is no exclusion for
small employers or religious organizations. The designated state agency may be a child
support enforcement agency or state labor department.

•

Unemployment: United Methodist entities are exempt under the terms of the Group
Ruling Exemption from Federal Unemployment Tax (FUTA). However, state laws may
vary, and some states may have unemployment coverage for United Methodist entities.

•

Workers' Compensation: This is a matter of state, not federal law. There is no per se
exemption for churches, and coverage depends upon the specific state law. It is
important to consider who is considered a covered employee for state law purposes.

•

National Child Care Protection Act of 1993: This Act allows (does not require) states
to require that certain child care providers make mandatory background checks on child
care workers (both employees and volunteers). States will have the right to designate
certain organizations, such as day care centers, nurseries, schools, and possibly Sunday
schools, as child care providers. Church organizations should become aware of their
state’s requirements regarding the designation of child care providers. The National Child
Care Protection Act was amended in 1999 by the Volunteers for Children Act to enable
(not require) child care providers designated by state law as qualified entities to contact
an authorized agency of the state to request nationwide criminal fingerprint background
checks. To find out if churches are designated as qualified entities in your state, contact a
local attorney. There are advantages and disadvantages to any screening process; select a
screening process that best suits the needs of your organization.

•

Pregnancy Discrimination Act: This Act prohibits discrimination against a female
employee because she is pregnant. If she is able to work, she must be permitted to work
under the same conditions as other employees. If she becomes unable to work for
medical reasons, she must receive the same rights to benefits and leave as other workers
who become unable to work.

•

Employee Polygraph Protection Act: This Act applies to churches engaged in
interstate commerce and prohibits requiring or suggesting employee or job applicants
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submit to polygraph tests. Consult with your attorney to determine whether your church
is engaged in interstate commerce and covered by the Act.

•

Uniformed Services Employment and Re-employment Rights Act of 1994:
Generally, this law provides that an employee who leaves to train or serve in the
uniformed services must be re-employed upon return and has a right to certain benefits
during absence and upon return, provided the employee’s service does not exceed five
years and the employee did not receive a dishonorable discharge. There is no exemption
for churches or small employers. The employer is not required to re-employ under
specified limited circumstances set forth in the Act. This law is enforced by the U.S.
Secretary of Labor and may be referred to the U.S. Attorney General for further action.

Posting Requirements
The following is a list of the federal laws that require covered employers to post
notices for employees. First, determine whether or not your organization a “covered
employer.” Many of these laws may be inapplicable because your organization does not
meet the minimum number of employees or does not engage in interstate commerce.
Second, the Free Exercise clause of the First Amendment exempts ministerial positions and,
in some cases, other core religious employees from some of these laws. These notices need
to be posted if you are a “covered employer:”
•

The Fair Labor Standards Act (minimum wage and overtime)

•

Equal Employment Opportunity

•

Occupational Safety and Health Act (OSHA) (note: probably not applicable to local
churches)

•

Employee Polygraph Protection Act

•

Family Medical Leave Act (FMLA)

Posters for all of the above, except Equal Employment Opportunity, can be obtained at no
charge from your local office of the U.S. Department of Labor. For a free poster covering Equal
Employment Opportunity, contact your local office of the Equal Employment Opportunity
Commission. Many states have posting requirements in addition to those required by federal laws.
Consult with your attorney on posting requirements.
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Avoiding Problems in Hiring and Firing Employees

1. Interviewing Lay Persons
In formulating questions for interviewing lay persons, the two most important guidelines are
to ensure that each question be related to the job for which the applicant is applying and that
the same questions be asked of each applicant for the position (job relatedness and
consistency). Questions should not be formulated to draw out race, marital status, age, sex,
national origin, citizenship or disability. Because a religious organization may discriminate
based on religion, a church organization may require that employee be United Methodist or
may indicate that applicants who are United Methodist will be given preference.
Consistency is a key here, to be sure all applicants and employees are treated the same.

Examples of prohibited questions:
1)
2)
3)
4)
5)
6)
7)
8)
9)

What year did you graduate from high school? (Can learn of age)
Please enclose a photograph with your resume. (Can learn of race, national
origin, sex or age)
Are you married? What is your maiden name? (Illegal inquiry about marital
status)
What is your native language? Are you a U.S. citizen? Where were you born?
(National origin discrimination)
Are you disabled? What is the nature or severity of your disability? What
caused your disability? (Disability discrimination)
How old are you? What is your date of birth? (Age discrimination)
Do you plan to have children? Do you have children? What are you childcare
arrangements? (Sex discrimination)
Are you pregnant? (Pregnancy discrimination)
Do you have a drug or alcohol problem? (Disability discrimination)

Examples of permitted inquiries (job related)
1)
2)
3)
4)
5)
6)
7)
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Have you ever been fired or otherwise had your employment involuntarily
terminated?
There is a gap in the time frames shown on your resume. Tell me about that.
If hired, can you prove you are at least 18 years of ages?
Can you show proof of eligibility to work in the United States?
Are you able to perform essential functions of this job with or without
accommodation?
Would you be willing to travel?
What would your last boss tell a new potential employee about you?
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8)
9)
10)
11)
12)
13)
14)
15)
16)
17)
18)
19)

21)
22)
23)
24)
25)

26)
27)
28)

What skills do you think you bring to this job?
How much do you know about our organization?
Who and what has motivated you in the past?
Why did you leave your last position?
When were you last responsible for doing this kind of work?
How were you able to demonstrate teamwork in your last position?
What do you consider your greatest work accomplishment?
What goals did you set for yourself during your last position?
What does service mean to you?
How might your skills be improved?
Where do you see yourself a year from now? In three years? Five
years? Ten years?
Tell me about the last time you broke the rules to serve a
client/customer in need. (Flexibility, judgment)
20) Tell me how you have used humor to diffuse a tense situation.
(Tact)
Give me an example of a time you went above and beyond the call of
duty to assist a co-worker when you received no recognition or credit.
(Unselfishness, teamwork)
Give me an example of how you worked with an extremely difficult coworker. How did you handle it? (Adaptability)
Describe a time when a co-worker failed to pull his or her weight. What did
you do? (Adaptability)
Tell me about the most difficult customer you’ve ever dealt with. How did
you handle it? (Service focus)
What’s the most important thing you’ve learned in the last six
months?
What new skills, knowledge or experience have you gained?
(Willingness and ability to learn)
Tell me about the last time you tried something new or took on
additional responsibility when there was no guarantee for success.
(Willingness to take risks)
Tell me about the last time you asked someone for feedback. What
did you do with that information? (Willingness to learn/listen)
Tell me about the last time you had to work with others to accomplish
a critical result. What did you do? (Teamwork)

If you need to compile applicant tracking information for affirmative action
purposes, for example, do not ask for this information on the employment
application unless it is on a perforated portion at the bottom which will be separated
from the application and not available to the decision maker.
At the At the end of this section is a sample Employee Hire Checklist that may be
useful to help remember the details of the needed follow through for hiring
new staff.
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2. Ministerial Positions
In the civil law arena, the protections of the First Amendment to the
Constitution of the United States give much greater flexibility in posing questions to
a person being considered for a ministerial position. The Discipline prohibits
discrimination on the basis of race, ethnic origin, sex, marital status, age or
disabilities. Interview questions must comply with the Discipline.

3. Background Checks in General
Employers are finding themselves in lawsuits over their hiring and firing
practices. Failing to properly investigate a prospective employee’s background could
result in legal liability for negligent hiring or negligent retention if that employee
later seriously harms someone (if the background check would have revealed prior
“misconduct” or a propensity to commit such wrongdoing). A criminal background
check is especially important for employees who will be working with children,
counseling, or operating church vehicles. Criminal background and credit history
checks can be important for finance staff. Investigation of the applicant’s
background should involve contacting personal and employment references as well
as conducting a criminal records investigation. A few guidelines to follow in
conducting background checks are: a) inform the applicant and obtain a written
release from the applicant; and b) do not ask references questions that are legally
impermissible to ask the applicant (see examples above). The release from the
applicant for reference checks can be included on the employment application.
Sample language could read:
“ I hereby authorize __________________________________________to
verify and obtain any information from any reference schools, residential
management agents, former and current employers, religious bodies, criminal
justice agencies, courts, business, individuals and other resources relating to
my activities. This information may include, but it is not limited to, academic,
residential, achievement, performance, attendance, personal history,
disciplinary, criminal conviction records and any judicial or ecclesiastical
proceedings involving me. I hereby direct and authorize you to release such
information
upon
request
to
the
bearer.
I
hereby
release___________________________________ and any individual or group,
including records custodian, from any and all liability for damages of whatever
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kind or nature which may at any time result to me on account of compliance or
any attempts to comply, with this authorization.”
A sample Notice and Authorization form, including a request for a credit check and disclosure is
included at the end of this section.

If the information obtained in a reference check is inappropriately used or
disclosed, the employer could later be found to be liable to the employee or
prospective employee for defamation or violation of privacy. Church organizations
should develop reference checking procedures in consultation with their legal
counsel.

4. Background Checks for Ministerial Positions
Neither the Discipline nor The Book of Resolutions addresses the subject of background checks for
United Methodist clergy or other persons in ministerial positions in the Church. That said, more and
more annual conferences are conducting criminal and other background checks on candidates and
clergy, and more and more local churches and other church organizations are conducting background
checks, especially for any person who works with children or youth. Background checks do not solve all
problems, nor should they be viewed as a standard of care or requirement for all church settings or
situations.
¶ 310.2 of the Discipline requires all candidates to submit (on a form provided by the board of
ordained ministry), a notarized statement detailing any written accusations or convictions for felony,
misdemeanor, or incident of sexual misconduct, or certifying that the candidate has neither been accused
in writing nor convicted of a felony, misdemeanor, or any incident of sexual misconduct. This is not the
same as a background check, because it is the candidate’s own disclosure of his/her history and it
assumes the individual will be completely candid in the disclosure. Criminal background checks can be a
helpful additional tool for verifying a candidate/clergy person’s history.
The General Board of Higher Education and Ministry, Division of Ordained Ministry, Section of
Elders and Local Pastors has a sample form for the ¶ 310.2 disclosure available (615.340.7389).

