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Begin with the Mission of The UMC:
Make disciples of Jesus Christ for the transformation of the world

Committee Basics from ¶258.2
Purpose of the Staff-Pastor Parish Relations Committee
The Staff-Parish Relations Committee is the administrative unit in the local church where staff and
congregational interests are integrated to focus on the mission of the church.
 The SPRC serves the “governing board” in an advisory capacity related to personnel
administration.
 It does not exist to provide managerial or leadership oversight to the staff team (that is the work
of the senior pastor).
Membership
• Between 5 and 9 persons (one shall be a young adult and one may be a youth)
• Must be professing members
• Divided into three year classes
• Members shall be able to succeed themselves for one three-year term
• Oversees the work to all staff
• Pastor should be present, unless s/he excuses self or if D.S. is in attendance
• The Annual Conference lay delegate and lay leader are members and have voice and vote
• On charges, a representative & Lay Leader from each church
• Relates to and works with all staff (paid and non-salaried)
• People engaged and attentive to their own Christian spiritual development
Who we cannot be
• Staff members
• No more than one immediate family member from the same household
• Immediate family members of the pastor or staff
Meetings
 At least quarterly
 Written “minutes” of decisions/actions
 Pastor present, unless s/he excuses self
 Only with knowledge of pastor or district superintendent
 May meet with the district superintendent without pastor or appointed staff
 With due notice before and sharing immediately after
 Shall meet in closed session (BOD ¶258.2e)
 Multi-church Charge: if just a church issue –S/PPRC members from that church can meet
Confidentiality
 Issues are discussed during meeting, not between meetings
 All matters under discussion are kept in strict confidence, i.e., a “safe” place
 All input brought to the meeting is held in confidence, but is “owned” input
 If you cannot keep a confidence, then have the integrity to resign from the Committee.
 Joint statements owned & shared by all members
 Careful reporting to Council of each meeting
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Duties of Committee (¶258.2g)
QUICK LOOK
Communication
 Confer and counsel with pastor & staff, advising them of ministry conditions
 Continually interpret to people the nature and function of ministry
 Counsel pastor & staff on relationships with congregation, priorities, skills, goals
 Interpret to congregation: preparation for ordained ministry, Ministerial Education Fund

Personnel Issues
 Develop and recommend to Council staff positions and job descriptions for staff other than pastor
 Recommend to Council personnel policies and monitor compliance
 Consult: pulpit supply, compensation, vacation, insurances, pension, housing -- making
recommendations to Council.
 Enlist, interview, evaluate, review, recommend: Lay Preachers, Candidates for Ministry and
missionary service
 Consult: continuing education, renewal
 “To encourage, monitor, and support clergy and lay staff pursuit of health and wholeness.”
(¶258.2g(17)

Parsonage Issues
 With Trustee and Pastor, make annual review of parsonage
 “The committee will follow up to assure timely resolution of parsonage problems affecting the health
of the pastor or pastor’s family.” (¶258.2g(16)

Annual Evaluation
 Provide annual evaluations for pastor & staff to encourage effective ministry (April to June)

Appointment Issues
 Confer with pastor & cooperate with pastor, DS, and bishop in securing clergy leadership when it
becomes evident that the best interests of the church and pastor will be served by a change.
 Such conferring and cooperating with DS and bishop are advisory only.
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Duties of the Staff/Pastor Parish Relations Committee
¶ 258.2, 2016 Book of Discipline, The United Methodist Church
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 three-year term. To begin the process of rotation where such a process has not been in 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
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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:
(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, 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 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
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vested pension benefits of at least 3 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 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 church-owned 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.
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Resources for Staff-Parish Relations Committees

Effective and Ineffective
Staff-Parish Relations Committees
Characteristics of Effective and Ineffective SPRCs
Effective