5. Other Checks and Balances for Lay and Clergy Applicants and Staff
Background checks will only uncover information about the person’s history, and a “clean”
background check is not necessarily a good predictor of a person’s future behavior. Other organizational
internal controls and checks and balances are important in the candidacy process, as well as throughout a
person’s career in ministry. For example, checking all listed plus other references on all applicants can
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provide an invaluable source of information and insights on applicants. Checking all information on a
job application also is helpful (education, certifications, licenses, etc.).
The physical design and layout of the facility can be especially important for counseling and
child care settings (doors should have a window in them, etc). Strong support (not lip service) for
vacations and other self-care is important. There is much, much more which can be done!
For more information about checks and balances for reducing the risk of child abuse in the
Church, see Safe Sanctuaries, Reducing the Risk of Child Abuse in the Church, by Joy Thornburg
Melton, Discipleship Resources, 800.685.4370 (also available through Cokesbury). For more information
about checks and balances regarding clergy sexual ethics, see Living the Sacred Trust, Division of
Ordained Ministry, Section of Elders and Local Pastors, General Board of Higher Education and
Ministry of The United Methodist Church, 615.340.7389. See also the important United Methodist
policies on sexual harassment and child abuse in The 2012 Book of Resolutions. State law requirements also
should be reviewed, because more and more states have special laws to protect children or other
vulnerable persons.
If reference and background checks reveal previous incidents of sexual misconduct, Richard
Hammar’s Pastor, Church and Law recommends that the following factors be considered before hiring
the person: “(a) the nature and severity of the previous misconduct; (b) the frequency of the previous
misconduct; (c) how long ago the misconduct occurred; (d) whether the minister received counseling; (e)
the competency and effectiveness of any counseling received; (f) the likelihood that the minister will
repeat the same type of misconduct now; (g) the possibility of legal liability if a jury concludes, on the
basis of all evidence, that the church [organization] was negligent in hiring the minister.”
Hiring any person who has been involved in previous serious criminal acts can be
extraordinarily risky for a church organization, because of the ever present possibility of a recurrence
and the difficulty of taking careful steps to prevent such a recurrence. It is typically hard for a church to
balance the seeming conflict between Biblical notions of forgiveness and redemption and the stark
reality in today’s world that someone in a church setting may cause injury to a member, embroiling the
church in an expensive and painful lawsuit in the event of a recurrence, especially when children are
involved. Church organizations should consult with legal counsel and other experts in this area before
making any decision.
For more information on financial safeguards, see the Insurance/Risk Management Section
(references to GCFA’s internal audit guide, information on internal controls, and Tips for Preventing
the Misuse of Funds).
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6. Job Descriptions and Performance Management
Job descriptions define the essential and nonessential functions of a position. They are useful
in providing job information to the employee and supervisor, information for performance
appraisals, information in situations calling for review under the Americans with Disabilities Act,
and information for the employee discipline process. The performance appraisal should be conducted
at least annually. Supervisors should manage employee performance throughout the year,
documenting conversations with the employee regarding acceptable and unacceptable performance.
Any documentation should contain only facts, not generalizations or assumptions.
For example, as noted earlier, if a church staff person is tardy in arriving to work 3 out of 5 days
each week, week after week, month after month, and the church has warned the staff person several
times that repeated tardiness will not be tolerated, the tardiness – and the warnings to the staff person –
should be documented. If the situation becomes intolerable and the church decides to terminate the
person’s employment, then the documentation in the file will serve as an important record of what
transpired, when it transpired, and how it was handled. If the discharged staff person tries to challenge
the decision, the detailed records will provide an important defense for the church in support of its
decision. When performance appraisal is an ongoing process, the annual performance review will be
unlikely to contain assessments that surprise the employee. Performance appraisals should be truthful
appraisals. It is unhelpful to both the employee and the church employer to gloss over or fail to
document performance problems. Truthful appraisals are important in the defense of adverse personnel
actions and in improving performance.
Employees should be given an opportunity to review and comment on the performance
appraisal. The performance appraisal should be signed by the supervisor and the employee to indicate
that the review occurred, not that the employee necessarily agreed with the review. If the employee
refuses to sign, indicating that the review has occurred, the supervisor may note that fact on the
appraisal form.
Note: An excellent publication from Cokesbury’s “Guidelines for Leading Your Congregation”
series is the “Pastor Parish Relations” by Betsey Heavner. Copies may be ordered by calling
800.672.1789. The Division of Deacons and Diaconal Ministers, General Board of Higher Education
and Ministry, also has a very useful resource packet of guidelines for developing church personnel
policies and job descriptions. Call GBHEM, 615.340.7375 (ask for a copy of the “Guidelines”).
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7. Termination of Lay Staff
Before terminating the employment of a lay employee, the church organization
should determine whether employment in their state is “employment at will,” meaning the
employment relationship between the employer and the employee may be terminated by
either at any time with or without cause. If an employment contract with an employee exists,
that eliminates the “at-will” relationship and the employee’s rights upon termination will be
governed by the employment contract. A few states recognize oral and implied employment
contracts. In those states, the employment contract may not have to be in writing to be
enforceable. Included in the sample policies that follow is a sample policy on employment
“at will” that can defeat an employee’s claim that s/he had an employment contract with the
organization. A termination in violation of a state or federal law will be subject to legal
challenge. For example, a typical employee cannot be discharged on the basis of age, sex,
race or for any other unlawful reason.
In addition, an employer that discharges an employee in retaliation for exercising the
employee’s right or obligations under state or federal law may be found liable for wrongful
discharge. For example, if an employee files an EEOC complaint for race discrimination,
s/he cannot be terminated for filing the complaint.
Problems with termination of lay staff can be avoided or minimized by following a few basic
rules of the road:
1.
2.
3.
4.
5.

6.
7.
8.
9.

Do your homework and document.
Follow your own policies.
Do not discharge an employee in haste or anger.
Investigate the facts before you act.
Review the personnel file to be sure the performance or behavior issues are well
documented and to familiarize yourself with the employee’s work history. If the work
history and problems are not well documented, then work with your attorney to develop a
plan to obtain the documentation that can be crucial to supporting the need to terminate.
Consider all options. Is termination really the best way to address the situation? Would
some other form of discipline meet your needs? Should you give the employee an
opportunity to resign?
Consistency. Are you treating this employee in the same manner that you have treated other
employees who have had the same or similar problems?
Consult with legal counsel.
Prepare for the termination meeting. Have a witness present at the meeting. Be honest and
straightforward about the decision at the meeting.
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10.

11.
12.
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Be prepared for addressing office details: returning office property and keys, computer
access and security; what you will say about the decision; summarizing the termination
meeting in a memo to the file; continuing benefits; accrued vacation; etc. (see sample
Termination Checklist at the end of this section)
Be prepared for what you will say when called to give a reference for the person.
Be the Church. Treat the employee with care, compassion and dignity.

Termination of a clergy person’s appointment and/or orders and other changes in a
clergy person’s conference relationship require careful review of the Discipline, which
sets forth in detail the rights and responsibilities for these issues. GCFA’s Administrative
and Judicial Procedures Handbook (5th Edition) is a helpful resource on these issues (call
847.425.6534 for a copy). As noted above, because of constitutional protections, civil
courts generally will not hear a lawsuit filed by a person in a ministerial position against
a church organization. Such relationships are not ordinary civil employment. They are
ecclesiastical relationships defined by United Methodist polity and governing bodies.

Employee or Independent Contractor
An important question arises when a church retains a new person to perform a particular job for the church
- is the person an employee or independent contractor? Serious tax consequences may result if a person is
misclassified. Most persons retained to do the day to day work of any organization, including a church, are
considered employees. The IRS and courts have determined that United Methodist clergy at the local
church are to be classified as employees for income tax purposes. The IRS views independent contractor
arrangements with suspicion and scrutiny, because of previous abuses and an underlying viewpoint that
persons who are working for an organization should be considered employees for income tax purposes.

The IRS uses a 20-factor test to determine whether a person is an employee. In
connection with this test, the IRS has stated the following:
. . . 20 factors have been identified that indicate whether sufficient control is present to
establish an employer-employee relationship. The degree of importance of each factor
varies depending upon the occupation and the context in which the services are
performed. It does not matter that the employer allows the employee freedom of
action, so long as the employer has the right to control both the method and the result
of the services . . . (Business Reporting, I.R.S. Publication 937).
The 20 common law factors are:
1)
Instructions. An employee must comply with instructions about when, where,
and how to work. Even if no instructions are actually given, the control factor is
present if the employer has the right to give instructions. Independent contractors
direct themselves as to when, where and how to do their work.
2)
Training. An employee is trained to perform services in a particular manner.
Independent contractors ordinarily use their own methods and receive no training from
the purchasers of their services.
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3)
Integration. An employee's services are integrated into the business
operations because the services are important to the success or continuation of the
business. This shows that the employee is subject to direction and control.
4)
Services rendered personally. An employee renders services personally. This
shows that the employer is interested in the methods as well as the results. Independent
contractors are generally free to hire assistants or to sub-contract their work, since they
are directing their own operations and making their own decisions about how to get the
job done.
5)
Hiring, supervising and paying assistants. An employee works for an
employer who hires, supervises, and pays assistants under a contract that requires him
or her to provide materials and labor and to be responsible only for the result.
6)
Continuing relationship. An employee has a continuing relationship with an
employer. A continuing relationship may exist where work is performed at frequently
recurring although irregular intervals. An independent contractor ordinarily is hired to
do a particular job and then moves on to do work elsewhere for another organization.
7)
Set hours of work. An employee has set hours of work established by an
employer. An independent contractor is the master of his or her own time.
8)
Full-time work. An employee normally works full-time for an employer. An
independent contractor can work when and for whom he or she chooses.
9)
Work done on employer’s premises. An employee works on the premises of
an employer, or works on a route or at a location designated by an employer. An
independent contractor ordinarily sets his/her own place of work.
10)
Order or sequence set. An individual who must perform services in the order
or sequence set by an employer looks like an employee, subject to direction and control.
11)
Oral or written reports. A person who regularly submits reports to a
supervisor looks like an employee, who must account to the employer for his or her
actions.
12)
Payments. An employee is paid by the hour, week, or month. An independent
contractor is paid by the job or on a straight commission.
13)
Expenses. An employee's business expenses are customarily paid by an
employer. This shows that the employee is subject to regulation and control. An
independent contractor ordinarily pays for his/her own business expenses.
14)
Tools and materials. An employee is furnished significant tools, materials,
and other equipment by an employer (examples in a church: computer, books, music,
uniforms)
15)
Investment. An independent contractor has a significant investment in the
facilities he or she uses in performing services for someone else.
16)
Profit or loss. An independent contractor can make a financial profit or suffer
a financial loss; whereas an employee ordinarily does not suffer any financial losses
associated with his/her work.

For more information on the status of a worker as an employee or independent contractor, see IRS
Publication 15-A, “Employer Supplemental Tax Guide,” available from the IRS.
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17)
Works for more than one person or firm. An independent contractor offers
and ordinarily gives his or her services to two or more unrelated persons or firms at the
same time (example: an outside snow removal or lawn service used by a church would
do the same work for a number of clients and would be considered an independent
contractor; a facilities maintenance person who does full time work for the church that
includes snow removal and lawn service and does not have a snow removal/lawn
service business for other clients probably would be considered an employee, absent
other unique circumstances).
18)
Offers services to general public. An independent contractor makes his or
her services available to the general public.
19)
Right to Fire. An employer can fire an employee. An independent contractor
typically cannot be terminated so long as he or she produces a result that meets the
specifications of the contract for the services.
20)
Right to quit. An employee can quit his or her job at any time without
incurring liability. An independent contractor usually agrees to complete a specific job
and is responsible for its satisfactory completion, or is legally obligated to make good
for failure to complete it.
Examples in a church setting:
•

A church organist/music director who holds the position of Minister of Music, who works 35
hours a week and who works under the direction of the church, probably is an employee.

•

An organist who works for six area churches when their regular organist is sick or on vacation
(and offers his/her services to other churches) probably is an independent contractor.

•

A maintenance person who works 20 hours a week for the church on evenings, weekends (and
after weddings and funerals) and who has a regular day job elsewhere but does not have a
facilities maintenance business probably would be viewed by the IRS as an employee of the
church, absent other facts.

•

A maintenance person who works for ABC Maintenance Company and is sent to different job
locations, including the church, depending on the work schedule set by ABC, would be an
employee of ABC Maintenance Company. ABC Maintenance Company would be an
independent contractor in its relationship with the church.

•

A painter who walks in off the street and offers to spend the next four weeks painting the
church for a flat fee is probably an independent contractor. S/he will do the assigned painting
tasks and then go on to paint other churches, businesses or homes.

Churches sometimes have fact scenarios that are somewhere in-between these extremes. Each church
organization needs to do its own analysis, in close consultation with legal counsel, for any “job” that is in
a gray area if the church wants to consider the person doing the job to be an independent contractor.
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Sample Policies
In the pages that follow are sample personnel policies. The word sample is emphasized,
because it is important that personnel policies be carefully considered and developed to fit the needs of
each church organization and reviewed in light of each state’s unique laws. In addition, the GCFA legal
department is not recommending or endorsing any of these policies. And, GCFA is not suggesting that
these subjects all should be covered by an organization’s set of personnel policies - or that no other
subjects should be covered. They are provided as samples strictly as a convenient reference and starting
point to help local churches, annual conferences and others in the development of policies on the
covered subjects, as desired.

Introduction
The principal function of this Staff Reference Manual is to provide a current, accurate and
readily accessible reference source for use by the staff of the [organization]. This Manual is to be
interpreted and used by [organization] in its absolute discretion.
All employees of the [organization] are employed at will and not by contract. Employment at
[organization] means you and the [organization] are each free to terminate the employment relationship at
any time without notice, and for any reason. This Manual is not an employment contract and is not to be
construed as such. It is a statement of operating procedures and policies. Whether or not the disciplinary
procedures described here are followed, all employees are subject to dismissal without notice at any time,
when in the sole opinion of management, the employee's job performance and/or conduct is found
unsatisfactory for any reason.

The Manual is designed to assemble descriptions of privileges and benefits to which employees
are entitled. From a policy standpoint, it details those administrative policies and procedures presently
authorized for members of the staff. It is not a static document. From time-to-time revisions and
additions to this Manual will be made and those changes will be controlling.
Occasionally a question will arise which has not been discussed in the Manual or an elaboration
is needed on a topic already presented. In such cases, please contact the [list position] for additional
information.
Policies as Applicable to United Methodist Clergy
Whenever there is a conflict between the personnel policies of [organization] and The Book of
Discipline of The United Methodist Church with respect to ordained United Methodist clergy, the Book of
Discipline takes precedence to the extent that a conflict exists.
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Staff Member Qualifications
All staff shall have at a minimum the following qualifications:

•

They shall be persons who are sympathetic with the Christian faith and purposes of The
United Methodist denomination;

•

They shall possess the special aptitudes, skills and capacities which are required in their
respective fields of work;

•

They shall be persons who can win and hold the cooperation and goodwill of the people
they serve as well as their associates;

•

They shall have the ability to maintain and keep confidences;

•

They shall be persons who can demonstrate the capacity to learn and to improve their
abilities.
Equal Employment Opportunity
[Organization] shall provide equal employment opportunity to all staff members and applicants

for employment. No person shall be discriminated against in employment because of race, color, sex,
national origin, age or disability. This policy applies to all terms, conditions and privileges of
employment. Any communication from any applicant for employment to a staff member, a government
agency, or an attorney concerning any equal employment opportunity matter shall be referred to [list
position].
Recruitment
[Organization] shall post information of position openings on all bulletin boards within the
offices prior to external announcements.
The recruitment process may also include the public announcement of vacancies through the
various news media and church journals, and through notification of appropriate institutions,
professional organizations, related agencies and groups with special access to qualified women and racial
ethnic minority persons who may be potential applicants.
Ethics Statement
The following statement shall be presented and signed at the time of appointment, election, or
employment and reaffirmed annually:
All funds and property received and administered by the [organization] are entrusted to
them by God through the faithful financial support of church members. Therefore, the
highest degree of Christian stewardship and fiduciary responsibility is expected of all
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directors, non-director committee members and staff in matters relating to the
receiving, reporting and use of such funds and property. Ethical, moral and legal
conduct are critical components of Christian stewardship. Fiduciary responsibility also
includes loyalty to the objectives and purposes for which funds have been allocated,
prudence and care in the administration of entrusted funds and property and personal
commitment to the highest standard of fiscal responsibility.
Therefore, I agree to abide by the highest ethical and moral standards and practices, and
all applicable laws and regulations (for example, criminal, Disciplinary, IRS and civil), in
all actions that I take on behalf of [organization].
Name
Date
At Will Employment
All employees are at will. This means that you and the [organization] are free to terminate the
employment relationship at any time without notice, for any reason or for no reason.
Nepotism
A person shall not become a regular full-time or regular part-time staff member for any position
that would require that person to directly supervise, or be directly supervised by, a member of that
person’s family (spouse, parent, children, in-laws, etc.) Who is already employed by [organization]. Any
exceptions to this policy must be authorized by the [list committee or position] prior to employment.
Pay Periods
All staff are paid on the 15th and 30th of each month. If a payday falls on a holiday, Saturday or
Sunday, salary checks will be dated and distributed on the prior work-day.
Payroll Advances
[Organization] will not provide payroll advances or extend credit to staff.
Overtime
Overtime by support personnel paid on an hourly basis is sometimes necessary and is
determined by the departmental supervisor.
Overtime is computed as follows:
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The first 40 hours of work in any one work week shall be computed at the regular pay
scale. The hours worked in addition to 40 hours in any given work week shall be
computed on a time and one-half basis. Unworked hours (vacation, holidays, sick leave)
are not included in overtime computation. The employee may elect to take
compensatory time off, instead of pay, with the approval of the supervisor. Pursuant to
law, compensatory time earned by non-exempt staff must be taken during the pay
period in which it was earned if the employee elects compensatory time in lieu of
overtime. For purposes of computing overtime, the work week begins on Monday and
ends on Sunday.
1.

All requests for overtime must be approved in advance by [list
position];

2.

All overtime worked up to and including 40 hours is computed at
straight pay; all overtime worked in excess of 40 hours is computed at
time-and-one-half pay;

3.

Employees desiring to take comp time in lieu of overtime pay must
designate that choice at the time overtime is approved;

4.

All overtime is to be clearly reported on your time card. If you are
taking comp time, that time must be designated on the time card;

5.

Approval to use accrued comp time must be secured in advance from
your supervisor; and,

6.

Employees who elect to take comp time in lieu of overtime pay must
do so in the same pay period in which the time is earned.

Overtime pay is not available for exempt, salaried staff. If you would rather take comp time but
cannot do so within the pay period, you may take overtime pay and then, at a later date, take some time
without pay. [Note: It is important to work with a local attorney to define “exempt” and “non-exempt”
staff if these terms are unclear to the organization]
Wage Assignments
A wage assignment or a garnishment is a legal order requiring an individual's employer to
withhold part of the employee's wages in order to pay a debt. Wage assignments which meet legal
requirements will be honored when issued. At that time, employees are presented with written
notification of the garnishment.
Social Security
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All lay employees are covered by the Federal Old Age and Survivors Benefits Act to provide the
protection offered by Social Security. Social Security tax is paid half by the employee and half by the
employer. The percentage of salary deduction and the maximum amount of salary subject to taxation
will vary depending upon federal legislation.
Clergy pay the total cost for Social Security coverage as “self-employed” persons for Social
Security purposes. Employees are urged to check the accuracy of their accounts with the Federal Social
Security Administration at least once every three years.
Assisting Employees With Life-threatening Illnesses
The [organization] recognizes that staff with life-threatening illnesses including, but not limited
to cancer, heart disease, and AIDS may be covered by the short-term and long-term disability benefits.
As long as a staff person is able to meet acceptable performance standards, and medical evidence
indicates that their conditions are not a threat to themselves or others, staff with life-threatening illnesses
should be treated consistently with other staff.
The [organization] seeks to provide a safe work environment for all staff. Therefore,
precautions should be taken to ensure that a staff person's condition does not present a health and/or
safety threat to other staff. Education, counseling, referrals to agencies, and benefit consultation to assist
employees in effectively managing health, leave and other benefits is available in the Human Resources
Department.
There is usually no medical basis for staff refusing to work with fellow staff or others with lifethreatening illnesses. The concerns of staff who fear fellow workers or others with life-threatening
illness will be taken seriously and addressed with appropriate information. Where such measures are
unsuccessful, and where the [organization] determines an staff person's refusal or threat of refusal to
work with a staff person is impeding and disrupting the organization’s work, the [list position] will
consider appropriate corrective or Disciplinary action against the threatening or disruptive staff persons.
Such Disciplinary action may include transfer and/or dismissal from employment.
Appropriate revisions in this policy reflecting current information, both medical and legal, will
be made as necessary.
Death in The Family
[Organization] provides for its staff in the event of death in their family by offering time away
from the office. If there is a death in the staff person's immediate family (spouse, parents, children, or
family members who are living in the immediate household), this may be arranged without loss of pay,
for up to five days. For other family members (brothers, sisters, father-in-law, mother-in-law or
grandparents) absence of up to three days with pay may be arranged depending upon distance involved.
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In the event of the death of a more distant relative, arrangements may be made for one such day
to be taken.
Military
The purpose of the military leave policy is to insure employee rights to job protection when
serving with the military, National Guard and Reserve. The [organization] supports and complies with
the Veteran's Reemployment Rights Act and applicable state laws.
Active Full-Time Military Duty
Any staff person who leaves [Organization] to perform full-time active duty in the armed forces
for a period not to exceed four (4) years (plus any involuntary extension of not more than one year), is
considered to be on “active full-time military duty.”
Staff ordered to active full-time military duty shall be entitled to payment of the differential
between their military pay and their salary for a period up 20 (twenty) working days, said payment to be
made only where military pay is less than the salary, to commence at such time as the becomes eligible
for payment for his/her active full-time military duty.
Upon his/her return from active full-time military duty, such staff shall be reinstated to his/her
former position or a job of similar seniority, status and pay. In order to qualify for reemployment, a staff
person must meet the following requirements:

•

The position he/she left must have been an “other than temporary
position.”

•

Application for reemployment must be made within 90 days after release
from active duty or from hospitalization continuing for a period of not
more than one year after completion of active duty; and

•

Satisfactory completion of the period of active duty, and presentation of
certificate to that effect.
Reserve/National Guard

A.

Initial Active Duty — Staff who become members of the military
Reserve or National Guard will be considered to be on military leave
of absence during their “initial period of active duty training”. This
initial training period is normally of a 3 to 6 month duration.
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Any staff person who meets the requirements set forth will be
reinstated to his or her former position or to a position of similar
seniority, status and pay, except a Reservist or National Guard
member on initial active duty for training must apply for
reemployment within 31 days after release from training or discharge
from hospitalization not exceeding one year.
B.

Short-term Military Training — Staff who are Reservists or
National Guard members must request a military leave of absence to
perform

short-term

training such as weekly drills, summer

encampments, or similar types of training. This request will be granted
by the organization.
When possible, thirty days prior notice of such absences should be given to the
supervisor and to [list position]. Staff on military leave for short-term training
are required to report back to work for the next regularly scheduled work
period after training ends, with a reasonable time allowed for travel.
The [organization] is required to accommodate the employee's Reserve and
National Guard obligations by scheduling his/her work around periods of
short term training.
C.

Other Provisions — The following provisions are applicable to all
persons on military leave of absence:

•

Staff on military leave will not receive a regular agency
salary except as otherwise noted.

•

Regular pension contributions will be made on the staff
person’s behalf on any wages paid by the agency during
the time of leave;

•

Staff are not required to take paid vacation time during
their period of active duty or short-term training; and

•

Staff returning to work in accordance with other
provisions of this policy will resume accrual of vacation
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and sick time at the normally scheduled rates as though
no leave had occurred.
Jury Duty
A staff person need not worry about loss of salary in the event of a call for jury duty or a
subpoena to appear as a witness in court. The [organization] assures full salary while fulfilling such
obligations to all full-time staff and part-time staff with 20 or more hours of regularly scheduled service
a week. Under normal circumstances, [organization] will not provide excuses for jury duty. [Optional: If
the staff person is paid a jury duty fee in addition to jury duty travel expenses, then such fee must be
turned over to [organization] or deducted from the staff person’s pay check.]

Holidays
[Organization] recognized eleven (11) paid holidays for its employees:
New Years Day
Martin Luther King Jr.’s Birthday (third Monday in January)
Good Friday
Monday after Easter
Memorial Day (last Monday in May or day observed)
Independence Day
Labor Day (first Monday in September)
Thanksgiving Day
Friday following Thanksgiving
Day preceding Christmas Day
Christmas Day
These are paid holidays with the following provisions:
A.
B.
C.
D.
E.

When any of these holidays falls on a weekend, the following Monday shall be
considered a holiday.
Should the holiday be on the day part-time employees of the Conference Center are not
scheduled to work; an equivalent day shall be granted, in consultation with one’s
supervisor, during the calendar year.
Temporary/seasonal (full-time or part-time) employees are not eligible for holiday pay.
Persons on leave of absence are not eligible for holiday pay.
Holiday hours shall be counted as hours worked in computing overtime for the week in
which the holiday falls.