Ineffective

Meet regularly and often

Conduct annual evaluations only

Prepare for meetings
•

Have an agenda

•

Stay focused on agenda and identify topics for
future meetings

•

Allow adequate time

Establish partnership with pastor
•

Keep pastor informed

•

Take pastor into confidence

•

Maintain “We are in this together” attitude

•

Provide support and understanding

•
•
•

Withhold regular feedback
Allow issues to build too long
Related to salary and appointment decisions more
than to growth

Allow too little time and care
• Insufficient time to do task well
• Insufficient care in getting input and preparing
for evaluation
Behave unfairly
• Bringing unevaluated complaints
• Bringing anonymous complaints
• Giving all sources equal credibility
• Not putting issues in perspective

What SPRCs and Clergy Most Need from Each Other
SPRCs Most Need from Clergy
Cooperation and receptivity
• Willing to listen with open mind
• Attempt to understand members’ needs and concerns
• Attempt to make some changes
• Openness to improvement ideas
Clear and open communication
• Pastor’s vision for ministry
• Candid assessment of what is going on in the church
• Information about issues and needs

Clergy Most Need from SPRCs
Honest feedback
• Balanced, objective, thoughtful, and candid feedback
• Treated as adults who can take criticism
Personal concern and support
• Advocate for pastor
Communication with the congregation
• Education of congregation
• Feedback from and to congregation

Based on a comparison of staff-parish relations committees deemed effective by both the SPRC chair and the pastor and
those deemed ineffective by the chair and pastor
Subscribe today to the Lewis Center’s free e-newsletter, Leading Ideas, for information, resources, and strategies
for forward-thinking church leaders at www.churchleadership.com/leadingideas.

For more resources, please visit www.churchleadership.com
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When Folks Are Complaining
When a church member voices a concern to you about the pastor or paid staff:
1. Encourage him/her to speak to the pastor (or staffer) directly.
a. If they have already done so but are dissatisfied, you may encourage them to further direct
conversation or reflection upon other positive responses and forgiveness.
b. If the person can’t or won’t speak to the pastor AND the issue seems important, then…
2. Have the person write down their concern, date and sign it.
a. If they decline, tell them that you cannot carry verbal concerns to the committee.
3. Convey the written concern to the chair of the S/PPRC.
a. The chair or secretary should write an acknowledgment: ‘We received your concern and will discuss
it at our next meeting.’
4. The chair should inform the pastor &/or staff person of the written concern.
5. At the next regular or called S/PPRC meeting, the whole committee decides if:
a. The concern has merit and deserves further attention, or
b. The concern has no merit and deserves no action. If not, then write a note thanking the
person for their input and informing him/her that the Committee will remain aware.
6. The Committee discusses legitimate concerns with the pastor/staff person for a full
understanding of situation. Together, decide on a course of action and follow up.
7. The whole committee decides if a joint statement is needed to the church or the individual who
initiated the concern. All members are obliged to share only the approved, joint statement
without additions or deletions.
8. The S/PPRC may receive individual’s letters only, not petitions from groups. When trying to
gain a sense of the entire congregation, S/PPRC should not conduct polls, but should make
known (via newsletter, bulletin) who the S/PPRC members are so the general membership can
approach them. Each S/PPRC member should keep a discreet list of who approaches them and
give it to the Chair. The Chair can then determine if a few individuals are unduly influencing
S/PPRC opinions.

9. S/PPRC is responsible for addressing situations with the pastor and any paid staff. The Lay
Leadership/Nominating Committee is responsible for addressing situations with elected members of the
congregation.
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Our Promises to God:


We promise to pray, alone and together, to thank God and to ask for God’s help in our lives and
in our work for our church, and we promise to listen to God’s answer to us.

Our Promises to Our Church Family:


We promise to demonstrate our leadership and commitment to our church by our example.



We promise to support our church’s pastors and staff, so their efforts can be most productive.



We promise to try to discover what is best for our church as a whole, not what might be best for
us or for some small group in the church.

Our Promises to Each Other on [the S/PPR Committee]:


We promise to respect and care for each other.



We promise to treat our time on [the committee] as an opportunity to make an important gift to
our church.