Leaves
[The organization’s sick and other leave policies should be included in the staff reference manual.]
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Annual conference Attendance
Clergy and lay staff who are members of an annual conference shall be granted time off with
pay to attend the conference. Such time off shall not be charged to vacation. [Optional: Travel to and
from the conference shall be paid by the organization.]
Jurisdictional and General Conference Attendance
Staff who are elected delegates or reserve delegates to a jurisdictional or general conference shall
be granted time off with pay to attend the conference. Such time off shall not be charged to vacation.
Personnel Files
[Organization] maintains a personnel file for each staff person. These files are kept in the [list
location] and are open to inspection by the employee, subject to the [list state statute that governs
personnel records].
[Organization] attempts to maintain those documents which are, have been or are intended to
be used in determining a staff person’s qualifications for employment, promotion, transfer, additional
compensation, discharge or other disciplinary action.
A staff person has the right to inspect certain portions of his/her personnel file up to two times
during the calendar year. Such a request must be submitted in writing using the form provided for this
purpose. Once such a request has been received, the [list position] will schedule an appointment within
seven (7) working days of the request to give the staff person an opportunity review the open portions
of the personnel file.
This information is generally not to be released to a third party. Requests for the release of
personnel file information to third parties should be cleared with the [list position].
Contents of Personnel Files
Generally, personnel files contain primarily such information as listed above. That is, documents
which are, have been or are intended to be used in determining that staff person's qualifications for
employment, promotion, transfer, additional compensation, discharge or other disciplinary action.
Each personnel file usually will include the following items, which are subject to inspection:

•

Employment application

•

Resume (when appropriate)

•

I-9 verification

•

Plan participant enrollment forms (SPP, MPP, DBP, Beneficiary forms, etc.)

•

Employment offer form
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•

Emergency notification form

•

Performance appraisals

•

Attendance calendars (used for employment transfer, promotion, etc.)

•

Employee benefit verification form

•

Change of address forms

•

Garnishments

•

Post-employment training

•

Payroll information originating from HR

•

Probationary forms (beginning and completion, employment counseling reports, etc.)

•

Salary history

Documents which may be included in a staff person's personnel file but are not open to
inspection:

•

Letters of references

•

Tests and results, except cumulative scores

•

Records that may be produced in a judicial proceeding as part of a pending claim
between the employer and the staff person

•

Information used for management planning, bonuses, operational goals, expansion,
future salary increases, job assignments, other wage treatments, development, closing,
except when such material relates only to the staff person in question

•

Information of a personal nature about a person other than the staff person which might
be construed as an unwarranted invasion of that other person's privacy

•

Medical records

•

Records regarding an employer's investigation of alleged criminal activity (except when
[organization] acts adversely based on information in those records)

•

Other employers may receive copies of items in their personal file upon payment of a per
page copy charge. All such requests shall be made in writing on the form provided for
such requests to the [list position].

With respect to clergy staff, this policy needs to be reviewed in conjunction with the Personnel Record
Guidelines for Clergy, Candidates & Diaconal Ministers in The United Methodist Church and the
Supervisory File Guidelines for Clergy, Candidates, and Diaconal Ministers in The United Methodist
Church, both of which are included at the end of this section. Note in addition that the law regarding
access to personnel records varies widely from state to state.
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Staff Reviews
A progress review is intended to provide a periodic means of appraising a staff person's
performance on the job.
Review Dates — Introductory Period of Employment
There shall be an introductory period of employment of three months following initial
employment. If the staff person does not meet performance standards, employment can be terminated
at any time during the three months or thereafter. Approximately two weeks before the end of this
period, the supervisor shall conduct a “Performance Appraisal” covering the staff person's performance
during the period. The completed form will be sent to [list position] for inclusion in the staff person's
file.
1.

If performance is satisfactory, this period will end, although the staff
person continues to serve at the pleasure of the [organization]. (See
Section on “Employment At Will.”)

2.

If performance is not satisfactory, this period may be extended in
writing or the staff person may be terminated.
Review Dates — Annual Review

By September 30 of each year, the performance of every staff person will be evaluated utilizing
the current “Performance Appraisal Form.” These reports will be placed in each employee's personnel
file. Staff persons will have an opportunity to file a response to their evaluations. [Note: Portions of this
policy would not apply to clergy staff]
Volunteer in Mission Participation by Staff
[Organization] feels that the participation of staff in United Methodist Church Volunteer in
Mission projects would benefit both the staff person and the mission project. To enable such
participation and involvement in United Methodist projects, [organization] proposes that a combination
of vacation days and work days may be used for the purpose of taking the trip. Authorization for
participation in any Volunteer in Mission trip must be given by the supervisor and the [list position].
Approval is within the sole discretion of the [list position]. Approval also will be contingent on available
funds if unbudgeted. A staff person may request approval for such participation no more than once a
quadrennium.
If the staff person is not able to finance the trip and funds are not available from other sources,
the employee may apply for assistance from [organization] to enable the employee to join a Volunteer in
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Mission team. This assistance shall be up to one week’s pay to apply to the trip expenses. If the staff
person receives financial assistance from [organization] to join a team, vacation days only may be used
for time out of the office. If a staff person is able to finance his/her trip, then [organization] shall award
up to one week’s time for the trip and not require the use of the staff person’s vacation days for the
entire trip.

•

[Organization] may assist in the following ways to enable an staff person to be a
Volunteer in Mission:

•

[Organization] approves one week of time off; staff person pays for trip.

•

[Organization] contributes up to one week’s pay toward cost; staff person uses vacation
time.

Electronic Communications Policy
[Organization] is committed to providing an environment that encourages the use of computers and
electronic communications as essential tools to support [organization’s] ministry of administration. In
utilizing [organization’s] computers and electronic communications systems including, but not limited to,
electronic mail and access to the Internet, it is important for all employees (Users) to be aware of
organization’s] policy regarding responsible use. It is the responsibility of each User to ensure that this
technology is used for proper business purposes and in a manner that 1) is responsible, professional, and
legal; 2) does not compromise the confidentiality of proprietary or other sensitive information; 3) does not
compromise the security of [organization’s] computer resources; and 4) is consistent with good
stewardship and the mission and ministry of [organization].
The purpose of this policy is to ensure the appropriate use of computer resources, to monitor and maintain
productivity of employees, to assist in preventing harm to the interests of [organization] and its employees,
and to prevent the violation of various state and federal laws.

No Privacy. Users do not have a personal privacy right in any matter created, received, sent, or
stored on [organization] computer resources, whether or not the matter is designated as private or
confidential. [Organization] reserves the right to access all computer resources for the purpose of
supporting its mission and ministry, assuring compliance with statutory requirements, as well as internal
policies supporting the performance of internal investigations, and assisting with the management of
[organization’s] information systems.
All aspects of [organization’s] computer, technology and communications systems, including but not
limited to hardware, software, and all files and message contents, are the property of [organization]. The
computer, technology and communications systems, including e-mail and Internet access, are business
tools provided by [organization] which should be used for business purposes only.
[Organization] reserves the right to monitor and review e-mail messages and Internet access, without prior
notice. This includes the right to monitor Internet sites visited, duration of employee’s Internet use, and
files which have been viewed, accessed, or downloaded. E-mail messages and Internet access are not
private, and employees should not consider their e-mail messages and Internet access to be private. An
employee’s access code or password does not give him or her any right to privacy with respect to using the
agency’s e-mail and Internet systems.
Any violation of this policy may result in disciplinary action up to and including termination of
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employment. An employee who discovers a violation of this policy is expected to report it to the Director
of Human Resources or the General Counsel.

Internet Access (General)
[Organization] provides the ability to access the Internet through an Internet browser. [Organization]
employees designated to have access to the Internet are required to use their access to the Internet in a
legal, responsible and informed way, conforming to network etiquette, customs and courtesies. Internet EMail access/usage is subject to [organization’s] policies and guidelines related to E-Mail.
[Organization] management will determine:

•

the extent to which an employee may use the Internet to accomplish job responsibilities. Any
questions about the appropriateness of a particular use of the Internet should be discussed with
the employee's supervisor;

•

the appropriateness of using the Internet for professional contacts and career development
activities during office hours;

•

training required of staff using the Internet and work time that may be used to practice/acquire
skills needed to effectively access and use the Internet.

The Internet is not a secure communication channel and should not be used for sending or receiving
confidential or sensitive information.
Use of the Internet is a privilege, not a right, which may be revoked at any time for inappropriate conduct.
Misuse of Internet access by any employee may result in other disciplinary action, including but not
limited to, termination of employment. Examples of inappropriate conduct include, but are not limited to:
use of inappropriate or offensive or abusive language in either public or private messages; unlawful
activities; gambling, defamation; infringement of copyrights; misrepresentation of oneself or
[organization]; logging on or accessing obscene, pornographic, sexually explicit, racist or violent sites;
pirating software or transmitting software programs or other copyrighted or trademarked material;
engaging in transactions or activity for personal financial gain; jeopardizing [organization’s] tax exempt
status; creating unauthorized contractual liability for [organization]; violating any [organization] policy or
procedure; engaging in any activity or communication that is inconsistent with norms of professional and
business conduct; and sending messages that might result in congestion or disruption of networks and
systems.
Employees must abide by security policies, procedures and guidelines in their use of the Internet, and are
to refrain from practices which might jeopardize [organization’s] computers, data, network, systems
security or work in general. Employees must guard against computer viruses and security breaches of any
kind. Employees who use the Internet:

•

may not transfer or install any software or files from the Internet to any [organization]
computers or information systems except in consultation with appropriate technical staff (i.e. no
downloading of software, programs, games, etc.).
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may not use the Internet to connect to secure accounts (accounts requiring proprietary password
log-in) on computer systems outside the [organization] network without prior approval from
your supervisor.

Personal Use
The Internet is not "free." Valuable and scarce resources are used to establish, operate and maintain
[organization’s] access to the Internet including the valuable use of staff time needed to make inquiries,
send and receive E-mail, and participate in discussion groups on the Internet. All employees are expected
to be good stewards in the use of these valuable resources. Personal use may be allowed in consultation
with a supervisor. Personal use should not occur during working hours.

Electronic Discussion Groups, Telnet and FTP
Staff members who participate in electronic discussion groups (listservs, Usenet news groups, etc.) must
abide by the rules and etiquette of those groups. When using Telnet or FTP (File Transfer Protocol) to
access remote computer systems, users must remember they are guests on another organization's machine.
All policies (i.e., use, security, conduct and disciplinary action) outlined for users of E-mail and Internet
also apply to Electronic Discussion Groups, etc.

(Note: Approved by CPPP December 1997)
Electronic Mail
Electronic mail (E-mail) has been established for agency purposes related to the mission of [organization].
[Organization] offers the use of E-mail by its employees as an opportunity to enhance their ability to carry
out their job responsibilities. Electronic communications, including internal and Internet E-mail, other
forms of electronic media and all of their components parts, such as hardware, software, messages and
other data ("E-mail"), are the property of [organization]. It may be used for personal purposes only in
accordance with [organization] guidelines and may never be used in any way that may be disruptive or
offensive to others. E-mail may not be used to solicit participation in any activity not directly related to or
sponsored by [organization] (i.e., personal, religious, political or charitable causes).
E-mail is to be used as an agency tool. E-mail should be drafted with the same thought and concern
devoted to written or verbal communications, such as letters and memoranda. The E-mail system should
not be used to create any offensive or disruptive messages. Users must identify themselves with their full
E-mail address or legal name. [organization] neither assumes nor shares responsibility for incidents of
harassment, slander, malice, defamation of character, copyright violations, or any civil or criminal actions
that occur or are alleged to have occurred through any personal or inappropriate use of E-mail. The
responsibility for and defense against such actions or claims is solely that of the individual.
E-mail is not a private, confidential communication. The confidentiality of any message should not be
assumed. Messages should be treated as confidential by other employees and accessed only by the
intended recipient. Employees are not authorized to retrieve nor read any E-mail messages that are not sent
to them. Any exception to this policy must receive prior approval from the employee's supervisor.

In the use of E-mail, employees should not use pass codes, access a file, nor retrieve any stored
information unless authorized to do so. All computer pass codes must be provided to supervisors. No
pass code may be used that is unknown to [organization].
[Organization] reserves the right to access and disclose all messages, for any purpose, at any
time for legitimate [organization] reasons without the permission of the employee.
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Workplace Violence Policy
[Organization] recognizes that a place of employment safe from violence or the fear of violence
is fundamental to the health and well-being of staff. The policy of [organization] is that its staff should
work in environments free from physical attack, threats, and menacing or harassing behaviors.
As used in this policy, violence is defined to include the following:

•

Physical attack is an unwanted or hostile contact, such as hitting, fighting, pushing, shoving, or
throwing objects.