We promise to listen with an open, nonjudgmental mind to the words and ideas of the others in
our church and on [the committee.]



We promise to discuss, debate, and disagree openly in [committee] meetings, expressing ourselves
as clearly and honestly as possible, so we are certain the [board] understands our point of view.



We promise to support the final decision of [the committee], whether it reflects our view or not.

Adapted from Leading Change in the Congregation: Spiritual and Organizational Tools for Leaders
by Gil Rendle, copyright © 2011 by the Alban Institute. All rights reserved.
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Calendar
Flow
First Quarter (January – March):
 Organize Committee (select a vice-chair, secretary)
 Train new S/PPRC members
 Discuss and complete Appointment “Preference Form” (with pastor present)
 Review job descriptions for other lay and clergy staff
 Look at S/PPRC Goals and meeting dates for year

Second Quarter (April – June):
 Annual Pastoral Evaluation (between April and June): results are due in the district office
by June 1 annually
 Parsonage Review -- not optional
 Trustees and/or Parsonage Committee
 Church’s property, pastor’s home
 Keep it up like your own home.

Third Quarter (July – September):
 Budget work:
 Salary
 accountable reimbursement/travel
 continuing education,
 any other budget items that relate to paid staff
 Interview and recommend lay preachers, candidates for ordained ministry,
missionary service
 Review action items from spring time evaluation of pastor and staff.

Fourth Quarter (October – December):
 Look at Church Goals for coming year
 impact on staff priorities, training, division of tasks
 Appointment Review Process for clergy
 Look at long range plan for pastor and staff continuing education
 S/PPRC evaluates its own work in past year
 How did we do?
 What did we neglect?
 Where did we shine?
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The Appointment Process
The Appointment Review Process and Preference Form
1. The Appointment Review (see page 8): New incoming members meet with the current
members in late November or early December and follow the guidelines for the Appointment
Review.
2. In January, complete the Appointment Review conversation.
3. In January, fill out form with new S/PPRC only.
4. No polls, petitions, or straw votes are taken.
5. Signatures of committee and pastor are required on both forms.
6. Forms are advisory to Bishop and Cabinet
Profiles
 Two Profiles: Pastor and Church
 Laity responsible for inputting, editing, and updating the Church and Community Profile
 Profile utilization is only through EVC on the conference web site at www.evc.vaumc.org
 Logon information from pastor or District Office
 Profiles are taken VERY seriously
The United Methodist Way
 The Bishop appoints (sent vs. call system)
 Itineracy
 Open-itineracy: willingness to receive appointed clergy without regard to race, ethnic origin,
gender, color, disability, marital status, or age
Missional Appointment-Making
1. The Mission of the Church in relation to the conference
2. The needs/mission of a specific church as it relates to the community
3. The Needs of the clergy
4. Gifts and graces of the clergy
5. Housing and family needs
6. Salary
Steps in the Process
1. The cabinet meets monthly. During the months of February through May, appointment
making is the major agenda.
2. The receiving district superintendent profiles the open church.
3. Other district superintendents nominate potential pastors using profiles and personal
knowledge.
4. Conversation and prayer are held around the table.
5. The receiving district superintendent “projects” a new pastor for the church.
6. A “meet your pastor” meeting is held with the Staff/Pastor Parish Relations Committee of the
receiving church.
7. The announcement of the new pastor is made on Sundays.
8. The appointment is final when the appointments are presented at Annual Conference.
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Virginia Conference
Appointment Review for Clergy
Process for Appointment Review in preparation for January Preference Forms (itinerating
clergy) or Appointment Request Form (non-itinerating deacons):
1. The Pastor-Staff Parish Committee meets in late November or December with members
of the incoming class to define:
a. Discuss the ministry of your church using the following questions:
i. What are the priorities for mission and ministry of our church?
ii. What are our church/charge’s three greatest strengths? (be specific)
iii. In what area(s) does our church/charge need to develop strength? (be
specific)
b. What are the current or anticipated needs for clergy leadership in this
Congregation?
i. (Committee might list all roles or tasks of clergy – and rank them in order
of importance for the mission/vision of the congregation)
c. What are the gifts and skills of clergy that are needed in the life of this
congregation now?
2. At that meeting or at the January meeting, the Pastor-Staff Parish Committee would
discuss:
a. What gifts and skills does the appointed clergy possess that are needed most in
this church at the present time?
b. How does the appointed clergy effectively meet the defined needs for clergy
leadership in the life of this congregation?
3. At the January meeting, the appointed Clergy would respond to these questions:
a. What are the needs for clergy leadership in this congregation at this time?
b. What are my gifts and skills that are needed most in this congregation at this
time?
c. Do I want to be engaged in meeting the defined needs of this congregation in the
coming year?
d. What are the areas of growth that are needed within myself that would help the
church fulfill its mission and ministry?
e. Am I willing to continue to develop these skills for the coming year in serving
this congregation?
4. Preference forms would be submitted to the Superintendent with written summaries of
these discussions.
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Church and Community Profile
–As part of the Appointment Process, the Church and Community Profile needs
to be completed by the S/PPRC each year between mid-November and January
15 at www.evc.vaumc.org. Logon information can be obtained from the Pastor.
Questions:
Note: Responses are limited to 1,500 characters which is roughly 300 words.

 What are the major demographic realities that shape your church and
community? What are the projected community changes for the next 10 years?
 What are the possibilities and needs of mission outreach/growth?
 What are the pastoral leadership needs of the congregation?
 What are the laity leadership strengths?
 What are the spiritual disciplines practiced in the congregation?
 What is the theological stance of the church?
 What churches can you partnership with to do ministry in your community?
Parsonage / Housing Allowance Information
Do you provide a parsonage or a housing allowance?
If housing allowance, how much?
Parsonage Description
If a parsonage, describe your parsonage, including number of bedrooms, bathrooms,
floor levels, accessibility, furnishings and its condition.
Please include a list of pastors that have served this church/charge, including the names
and years served since 1980.
List other staff positions in the church that are paid and unpaid?
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The Pastor’s Job Description
(¶340 Duties of Elders & Local Pastors)
Word and ecclesial acts
 Preach the Word of God,
 Lead in worship
 Engage people in study and witness
 Counsel the distressed and grieving
 Preside at weddings and funerals
 Visit in homes in church and community
 Maintain all confidences
Sacrament
 Celebrate the sacraments, Baptism and Lord’s Supper
 Instruct parents & sponsors before baptizing infants / children,
 Encourage reaffirmation of baptismal covenant and vows
 Encourage profession of faith after instruction
 Explain meaning of Lord’s Supper and encourage participation
 Select and train deacons and laity to assist / carry communion
 Encourage means of grace
Order














“Branch manager’ of the local church
Support, guide, train lay leadership
Create mutual accountability
Oversee the educational program
Goal setting, planning, evaluation
Administer the temporal affairs of the church
Administer the provisions of the Discipline
Prepare Charge Conference reporting of ministries
Give leadership for funding ministry
Promote faithful, financial stewardship
Full and faithful payment of all apportioned funds
Participate in denominational and conference programs and training
Lead in racial and ethnic inclusiveness