•

Threat is stating a present or future intention to cause physical or mental harm. Any expression
of intent to cause physical or mental harm is considered to be a threat.

•

Harassment is behavior or communication designed or intended to intimidate, menace, or
frighten another person.

•

Property damage is behavior or acts that contribute to the destruction or damage of another's
property.

At [organization], physical attacks, threats, harassment, and property damage are always
prohibited.
Any staff person who experiences or witnesses such acts, conduct, behavior, or communication
must immediately contact his or her supervisor and [list position].
Any supervisor or manager who receives a complaint of violence, threats, harassment, or
property damage or who has reason to suspect that these acts or behaviors are occurring, must notify
[list position].
Upon being informed of an allegation of violence, threat, or harassment, [list position] will
investigate the matter.
Upon conclusion of the investigation, [organization] will determine how to respond. In the
interim, [organization] will respond as it deems appropriate.
Appropriate disciplinary action, up to and including termination, will be taken in instances of
misconduct, as judged by [organization].
Employees who know of information about violence, threats, or harassment, but did not notify
an appropriate person consistent with this procedure, will be subjected to appropriate discipline, up to
and including termination.
A staff person will not be retaliated against by [organization] for reporting violence, threats,
harassment, or property damage.
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Termination and Resignation — Voluntary Termination (Resignations)
Should a staff person decide to leave the employ of [organization], it is expected that at least
two weeks written notice will be given. A written letter of resignation should be submitted to the
supervisor with a copy to the [list position] stating the date of the resignation and including any
additional comments the staff person may wish to make. This letter will be placed in the staff person's
personnel file.
Involuntary Termination — Excessive Absence
1.

If the amount of a staff person's absences or tardiness adversely
affects the work output of a section or department, or the morale of
co-workers, it shall be considered an excessive amount.

2.

The staff person's supervisor will discuss the problem with the staff
person.

3.

If the problem continues, then the [list position] should be consulted.

4.

If the problem still persists, the [list positions] will determine what
course of action should be taken, including but not limited to
termination.
Misconduct or Unsatisfactory Performance

Proper conduct and satisfactory performance are necessary to assure an efficient and effective
working system. Should a staff person fail to display these qualities, the supervisor will discuss the
problem with [list position] to determine what course of action appears appropriate. Substantiated
misconduct and/or continuous unsatisfactory performance are cause for immediate dismissal. This may
include theft, physical abuse, gross insubordination, or criminal conduct.
Probation
Any employee being considered for involuntary termination - except in the case of
reorganization, substantial misconduct, or other reasons set forth herein - ordinarily will be placed on
probation and given an opportunity to correct the problem(s). However, [organization] reserves the right
to discharge a staff person at any time without a probationary period. Identification of the problem(s)
and terms of the probation shall be put in written form and documented, and shall be discussed with the
staff person by the supervisor. If the staff person is placed on probation, the term of the probation shall
include a date on which the probation period ends.
A progress review may be scheduled at that time. In the event the employee does not improve
and the problem continues, the [organization] retains the right to terminate the individual's employment
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at any time during the probation period. Termination shall be based on appropriate documentation and
under ordinary circumstances will take place only after discussion with the employee involved.
Severance
If a termination or discharge is made because of reorganization, shortage of work or lack of
funds, the staff member will be given at least one (1) month's notice in advance of termination date and
the following severance pay will apply:

Years of Service

Pay

Less than 1 year

2 weeks

1 to 3 years

4 weeks

3 to 5 years

6 weeks

5 to 8 years

8 weeks

8 to 10 years

10 weeks

10 years or more

One week for each year of service

Employees who resign voluntarily are paid through their last day of employment but do not
receive severance pay.
A staff member removed involuntarily from his or her position may receive separation pay at
the discretion of the [organization], but in no event shall such pay exceed six months nor exceed the
foregoing list of severance pay for staff terminated due to reorganization, shortage of work or lack of
funds.
Before leaving, staff must return all [organization] property such as office keys, credit cards,
garage door card, telephone card, the Staff Reference Manual and personnel lists.
Exit Interview
Before leaving [organization’s] employment, the [list position] will conduct a formal Exit
Interview. This document will become part of the exiting staff person's personnel file.
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Final Paycheck
When a staff person leaves [organization], that person's entitlements (sick leave, vacation,
floating holidays) will be pro-rated according to the days worked/not worked.
If any entitlement time has been used but not earned, the final paycheck will be reduced to
reimburse [organization] for those days. Likewise, if any vacation days have been earned but not used,
employee understands that she/he will be asked to sign an agreement allowing his/her the final
paycheck to reflect payment for those days. The staff person’s receipt of this Staff Reference Manual
also constitutes his/her agreement to have such funds taken from the final paycheck. [Note: Some of
the provisions in this policy do not apply to clergy staff because of the appointment process.]
Covenant of Confidentiality
The following covenant was duly adopted by unanimous vote of the
Committee of the at a duly called meeting on the day of , 200 .
Whereas, the accepts the Scriptures of both the Old and New Testaments as verbally inspired of
God and the revelation of God to humanity, the infallible, authoritative rule of faith and conduct; and
Whereas, the Scriptures forbid the spreading of gossip, slander, and the betraying of
confidences (Prov. 11:13, Prov. 13.3, Eph. 4:29, Prov. 6:1-2, Matt. 12:36, Prov. 29:20).
Now, therefore, in consideration of the above premises, the members of the Committee agree,
individually and collectively, to strictly maintain the confidentiality of all communications or the content
of any document made or presented in the course of its meetings regarding any pastor, staff person, or
individual member, or other person, and further agree not to disclose any of said communications or the
contents of any of said documents without the unanimous consent, in writing, of all the committee
members. In the event of the death or mental incapacity of any of the committee members, the term
“unanimous consent,” as used herein, shall mean the unanimous consent of all of the committee
members.
Accepted By:
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Misconduct of a Sexual Nature
The [organization] affirms the 2012 Book of Resolutions, Sexual Abuse Within the Ministerial
Relationship and Sexual Harassment Within the Church, which states that sexual abuse within the
ministerial relationship and sexual harassment within the church as incompatible with biblical teachings
of hospitality, justice and healing. In accordance with the 2012 Book of Discipline, ¶ 161.E, all human
beings, both male and female, are created in the image of God, and thus have been made equal in Christ.
As the promise of Galatians 3:26-29, states all are one in Christ, we support equity among all persons
without regard to ethnicity, situation, or gender.
Sexual abuse within the ministerial relationship occurs when a person within a ministerial role of
leadership (pastor, educator, counselor, youth leader or other position of leadership) engages in sexual
contact or sexualized behavior with a congregant, client, employee, student, staff member, co-worker or
volunteer.
Sexual harassment is any unwanted sexual advance or demand, either verbal or physical, that is
reasonably perceived by the recipient as demeaning, intimidating, or coercive. Sexual harassment
includes, but is not limited to, the creation of a hostile or abusive working environment resulting from
discrimination on the basis of gender (the Book of Discipline ¶ 161.I).
Sexual abuse within the ministerial relationship involves a betrayal of sacred trust, a violation of
the ministerial role and exploitation of those who are vulnerable. Similarly, sexual harassment must be
understood as an exploitation of a power relationship rather than as an exclusively sexual issue.
Misconduct of a sexual nature within the life of the Church interferes with its moral mission.
[Organization] stands in opposition to the sin of misconduct of a sexual nature in the Church and
society at large and commits itself to fair and expedient investigation of any charge of sexual misconduct
within the church and to take action deemed appropriate and in compliance with the Book of Discipline.
Further, [organization] seeks to create an environment of hospitality for all persons, male or female,
which is free of misconduct of a sexual nature and encourages respect, equality and kinship in Christ.
Some instances of sexual harassment can be resolved easily and informally between the parties.
In all other instances, misconduct of a sexual nature should be reported to [list position or positions]. If
the conduct involves a clergy person, it should be reported to the district superintendent or the presiding
bishop.

2014 Manual

8-40

Staff/Pastor-Parish Relations Manual

POLICY STATEMENT
ON MISCONDUCT OF A SEXUAL NATURE
Theological Statement
The [Church Name] United Methodist Church affirms that sexual misconduct within the ministerial
relationship and sexual abuse or harassment within the church are incompatible with Biblical
teachings of hospitality, justice, and healing. All human beings, both male and female, are created in
the image of God and have been made equal in Christ (Gal. 3:26-29). This church affirms its
responsibility for creating an environment of hospitality for all persons, male or female, which is free
of sexual misconduct and encourages respect, equality, equity, and kinship to Christ. We support
equity among all persons regardless of ethnicity, situation, or gender.
Definitions
The intent of this policy is to address a range of behavior that constitutes misconduct of a sexual
nature. This includes, but is not limited to, sexual abuse, sexual harassment, and sexual exploitation.
In the life of our church and congregations, we understand that misconduct of a sexual nature can
occur “within the ministerial relationship” where power differences occur, and may also occur
outside the ministerial relationship between members of equal standing.
Sexual misconduct includes, but is not limited to, sexual abuse, sexual harassment, and sexual
exploitation. Sexual misconduct within the ministerial relationship occurs when a person within a
ministerial role or leadership engages in sexual contact or sexualized behavior with a congregant,
client, employee, student, staff member or volunteer.
•

Sexual harassment is “any unwanted sexual advance or demand, either verbal or physical that is
reasonably perceived by the recipient as demeaning, intimidating, or coercive. Sexual
harassment must be understood as an exploitation of a power relationship rather than as an
exclusively sexual issue. Sexual harassment includes, but is not limited to, the creation of a
hostile or abusive working environment resulting from discrimination on the basis of gender.”
(The 2012 Book of Discipline, ¶161.I)

•

Sexual abuse includes rape/criminal sexual conduct or sexual contact by force, threat, or
intimidation that are in violation of the Minnesota Criminal Sexual Conduct Code (See
Minnesota State Statutes 609.345 and 609.3451). Sexual abuse involves the subjecting of a child
or vulnerable adult by any person responsible for their care to any sexual act that is a violation of
the Minnesota Criminal Sexual Conduct Code.
In cases of suspected child abuse or abuse of vulnerable adults, Minnesota law mandates
reporting to County Protective Services any “reasonable suspicion” of child or vulnerable adult
maltreatment by those in professional relationships with children and vulnerable adults outside
of the “confessional setting” (See Minnesota State Statutes §626.556).

•

Sexual exploitation includes any sexual contact or activity (not limited to sexual intercourse)
between a person in a therapeutic or counseling role/relationship and a congregant/client. It may
also include being asked to date the counselor, or any representation by a counselor that sexual
contact will help in dealing with the emotional struggles the client is having (this is called
“therapeutic deception”). Consent by the complainant is not a defense (see MN Statute
§148A.02). Such behavior is illegal under Minnesota law, and can give rise to civil and criminal
penalties. Minnesota state law also specifically addresses sexual contact by a person who is, or
claims to be, clergy with someone (other than a spouse) during one or more private meetings for
spiritual aid and comfort as a criminal offense (see MN Statutes §609.344(l) and §609.345(l)).
Here again, consent by the complainant is not a defense.