Service
 Embody the teachings of Jesus in servant ministries and servant leadership
 Discipleship in the world
 Build the body of Christ as a caring and giving community, extending ministry to the
world
 Participate in community, ecumenical and inter-religious concerns and involve the local
church
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Definition and Duties of the Pastor
¶ 339. Definition of a Pastor
A pastor is an ordained elder, probationary deacon (according to 1992 Book of Discipline) or
licensed person approved by vote of the clergy members in full connection and may be appointed
by the bishop to be in charge of a station, circuit, cooperative parish, extension ministry,
ecumenical shared ministry,23 or to a church of another denomination, or on the staff of one
such appointment.
¶ 340. Responsibilities and Duties of Elders and Licensed Pastors
The responsibilities of elders and licensed pastors are derived from the authority given in
ordination. Elders have a four-fold ministry of Word, Sacrament, Order and Service within the
connection and thus serve in the church and the world. Local pastors share with the elders the
responsibilities and duties of a pastor for this four-fold ministry, within the context of their
appointment.
1. Word and ecclesial acts:
a) To preach the Word of God, lead in worship, read and teach the Scriptures, and engage the
people in study and witness.24
(1) To ensure faithful transmission of the Christian faith.
(2) To lead people in discipleship and evangelistic outreach that others might come to know
Christ and to follow him.
b) To counsel persons with personal, ethical, or spiritual struggles.
c) To perform the ecclesial acts of marriage and burial.
(1) To perform the marriage ceremony after due counsel with the parties involved and in
accordance with the laws of the state and the rules of The United Methodist Church. The
decision to perform the ceremony shall be the right and responsibility of the pastor.
(2) To conduct funeral and memorial services and provide care and grief counseling.
d) To visit in the homes of the church and the community, especially among the sick, aged,
imprisoned, and others in need.
e) To maintain all confidences inviolate, including confessional confidences except in the cases
of suspected child abuse or neglect, or in cases where mandatory reporting is required by civil
law.
2. Sacrament:
a) To administer the sacraments of baptism and the Supper of the Lord according to Christ's
ordinance.
(1) To prepare the parents and sponsors before baptizing infants or children, and instruct them
concerning the significance of baptism and their responsibilities for the Christian training of the
baptized child.
(2) To encourage reaffirmation of the baptismal covenant and renewal of baptismal vows at
different stages of life.
(3) To encourage people baptized in infancy or early childhood to make their profession of faith,
after instruction, so that they might become professing members of the church.
(4) To explain the meaning of the Lord's Supper and to encourage regular participation as a
means of grace to grow in faith and holiness.
(5) To select and train deacons and lay members to serve the consecrated communion elements.
b) To encourage the private and congregational use of the other means of grace.
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3. Order:
a) To be the administrative officer of the local church and to assure that the organizational
concerns of the congregation are adequately provided for.
(1) To give pastoral support, guidance, and training to the lay leadership, equipping them to
fulfill the ministry to which they are called.
(2) To give oversight to the educational program of the church and encourage the use of United
Methodist literature and media.
(3) To be responsible for organizational faithfulness, goal setting, planning and evaluation.
(4) To search out and counsel men and women for the ministry of deacons, elders, local pastors
and other church related ministries.
b) To administer the temporal affairs of the church in their appointment, the annual conference,
and the general church.
(1) To administer the provisions of the Discipline.
(2) To give an account of their pastoral ministries to the charge and annual conference according
to the prescribed forms.
(3) To provide leadership for the funding ministry of the congregation.
(4) To promote faithful, financial stewardship and to encourage giving as a spiritual discipline.
(5) To lead the congregation in the fulfillment of its mission through full and faithful payment of
all apportioned ministerial support, administrative, and benevolent funds.
(6) To care for all church records and local church financial obligations, and certify the accuracy
of all financial, membership, and any other reports submitted by the local church to the annual
conference for use in apportioning costs back to the church.
c) To participate in denominational and conference programs and training opportunities.
(1) To seek out opportunities for cooperative ministries with other United Methodist pastors and
churches.
(2) To be willing to assume supervisory responsibilities within the connection.
d) To lead the congregation in racial and ethnic inclusiveness.
4. Service:
a) To embody the teachings of Jesus in servant ministries and servant leadership.
b) To give diligent pastoral leadership in ordering the life of the congregation for discipleship in
the world.
c) To build the body of Christ as a caring and giving community, extending the ministry of
Christ to the world.
d) To participate in community, ecumenical and inter-religious concerns and to encourage the
people to become so involved and to pray and labor for the unity of the Christian community.
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Self-Care Covenant
Virginia Conference, The United Methodist Church
For the benefit of my own life and the ministry to which I am called in Christ...
1. I will keep, as a regular practice, the following spiritual disciplines (beyond sermon and
teaching preparation). List at least three:
2. I will regularly set aside time for family meals (at least weekly) and family activities (at least
monthly). “Family” denotes immediate family, extended family, and/or network of friends.
3. I will adhere to the minimum standards for vacation and days off as articulated in the “Vacation
Policy for Virginia Conference Clergy”* adopted by the Bishop’s Cabinet.
4. I will adhere to the “Guidelines for Continuing Theological Education”* as required by the
Virginia Conference Board of Ordained Ministry.
5. I will work towards achieving and/or maintaining personal conformity with medically recognized
health guidelines for height and weight unless such conformity is deemed unsuitable by my
attending physician.
6. I will develop and/or maintain personal relationships with the following persons (friends, family,
colleagues) to whom I can go for support in times of stress or difficulty. List at least 3 or 4:
7. I will participate in some form(s) of regular exercise appropriate to the particulars of my physical
condition and with the knowledge and approval of my attending physician. Briefly describe
exercise program:
8. I will endeavor to establish/maintain healthy practices with regard to personal nutrition.
9. I will order my personal administrative life through the establishment of legal documents
appropriate to the particular circumstances of my relationships: e.g., a personal will, durable
power of attorney, living will, and/or guardianship for surviving minor children. I will make
known the location of these documents to the following persons (list at least two):
10. I will endeavor to establish/maintain healthy practices with regard to proper sleep.
*These can be found on the following web page: www.vaumc.org

I covenant all of the above with the following peer-support person or group with whom I will share
mutual accountability for our self-care as clergy (please list):
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Continuing Education, Study Leave, and Sabbaticals
The 2016 Book of Discipline in ¶350, Continuing Education and Spiritual Growth and
¶351, Sabbatical Leave, gives guidelines and support for clergy study leaves, continuing education, and
sabbaticals. In addition, ¶350.4 addresses the issue of financial support. In terms of time, the requirement
of the Discipline is that clergy shall spend at least one week each year and at least one month during one
year of every quadrennium for continuing education. These leaves are not to be considered vacation.
Study leaves of up to six months may be taken by clergy who have held full-time appointments for at
least six years. All such leaves are to be scheduled in consultation with the local church pastor/staffparish relations committee, the church council, and the district superintendent.
Financial support is offered to clergy who have completed basic educational requirements through
the Ministerial Education Fund, which allows up to $400 per year to clergy, certified professionals, and
diaconal ministers who are appointed who have a base compensation of under
$50,000. For those with base compensation of over $50,000, $200 is available annually. In addition,
other sources of funding include Foundations, local church, district, and conference funding.
In addition, ¶419.7 says that one of the responsibilities of the district superintendent is to “receive
written or electronic reports of the clergy’s continuing education, spiritual practices, current ministry
work, and goals for future ministry.”
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VACATION POLICY
FOR VIRGINIA CONFERENCE CLERGY
Good vacation time benefits ministry. Since clergy are on call twenty-four hours a day, seven days a
week, time away can bring renewal and refreshment for the tasks at hand. Given the total demand on
the clergyperson’s time, vacation time for those in ministry is different than vacation time for those in
business and industry.
The following is the vacation policy for all clergy who are under full-time appointment in the
Virginia Conference. This policy is applicable to licensed local pastors, provisional members, associate
members, and members in full connection.
Four weeks vacation shall be available beginning the first year of appointment and every year
thereafter for all full time clergy in the Virginia Conference.
It is further expected that clergy who are in the first year of an appointment show sensitivity
concerning the scheduling of their vacations. It is recommended that clergy in their first year refrain
from taking vacation during the first month of their new appointment. It is also recommended that firstyear vacation be distributed across the year, not taken all at once. On the other hand, it is recognized
that clergy and their families having just moved, with all the stress moving can bring, certainly are
entitled to, and should take, some vacation time during the first summer.
It should be emphasized that clergy moving from one church to another within the United Methodist
connection should not be expected to “earn” vacation in each new place as new employees. The
situation is analogous to a branch-manager of a company being sent to another branch, but within the
same employer-employee relationship.
Finally, we acknowledge that continuing education for clergy is a requirement of the denomination
(¶351, The Book of Discipline), and time should be allowed for fulfilling this requirement. Continuing
education is not to be considered vacation time.
This policy should be applied with utmost cooperation and sensitivity between the clergyperson and
congregation, considering both the needs of the local church and of the clergy family. If there appears to
be a problem in this regard, it is imperative that the clergyperson, the Pastor/Staff Parish Relations
Committee, and the District Superintendent meet to seek a solution.
This policy was adopted by the Bishop’s Cabinet on January 10, 2006
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Annual Clergy Evaluation by the Pastor/Staff Parish Relations Committee
Virginia Conference, The United Methodist Church
From the 2016 Book of Discipline, The United Methodist Church