•

“A ministerial relationship” occurs when a person within the faith community is identified by
that community, or identifies themselves to others, as a person who acts as a representative of a
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congregation in any capacity. This person may be a lay or professional, such as a pastor, deacon,
educator, church camp counselor, pastoral counselor, choir director, or youth leader. We use the
adjective “ministerial” to refer to the relationships of authority and trust in which these persons
are involved. When sexual harassment, abuse, or exploitation occurs within a ministerial
relationship it is a violation of the ministerial role, and a betrayal of sacred trust. In some cases,
this behavior is also illegal (see the definitions of sexual harassment, sexual abuse, and sexual
exploitation listed above).
Position Statement
Misconduct of a sexual nature within the life of the church interferes with its moral mission. The
[Church Name] United Methodist Church stands in opposition to the sin of sexual misconduct in the
church and will take appropriate action in compliance with The 2012 Book of Discipline. It is the
policy of [Church Name] UMC to maintain an environment free of sexual misconduct by
establishing procedures for that purpose.
In cases of accusation against a layperson within the church, this congregation will commit to a fair
and expeditious investigation. Complaints filed against laypersons should be reported to the pastor in
charge, or co-pastors of the local church, who will then report any complaints filed to the District
Superintendent and the Bishop.
In cases of accusation against a clergy person or diaconal minister, this congregation commits itself
to prompt communication with the Bishop or District Superintendent and to full cooperation with the
Annual Conference Committee on Investigation. Additionally, this congregation commits itself to
education concerning sexual boundaries and to the ongoing assessment of the congregation’s
ministry environment.
MN State Law
According to Minnesota law, when a member of the clergy knows or has reason to believe a child or
vulnerable adult has been sexually abused within the last three years, he or she is mandated by state
law to report it to law enforcement authorities or the local welfare agency (MN Statute §626.556)
unless, in the case of children, the member of the clergy obtained the information in a privileged
conversation. Certain non-clergy also have a duty to report, including but not limited to, professional
educators, social workers, and medical personnel. This congregation affirms and will support such
reporting by our clergy and lay professionals. State law also makes sexual exploitation by clergy
illegal, regardless of consent. (See MN State Statutes §148A and §609.344 and §609.345.) This
congregation also takes notice of the clergy confidentiality provisions found in MN Statute §595.02,
subdivision 1(c).
Reporting Procedures
It is the intention of this congregation to create an atmosphere in which victims feel it is safe to come
forward and tell their stories. Unless persons having knowledge come forward, it is impossible to
take action on anonymous accusations.
Reporting regarding clergy should be directed to the Staff-Parish/Pastor-Parish Committee; reporting
regarding laypersons should be directed to the pastor(s). Some instances of sexual harassment may
be resolved informally between the involved parties. In all other instances, persons who know of
misconduct of a sexual nature are encouraged to report it. Delay in reporting increases the harm done
to injured parties.
When sexual misconduct by a clergy person or a lay professional is alleged, the members of the
Staff-Parish Relations Committee of this church shall initiate steps in a prompt and equitable
manner. This congregation will support actions taken by these officers to safeguard the confidential
nature of the process, to protect victims, and to refuse to tolerate any retaliation.
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Misconduct by a layperson should be reported to the pastor(s) in charge. If a complaint of sexual
abuse or sexual harassment is made against a lay member of this congregation, the congregation will
support action by any member of the staff or any member of the SPRC to encourage the complainant
to compose and sign a written statement and to assist him or her in doing so. Upon receipt of the
written complaint, the steps outlined in The Book of Discipline will be followed. A finding of sexual
abuse or harassment can ultimately lead to termination of the accused person’s membership in the
United Methodist Church.
No member may be derived of membership or elected office without a fair process. However, as
members, we will support the pastor(s), the lay leader(s), and/or the chair of the Staff-Parish/PastorParish Relations Committee if they recommend that a persons who has admitted to sexual
harassment or sexual abuse within the congregation step aside from a role in the congregation’s
ministry. If elected or appointed by the congregation’s governing body, leadership of that body could
vote to remove the member from the leadership of that body. A formal apology may also be
suggested.
Misconduct by a clergy person or diaconal minister must be reported to the Bishop and the District
Superintendent, either directly or through the Staff-Parish/Pastor-Parish Relations Committee. If
reported to the SPRC, the chair of this committee will report the information to the District
Superintendent and/or the Bishop. Clergy found guilty of sexual misconduct can be removed from
the ordained ministry.
If a complainant is unwilling to sign a statement, the congregation will support the pastor and the
Staff-Parish/Pastor Parish Relations Committee in an attempt to meet the following goals: learn the
truth, identify other victims, protect potential victims, and offer a ministry of healing. Any
complainant who is reluctant to sign a statement will be encouraged to do so, because without a
signed statement the ability to meet these goals may be substantially curtailed. The congregation will
affirm action taken by the leadership of the church to connect any persons making a complaint of
sexual misconduct with Support Ministry Response Persons offered by the Annual Conference.
These support persons can be reached through the offices of the Bishop or the District
Superintendents.
Education
This congregation will distribute the sexual misconduct policy of the Minnesota Annual Conference
to the Staff-Parish/Pastor-Parish Relations Committee and to the Trustees of the local congregation.
This congregation commits itself to education concerning sexual boundaries and to the ongoing
assessment of the congregation’s ministry environment. Educational vehicles may include the
following: comprehensive printed materials, bibliographies, bulletin inserts, notices for bulletin
boards, video presentations, workshops, forums, leadership training events, etc. It is recommended
that training for local church committees be done on an annual basis so that all leadership within the
local congregation are aware of their responsibilities within the framework of this policy.
Evaluation
Evaluation of this policy and procedures arising from it shall be reviewed as necessary. Changes to
this policy will be reviewed by the congregation’s local attorney for legal responses.
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MINNESOTA ANNUAL CONFERENCE
The United Methodist Church
Sexual Misconduct Policy
I. Theological Context
As members of the Minnesota Annual Conference of The United Methodist Church,
we confess our love for God as the source and giver of all life, as the Holy One with sole
authority over life and final power over death. We acknowledge God’s self-revelation in acts
of mercy and justice in the Church’s witness to Jesus as God’s decisive self-revelation; as
evidenced in the Hebrew and Christian Scriptures; throughout the created order; within the
movement of history; and in the broader context of human relationships.
Further, we know ourselves to be created in God’s own image. As creatures of God,
together with the example of perfect humanity given to us in Jesus, we are called to live in
right relationship with God, with one another, and with ourselves (The Great
Commandment, Mark 12:29-31). As the prophet instructs, we are called to “do justice, love
mercy and walk humbly with God” (Micah 6:8). This calling to live in the fullness of our
God-created humanity requires that we sustain a vital relationship to God so that we may
maintain the dignity of all life, and treat each other with respect.
As we increase in our awareness of the many instances of sexual misconduct
occurring within as well as outside of the Church, it is imperative we recognize the
following:
•

Human sexuality is a gift from God for the enhancement, not the degradation, of human
life.

•

All powers, capacities and gifts of the human person are given by God and must be
exercised with consideration and respect due to self, others and God.

•

The commission of sexual exploitation, harassment and abuse constitute sin against God,
against the Church, against one another, and against the integrity of the self.

•

The Church, as ordained by Christ, is intended to be a Spirit-inspired arena for
confronting and confessing of human sinfulness; for healing all human brokenness,
including the brokenness caused by sexual violations and experienced by victims, by
offenders, and by the larger witnessing community.

We recognize that while we are in need of God’s redemptive grace, we must remain
committed to providing just and merciful responses to instances of sexual misconduct in the
church, whether understood to be exploitation, harassment, or abuse. We must acknowledge
to ourselves and to God the need for restoration of what is broken and lost when any
member of the body of Christ is sexually violated by another. Finally, we recognize our
commission as members of Christ’s body to be healing agents of justice for victims of
sexual misconduct, as well as for offenders, families, congregations and others affected by
such violation.
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II. Standards of Conduct
The following Standards of Conduct that underlie this policy apply to lay employees and
volunteers in the Annual Conference, such as committee members, camp counselors and
conference youth workers. The moral and ethical expectations for ordained clergy are
specified in The Book of Discipline. Our expectations for healthy, ethical conduct include:
1) Persons are responsible for avoiding misconduct of a sexual nature by establishing and
maintaining appropriate personal and social boundaries in all interpersonal relationships.
2) Persons are responsible for their conduct regarding the emotional, spiritual and physical
protection of all persons who come to them for help or over whom they have any kind of
authority.
3) Persons shall strive to be as psychologically, emotionally and spiritually healthy as
possible at all times, and have adequate preparation and education for helping those
individuals under their care and know when to make appropriate referrals.
When bringing incidents of sexual misconduct to the attention of proper authorities,
the greatest possible care shall be taken to assure that the least possible additional harm is
done to the complainant, respondent, and/or victim(s), and the congregations. In no case is
the person reporting expected to judge the validity of the reported complaint. Secrecy and
withholding of information about sexual misconduct allows damage to continue to grow.
Misconduct of a sexual nature breaks the sacred trust that is inherent in all ministries
of the Church. Such misconduct is a violation of the ministerial relationship in which a
person in a position of religious leadership takes advantage of, instead of protecting, another
person. The General Conference names “sexual harassment and sexual abuse within the
ministerial relationship as incompatible with biblical teachings of hospitality, justice and
healing and will continue its efforts to eliminate sexual harassment and abuse in the
denomination and its institutions.”
It is our understanding that misconduct of a sexual nature means any sexual conduct
that is contrary to the ethical principles of The United Methodist Church, as defined by The
Book of Discipline, or is unlawful as defined by the laws of the State of Minnesota.
Misconduct of a sexual nature includes, but is not limited to, sexual abuse and sexual
harassment. It is also the understanding of the Minnesota Annual Conference that retaliation
in response to a report of sexual misconduct is a continuation of the original instance of the
sexual misconduct.
Sexual abuse includes criminal sexual conduct or sexual contact by force, threat, or
intimidation that is in violation of the Minnesota Criminal Sexual Conduct Code. As it
applies to adult/child or vulnerable person interactions, sexual abuse is the subjection of a
child or vulnerable adult by any person responsible for their care to any sexual act that is a
violation of the Minnesota Criminal Sexual Conduct Code. To uphold the moral standard of
The United Methodist Church as defined by this document and The Book of Discipline, no
person less than 18 years of age nor any vulnerable adult may give consent to sexual acts.
Sexual harassment is defined by The United Methodist Church in The 2012 Book of
Discipline (¶161, I) as “any unwanted sexual comment, advance or demand, either verbal or
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physical, that is reasonably perceived by the recipient as demeaning, intimidating or
coercive. Sexual harassment must be understood as an exploitation of a power relationship
rather than as an exclusively sexual issue. Sexual harassment includes, but is not limited to,
the creation of a hostile or abusive working environment resulting from discrimination on
the basis of gender.” For the purposes of this policy, we acknowledge that sexual harassment
may occur in any environment where the work of the church takes place.
Sexual misconduct may also take the form of an abuse of power through sexual
contact or activity (not limited to sexual intercourse) which exploits the vulnerability of a
parishioner, client, staff person, or causes, or allows those persons to engage in sexual
behavior with a person who is in a professional relationship (whether paid or unpaid) to the
Annual Conference.
Sexual misconduct may also include any sexual contact or activity (not limited to
sexual intercourse) between a person in a therapeutic or a counseling role/relationship with a
congregant/client. It may include being asked to date the counselor, or any representation by
a counselor that sexual contact will help in dealing with the emotional struggles the client is
having. (This is called “therapeutic deception.”) Consent by the complainant is not a
defense. Such behavior is illegal under Minnesota law, as is sexual contact by a person who
is, or claims to be, clergy with someone during private meetings for spiritual aid and
comfort.
III. Reporting Misconduct of a Sexual Nature
It is encouraged that any instances of suspected or actual misconduct of a sexual nature on
the part of the individuals named above be reported to either the bishop or one of the
district superintendents. Investigation is not the responsibility of the person reporting such
misconduct.
IV. Commitment to Action
The Minnesota Annual Conference commits itself to:
• seek justice in all cases of sexual misconduct;
• emphasize reconciliation and resolution as the continuing goal of this process;
• provide trained individuals to serve as advocates and/or support persons for all

aggrieved parties including the complainant, respondent and congregation involved;

• provide a program of ongoing education and training for local congregations on the

nature and scope of sexual harassment, sexual abuse, and sexual misconduct;

• provide a series of ongoing training sessions for clergy, conference staff and

volunteers which will promote proactive measures designed to lower the risk of
sexual misconduct on the part of these individuals;

• the wide dissemination of this policy along with additional materials that will aid in the

understanding of the roles and processes outlined in The Book of Discipline.
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Resources For Clergy Sexual Misconduct Issues
1. Books, articles and curriculum:
A Clergy Abuse Survivors’ Resource Packet, prepared by the Center for Women and Religion, 1992.
Anderson, Barbara S. The Counselor and the Law. Alexandria, VA: American Counseling
Association, 1996.
Bloss, Julie L., “Sexual Harassment: Strategies for Prevention and Response” (two parts), The
Clergy Journal, January and February 1996.
Buzzard, Lunn and Edwards, Susan, Risky Business: Church Hiring and Volunteer Selection: A
Legal and Policy Guide. Church-State Resource Center, Buies Creek, NC: Campbell University of
Law (910-893-1200).
Constantinides, Kathy, Challenging Professional Sexual Exploitation: A Handbook for Survivors.
Ann Arbor, Michigan Coalition Against Domestic and Sexual Violence, 1993.
Cooper-White, Pamela “Soul Stealing: Power Relations in Pastoral Sexual Abuse,” The Christian
Century, February 20, 1991, p. 196+.
Crossing the Boundary: Professional Sexual Abuse. Akron, PA: Mennonite Central Committee, US
Women’s Concerns Office, 1992.
Doehring, Carrie. Taking Care: Monitoring Power Dynamics and Relational Boundaries in Pastoral
Care and Counseling.
Erickson-Pearson, Rev. Jan. Safe Connections: What Parishioners Can Do to Understand and
Prevent Clergy Sexual Abuse (A Resource for Members of the Evangelical Lutheran Church in
America). Minneapolis: Augsburg Fortress, 1996.
Fortune, Rev. Marie M. Is Nothing Sacred? When Sex Invades the Pastoral Relationship. San
Francisco, CA: Harper & Row, 1989.
Fortune, Rev. Marie M. Sexual Violence, The Unmentionable Sin: An Ethical and Pastoral
Perspective. New York: Pilgrim Press, 1983.
Fortune, Rev. Marie M. and Poling, James N. Sexual Abuse by Clergy: A Crisis for the Church,
Journal of Pastoral Care Publications, Inc. Decatur, GA, 1994.
Friberg, Nils and Mark Laaser. Before the Fall: Preventing Pastoral Sexual Abuse. Collegeville,
MN: The Liturgical Press, 1998.
Heggen, Carolyn Holderread. Sexual Abuse in Christian Homes and Churches. Scottsdale, PA:
Herald Press, 1993.
Hopkins, Nancy Myer. The Congregation is Also a Victim: Sexual Abuse and the Violation of
Pastoral Trust. Washington: The Alban Institute, 1992.
Hopkins, Nancy Myer. The Congregational Response to Clergy Betrayals of Trust. Collegeville: The
Liturgical Press, 1998.
Hopkins, Nancy Myer and Mark Lasser, ed. Restoring the Soul of the Church: Healing
Congregations Wounded by Clergy Sexual Misconduct. Collegeville: The Liturgical Press, 1995.
Horst, Elisabeth. Recovering the Lost Self: Shame Healing for Victims of Clergy Sexual Abuse.
Collegeville: The Liturgical Press, 1998.
Labacqz, Karen and Barton, Ronald G. Sex in the Parish. Louisville, KY: Westminster-John Knox
Press, 1991.
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Laaser, Mark. The Secret Sin: Healing the Wounds of Sexual Addiction. Grand Rapids, MN:
Zondervan, 1991.
Lerner, Rokelle. Living in the Comfort Zone: The Gift of Boundaries in Relationships.
Melton, Joy Thornberg, Safe Sanctuaries: Reducing the Risk of Child Abuse in the Church.
Nashville: Discipleship Resource, 1997.
Mosgofian, Peter and George Ohlschlager. Sexual Misconduct in Counseling and Ministry:
Intervention, Healing, and Self-Protection. Waco, TX: Contemporary Christian Counseling, Word,
Inc., 1995.
“Naming the Unnamed: Sexual Harassment in the Church,” Council on Women and the Church,
United Presbyterian Church in the U.S.A, 1982.
Nelson, Mary and Clark, Fay. The Educator’s Guide to Preventing Child Sexual Abuse. Santa Cruz:
Network Publications, 1986.
Pellauer, Mary D. “If You Have Been Sexually Abused or Harassed: A Guide to Getting Effective
Help in the ELCA.” ELCA Commission for Women, 1991.
Pellauer, Mary. “Sex, Power and the Family of God,” Christianity and Crisis, February 16, 1987, pp.
47-50.
Pellauer, Mary, Barbara Chester, and Jane Boyajian, editors. Sexual Assault and Abuse: A Handbook
for Clergy and Religious Professionals. San Francisco: Harper, 1987.
Peterson, Marilyn. At Personal Risk: Boundary Violations in Professional-Client Relationships,
W.W. Norton & Co., 1992.
Plummer, Carol A. Preventing Sexual Abuse: Activities and Strategies for Those Working With
Children and Adolescents. Holmes Beach, FL: Learning Publications, Inc., 1984.
Poling, James. The Abuse of Power: A Theological Problem. Nashville: Abingdon Press, 1991.
Pope, Kenneth S. and Jacqueline Boukoutsos. Sexual Intimacy Between Therapists and Patients.
Prager Publications, N.Y.
Rutter, Peter. Sex in the Forbidden Zone: When Men in Power, Therapists, Doctors, Clergy,
Teachers, and Others, Betray Women’s Trust, Jeremy P. Torcher, Inc., 1989.
Sexual Abuse: The Churches’ Responsibility for the Safety of Children, Youth and Vulnerable Adults.
Seattle: Washington Association of Churches, 1991.
2. Videos: Unless otherwise noted, all are available through the Resource Center for Churches at
612-870-0861 or 1-888-293-9901, or info@resourcesforthejourney. org
Ask Before You Hug: Sexual Harassment in the Church.” UMCom Productions, Nashville, TN.
Available through each district office or through Resource Center for Churches.
“Bless Our Children: Preventing Sexual Abuse,” Center for the Prevention of Sexual and Domestic
Violence, Seattle, WA. Also available directly from CPSDV at 206-634-1903 (voice) or 206-6340115 (fax).
“Caring Shepherds,” United Methodist Church. Available in each local congregation or through
Resource Center for Churches.
From Our Hearts: Survivors of Sexual Violence and Abuse Speak Out About Spirituality.” United
Ministries in Higher Education (UMHE), Minneapolis, MN.
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“Hear Their Cries: Religious Responses to Child Abuse,” Center for the Prevention of Sexual and
Domestic Violence, Seattle, WA.
“Hurting Child,” Teleketics. (How parents can deal with child sexual abuse)
“Not in My Church”. Center for the Prevention of Sexual and Domestic Violence, Seattle, WA.
“Once You Cross the Line”. Center for the Prevention of Sexual and Domestic Violence, Seattle,
WA. Not available at Resource Center for Churches.
“Reducing the Risk: Making Your Church Safe from Child Sexual Abuse,” Church Law and Tax
Report. Kit includes cassette, video, manual, and guidebook. Available through each district office or
through Resource Center for Churches.
“Sexual Ethics for Church Professionals,” Silver Spring, MD. Available from the General
Conference of Seventh-Day Adventists, 410/997-3414.
“Sexual Abuse” (Beyond the News series), Mennonite Media Ministries.
“Understanding the Sexual Boundaries of the Pastoral Relationship.” Archdiocese of Saint Paul and
Minneapolis.
Materials Available From:
Center for the Prevention of Sexual and Domestic Violence, 936 North 34th St., Suite 200, Seattle,
WA 98103. Voice: 206-634-1903 or Fax: 206-634-0115. They can also be reached by email at
cpsdv@cpsdv.org or on the World Wide Web at www.cpsdv.org.
Center for Women and Religion, Graduate Theological Union, 2400 Ridge Road, Berkeley, CA
94709.
Church Law and Tax Report, Christian Ministry Resources, PO Box 1098, Matthews, NC 28106
(phone: 704-841-8066).
Church Mutual Insurance Company, 3000 Schuster Lane, Merrill, WI 54452.
Congregations Concerned for Children, St. Paul Area Council of Churches, 1671 Summit Ave., St.
Paul, MN 55105 (612-646-8805).
Inter-Faith Family Violence Prevention Resource Center, St. Paul Area Council of Churches, 1671
Summit Ave., St. Paul, MN 55105 (612-646-8805).
Interfaith Sexual Trauma Institute, St. John’s Abbey and University, Collegeville, MN 56321-2000
(320-363-3931. To order books, call the Liturgical Press, 800-858-5450).
Michigan Coalition Against Domestic and Sexual Violence (MCADSV), 913 W. Holmes, Suite 211,
Lansing, MI 48910 (517-887-9334).
Mennonite Central Committee Domestic Violence Task Force, PO Box 500, Akron, PA 17501-0500.
Minnesota Coalition Against Sexual Assault, 2344 Nicollet Ave. S., #170A, Minneapolis, MN 55404
(612-872-7734). Email: sacol@mtn.org
Minnesota Council of Churches, 122 West Franklin, Minneapolis, MN 55404 (612-870-3600).
Nonprofit Risk Management Center, 1001 Connecticut Ave. NW, Suite 900, Washington, DC
20036-5504 (202-785-2891 or 3891).
PACER Center, Inc., 4826 Chicago Ave. S., Minneapolis, MN 55417 (612-827-2966 or 800-5372237), provides a program for child abuse prevention for schools and educational advocacy for
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families of children and adults with disabilities. Email: mnpacer@educ.gte.net or Internet at
www.pacer.org
Prevent Child Abuse Minnesota, a program of the Family Support Network, 1821 University Ave.,
Suite 324 South, St. Paul, MN 55104 (612-523-0099), or 1414 West Main Street, Albert Lea, MN
56007 (507-377-7665). Email: fsn@familysupport.org
Resource Center for Churches, 122 West Franklin Ave., Room 2, Minneapolis, MN 55404 (612-8700861 or 888-293-9901), email: info@resourcesforthejourney.org
Support Ministry Response Persons Resources:
A list of Support Ministry Response Persons will be maintained in the Annual Conference office and
in each district office. Victims, complainants, or respondents may work with an advocate of their
choosing, whether or not that person is connected with the official structure of the church or is
identified as a Support Ministry Response Person.
a. For information about individuals who have been selected or trained as process communicators,
advocates, mediators, or healing team members, contact:
•

Minnesota Annual Conference of The United Methodist Church, 122 West Franklin Ave.
#400, Minneapolis, MN 55404; 612-870-0058.

b. For information about individuals who have trained only as victim advocates, contact:
•

Minnesota Coalition Against Sexual Assault, 2344 Nicollet Ave. S., #170A, Minneapolis,
MN 55404; 612-872-7734 for phone numbers of one of its member programs.

•

Minnesota Council of Churches, 122 West Franklin, Minneapolis, MN 55404;
612-870-3600.

•

General Commission on the Status and Role of Women, 1200 Davis St., Evanston, IL
60201; 847-869-7330.

c. For information about individuals who have prepared only as respondent advocates, contact:
•

Associates in Advocacy, c/o Jerry Eckert, 108 Timbers Drive, Slidell, LA 70458;
504-649-0877.

•

Peter Milloy, 401 North West Street, Janesville, MN 56048, 507-234-5350.
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CONGREGATIONAL RESPONSE TEAM
The Minnesota Annual Conference has established and trained a Congregational Response
Team whose purposes include:
•

•

•
•

Serving as a consultative body for the Cabinet in dealing with situations where a betrayal
of trust has occurred through actions of one of the professional religious leaders. Those
betrayals of trust are frequently through a misuse and/or violation of professional
boundaries, which might include sexual misconduct, harassment, or betrayal of
professional responsibilities (such as inappropriate breaking of confidentiality,
mismanagement of money, engaging in an activity representing a significant conflict of
interest, embezzlement, etc.).*
Helping a congregation (that has experienced betrayal of trust by its professional
religious leader(s)) have initial conversation(s) to address their thoughts and feelings
about what has happened and the Conference’s response. This might include being
present at the disclosure meeting (with the cabinet representative) for the sake of
assisting with group dynamics and providing a “safety net” for emotionally reactive
individuals. It would most likely include facilitating a one-day congregational meeting
that is carefully structured to begin the conversations that will facilitate congregational
healing and put in place the congregational lay leadership for ongoing care.
Helping a congregation select and train leadership from the congregation both to help at
the initial all-day meeting and to envision and plan for the ongoing processes of healing.
Remaining available to both the cabinet and to the congregation for ongoing
consultation.