¶ 349 Evaluation—Evaluation is a continuous process for formation in servant ministry and servant
leadership that must take place in a spirit of understanding and acceptance. Evaluation serves as a
process for pastors to assess their effectiveness in ministry and to discern God’s call to continue in
ordained ministry.
1. For clergy serving local churches, the district superintendent, in consultation with the pastor‐
parish relations committee, will evaluate annually the pastors’ effectiveness for ministry
(¶334.2c, 419, 635.2o, r), using criteria, processes, and training developed by the cabinet and
the Board of Ordained Ministry. The clergy in local churches shall participate annually in an
evaluation with the committee on pastor‐parish relations for use in an ongoing effective
ministry and for identifying continuing education needs and plans (¶258.2g[5]) [emphasis
added], using criteria, processes, and training developed by the Board of Ordained Ministry and
the cabinet.
The Virginia Conference Cabinet and Board of Ordained Ministry have designed the following annual
evaluation process to be used for all clergy appointed to local churches. The goals of this “formative
evaluation” process are an enhanced ministry‐relationship between the pastor(s) and the
congregation and fostering effective pastoral ministry through celebrating pastoral strengths while
developing a specific action plan for pastoral growth. Regardless of the pastor’s appointment
projection for the coming year, this evaluation process is relevant to their call and effective pastoral
ministry in any setting.
This evaluation should be conducted between March and May. The Evaluation and Action Report is
due to the district office by June 1, annually. A reminder email will be sent from the district office by
March 15. Information can be found on the conference website at www.vaumc.org/SPPRCResources,
under Section 5: Annual Evaluation.
This evaluation process can be followed for all staff with some modification in consideration of their
role and employment.
Resources to use in the annual evaluation
 Characteristics of Effective Clergy (www.vaumc.org/SPPRCResources)
 Responsibilities and Duties of Elders and Licensed Pastors (2016 Book of Discipline, ¶340)
 Job Descriptions for Appointed Deacons, Associate Pastors, or lay staff employees
 Congregational Goals, Vision, and Mission
 Congregation Report from “Equipping Vital Congregations” website
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Annual Evaluation for Clergy
Steps for an Effective Evaluation
These steps should be performed by members of the S/PPRC and by the clergy or staff member









Prepare by reviewing ahead of time the applicable resources listed on the previous page
and evaluation materials from the conference website.
Review and interpret your church’s trends/fruitfulness by reviewing Equipping
Vital Congregations data.
Begin and end the meeting with prayer or centering worship.
Clarify boundaries and remind participants of the need for confidentiality.
Communicate clearly, use specific examples, and listen carefully.
Allow adequate time for honest feedback.
S/PPRC Chair and clergyperson or staff work together to complete the Evaluation and
Action Plan.