The Congregational Response Team does not understand itself to be
• A therapeutic group that engages in a longer-term process of healing with congregations,
particular victims, or perpetrators.
• Advocates for the complainants or accused.
• Supervisors for improving clergy functioning.
• Investigators
• Trainers of congregations or religious leaders around boundaries and professional
conduct/misconduct.
The Congregational Response Team will enter a congregation and begin to work with them
only upon request of the District Superintendent. Normally the initiation of a request will
begin with the district superintendent, although a congregation may request the assistance of
the congregational response team by contacting their district superintendent.
Having this team available is very important as can be seen from this quote from Nancy
Meyer Hopkins:
“Misconduct of a sexual nature is still the most frequent form that trust betrayal and abuse of
power takes, yet there are other events that can also traumatize congregations, such as the
theft of property. It is often harder to get people to talk about money, the last taboo subject. .
. . Even prolonged and severe emotional abuse on the part of leaders, clerical or lay, can
create very troubled congregations that can profit from intervention and a healing process. In
Priority will be for those congregations who have experienced a betrayal of trust through sexual misconduct or
other misuses of professional power/role.
*
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the past, any of the above situations were typically responded to with silence, and any
unpleasantness was “swept under the rug.” The problem with this approach was that the hurt
did not go away; it stayed undercover, only to metamorphose another day, in another guise.
For this reason, truth-telling is now understood to be a prerequisite for healing. In such
troubled settings that have “hidden history,” it is not unusual for a new pastor to arrive on
the scene and immediately become aware that something is terribly wrong. It is uncanny the
way these new pastors quickly feel the tension present in the system in very personal and
direct ways.” (Nancy Meyer Hopkins. “Local Church Recovery,” in Living the Sacred Trust:
Clergy Sexual Ethics. General Board of Higher Education and Ministry. Edited by Arthur
Gafke and Lynn Scott, p. 102.)
Minnesota Conference Congregational Response Team Members
David A. Bard
Marilyn Evans
Judy Myers
Christie Neuger
Martha Postlethwaite
Mark Sundby
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Guidelines for Developing Church Job Descriptions
Every church regardless of size has job descriptions for a number of varied tasks that must be
performed regularly or periodically. They may be written, or they may exist only in
someone’s mind. A staff member may not always be certain of the exact responsibilities
assigned to a position. The church may never have arrived at clear-cut decisions regarding
expectations for the position. The job may have grown with the person or position over a
period of years with assignments added or assumed fro m time to time. A problem may
develop when a former staff member leaves and a new person comes into the assignment. A
written job description is an organized summary of the duties, tasks, responsibilities, and
accountability involved in a staff position. The job description should be reviewed annually
and, when a change in personnel occurs, re-tailored to fit the new situation.
Section of Deacons and Diaconal Ministries
Division of Ordained Ministry General Board of Higher Education and Ministry The United
Methodist Church P.O. Box 871, Nashville, TN 37202-0871
Phone 615-340-7375
FAX 615-340-7377
SDDM98—3M HE4056

Value of Job Descriptions
Job descriptions serve:
• as a way to identify persons by position title,
• as a guide to the staff member,
• as a way of clarifying what the church expects of the staff person,
• as a guide for interviewing and placement, helping relieve the church of pressures to place
an unqualified person,
• as a guide for studying salaries and benefits of comparable positions,
• as a tool for evaluation and promotion,
• as an aid in producing a smooth and balanced work flow,
• as a guide to eliminate work duplications,
• as an effective control of job content. Sometimes jobs change so slowly that no one is fully
aware of the change.
• as a means to develop and support morale. The writing of job descriptions is an indication
to staff members of interest in them and their work, supporting efficient organization
and the concept of the staff as a team, and
• as an addendum to an employee’s contract.

Preparations for Developing Job Descriptions
1. The pastor-parish (staff-parish) relations committee (PP/SPRC) gives leadership to the
project to assure acceptance by the staff members and give it successful implementation
(2012 Book of Discipline, ¶258.2g(7), ¶258.2g(12), and ¶331.9e).
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2. The PP/SPRC should hold conferences with the staff members to explain the purpose of
the project. In a large church, it may be desirable to have several separate meetings; one for
program staff persons, such as pastor, director of education, director of music, etc.; one for
clerical staff persons; and one for maintenance staff persons. The purpose of the separate
meetings is to give more freedom in asking questions concerning related areas of
responsibility. Discuss fully the method to be used in securing the job information, and give
opportunity for comments and questions.
3. The PP/SPRC may choose to name a job description committee composed of persons from
the PP/SPRC, the church staff, and those having special skills in the areas to be described.
The purpose of the job description committee is to:
• determine the method of securing job information,
• collect the data,
• study and evaluate the findings,
• make recommendations, and
• write the job descriptions.

Collecting Job Information
The job description committee will need to collect the following information:
• specific facts about responsibilities for each position
• what the person does and/or is expected to do
• how the person carries out each responsibility
• why the person does this
• knowledge and skills involved
• resources and equipment used
• training and/or experience required.
These specific facts are secured from each staff person by a job questionnaire and personal
interview:
(1) request each individual to complete a job questionnaire;
(2) interview the staff members individually concerning their duties and responsibilities;
(3) talk about the church’s expectations for this person and his/her work.
Questionnaire
The chairperson of a job description committee, or other responsible person, should provide a
copy of the job questionnaire to each staff member with a full explanation of the various
items on the form. At least a week should be given for persons to complete the form. Request
each person to list his/her responsibilities in order of importance. It is important that the
completed job questionnaires be carefully rechecked with staff persons before the final job
descriptions are written.
Interview
The job description committee may assign one or more of its members to interview staff
persons individually. The person interviewing should be familiar with the skills required for
acceptable performance of the particular staff position. Review with the individual the
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completed information on the job questionnaire. It provides a check to determine if the
descriptions of tasks are correctly stated and if any task has been omitted. Analyze carefully
each completed job questionnaire and personal interview. Sample questionnaire and
interview forms are included in this document.

Writing Job Descriptions
The main purpose of writing job descriptions is to distinguish one job from another. In this
process, two objectives are accomplished:
1. All information is presented in a specific, accurate, and readable fashion.
2. Information is standardized on each position for purposes of comparison.
The following steps are suggested for writing job descriptions:
1. Summarize the responsibilities of each position. Data appearing on the job questionnaire
need to be organized in a consistent form.
2. Summarize skills and other requirements necessary for each job. Establish minimum
standards.
3. Use language that is direct and specific. Avoid generalized terms and complicated
sentence structures. Use the present tense throughout the job description.

Maintaining Job Descriptions
All job descriptions should be reviewed annually. When changes are approved, the
descriptions need to be rewritten. Each staff person should receive a copy of his/her
completed and approved job description. The job description, along with the supporting job
questionnaire data, should be kept with individual staff and personnel records. When
determined that a new position is necessary, a job description should be written before
persons are interviewed for employment. The new staff position may require a change in one
or more of the other existing job descriptions. The task of maintaining, reviewing, and
revising job descriptions is an important responsibility of the pastor-parish (staff-parish)
relations committee [2012 Book of Discipline, ¶258.2.g(5), 258.2f(7)].

Job Questionnaire (Sample)
Position title ________________________________________________________________
Prepared by _______________________________ Date _____________________________
1. Principal function. (Briefly summarize the main purpose of the position.)
2. Regular duties. (List the major duties required by the position.)
3. Occasional duties. (List the duties sometimes required by the position.)
4. Does the position require giving direct supervision of others?
List the names of those supervised.
5. What decisions are normally made by you without additional approval?
Nature of decision
Frequency of occurrence
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6. In your responsibilities, what contacts are made with people outside the church?
People contacted
Frequency of occurrence
7. What specialized knowledge and skills does this position require?
8. What kind of office equipment does this job require?
Note if used continuously, frequently, or occasionally.
9. What continuing education experiences are expected?
10. List professional groups in which you participate.
11. Give any additional comment that will aid in describing your work.

Job Description Form (Sample)
Position title ________________________________________________________________
Prepared by ______________________________________Date ______________________
Reviewed by ______________________________________Date _____________________
Principal focus. (Briefly summarize the major purpose of the position).
Regular duties. (List the major duties required by the position).
Occasional duties. (List the duties sometimes required by the position).
Skills and requirements.
ICOP 205202
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John Wesley, the founder of the Methodist movement, lived by and taught three simple rules: Do no harm,
do good, and stay in love with God. Those simple rules can be applied to many facets of life, including our
use of social media. The Minnesota Conference’s Extended Cabinet supports the use of social media and
believes it can be a valuable tool for ministry. We affirm these guidelines to help use social media in a
manner that positively represents the church, the Gospel, and Jesus Christ and that helps us fulfill our
Gospel imperatives to grow in love of God and neighbor, reach new people, and heal a broken world.

3 Simple Rules for
Social Media
Social media guidelines for Minnesota United Methodists

No. 1: Do no harm

One of the benefits of social media is that it provides

the opportunity to share views, thoughts, joys, and concerns about all areas of life. Our social media
contributions can be very effective tools for ministry if we apply caution before we post. We will be careful
that our posts are not “doing harm” by insulting or damaging the reputation of others. We will
make sure our posts are respectful and in good taste. And we will remember that everything we post—
status updates, comments, tweets, blogs—becomes public immediately after we click ”send” (even if we’re
using a limited-access setting). We can’t take it back once it’s out there, so we will use discernment with
everything we post.
TO THINK ABOUT
• Is the post “doing harm” to the reputation of the church, Christ, or another person or organization?
• Can the post be interpreted as harmful, offensive, rude, or distasteful? If I’m posting photos, do I
have the permission of the people pictured?
• If using the post as an outlet to vent, what’s the most productive and least harmful way to seek
resolution or reconciliation? Is there a less public, more respectful way to do so?

No. 2: Do good

Social media can serve as an effective method of church

networking and communicating. It has the potential to have an encouraging influence on our
congregations and communities and to serve as a powerful tool for delivering the Gospel message to a large
audience that extends beyond our contact list. It’s also a great way to share news about our church and
ministry—and to invite others to join us in worship and service. Additionally, it can be a useful tool for
obtaining feedback and ideas from our audience and can be used to gain insight for sermons, Bible study
topics, worship times, and needs of the community. The “good” and positive uses of social media are
endless.
TO THINK ABOUT
• Can the post be described as “good”?
• Will it help the kingdom and fellow believers? How will it be perceived by non-believers? How will
the post be received by people with different cultural or faith backgrounds?
• Are we communicating effectively by asking questions in addition to providing information?

No. 3: Stay in love with God

Social media is a great

way to find meaningful devotional materials, thought-provoking blogs, inspiring worship videos and media
resources, and current articles and tools for our ministry. Users have reported that their social media usage
helps keep them informed and enthusiastic about their ministry on a daily basis. While it can definitely help
us “stay in love with God,” it also can be very distracting. We will make sure our use of social media does not
occupy so much of our time that we are no longer fully participating in meaningful devotion, worship, Bible
study, and conversations with our fellow brothers and sisters in Christ. Social media can serve as a tool to
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aid, promote, and conduct discussions, studies, and devotional times but should not be our primary source
of interaction with the world.
TO THINK ABOUT
• How is social media helping me to stay in love with God? How is it hindering me?
• How am I helping others stay in love with God by my social media contributions?
• How am I engaging in meaningful interactions that don’t involve social media? When is personal
dialogue more beneficial?
Our character and faith are reflected in each post we make, so if we are unsure about something, we
won’t post it.
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