Suggested Questions for Collaborative Conversation
 Using the “Characteristics of Effective Clergy” resource, which three to five of these characteristics
do you believe are strengths for this clergyperson/you?
 What examples can you offer which highlight these strengths in action?
 Which three to five of these characteristics do you believe are areas where the clergyperson/you
could grow or develop further?
 What actions could the clergyperson/you undertake which might strengthen them/you in these areas?
 Reflecting on the action plan from the third question of last year’s Evaluation and Action Plan, were
these actions undertaken? If not, why not and what would support the clergyperson in being more
successful in the coming year? If so, what was gained from the experience?
During the evaluation, review on the answers to these or similar questions. Where did answers align or
diverge? At the conclusion of the evaluation, the chair and clergyperson will jointly complete and sign the
Evaluation and Action Plan.
The Evaluation and Action Plan, along with the statistical history of your congregation from the Equipping
Vital Congregations website, is to be completed for each appointed clergyperson and submitted to the
District Superintendent by June 1, annually.
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Annual Evaluation for Clergy
Evaluation and Action Plan through Collaborative Conversation
Name of Clergyperson

Date

Church/Charge
Submit this document to the district superintendent between March 15 and June 1, annually. The responses
here will be helpful for the sake of the pastor’s supervision by the DS; please try to be specific.

1. After collaborative conversation, write a brief paragraph summarizing the evaluation
of the clergyperson, include highlights of her/his areas of strength.

2. List one or two areas of growth identified for the clergyperson to focus on in the coming year.

3. Detail two or three specific actions (in total) the clergyperson intends to take in the coming
year to address the identified areas of growth.

☐

This evaluation has been shared with the whole Staff/Pastor Parish Relations Committee.
Signature of S/PPRC Chair
Date
Signature of Clergyperson

Date
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Characteristics of Effective Clergy
Virginia Conference
These are the leadership qualities and vocational competencies that define the effectiveness of clergy in the Virginia
Conference. Additional measurable characteristics of congregational health are included to provide information for
discussion of the clergy person’s leadership and resulting effectiveness.
Leadership Qualities
 Maturing Spirituality: Exhibits a disciplined spiritual life, maintaining healthy boundaries and being
accountable for one’s work and actions, including participation in a program of personal spiritual enrichment
and renewal.


Integrity and Authenticity: Demonstrates consistent behavior that is in alignment with Christian beliefs,
practices, and healthy relationship with God.



Sound Theology: Understands, knows, and celebrates the power of Jesus Christ to bring healing and
wholeness, forgiveness and reconciliation, justice and peace, to the lives of individuals, congregations, and
communities.



Servant Leadership: Exhibits servant leadership that cultivates the gifts of the Spirit and empowers others to
claim their call and find their place in ministry.



Relational: Exhibits the ability to listen, develop working teams, equip persons for ministry, and manage
conflict in a way that leads to healthy resolution.



Self Care: Maintains a healthy balance between self, family, and work and participates in the Virginia SelfCare Covenant.



Connectional: Serves as a leader who knows and supports United Methodist theology and polity as defined in
the Book of Discipline, gives clear support for connectionalism and obedience to his/her ordination vows.



Adaptability: Demonstrates the ability to be flexible regarding geographical location, congregational
constituency, and worship styles.



Performance Standards: Exhibits a high level of work ethic and consistently produces quality results.

Vocational Competencies
 Evangelism and Discipleship: Demonstrates the ability to lead the congregation in making disciples of Jesus
Christ for the transformation of the world.


Ministry Development: Demonstrates a willingness to lead the congregation in establishing ministries of
nurture, outreach, and witness.



Proclamation: Possesses and articulates a working knowledge of biblical faith; demonstrates the ability to
communicate and apply the gospel of Jesus Christ in culturally relevant ways to the diverse population groups
of our conference.



Commitment to Inclusivity: Models and embraces inclusiveness, demonstrating sensitivity to diversity.



Visioning and Implementation Skills: Demonstrates the ability to partner with laity in identifying and
articulating the vision plus the assessment and administrative ability to make the vision become reality.



Inspirational and Motivational Skills: Relates to others in a way that inspires and encourages them in their life
of faith.
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Administration: Demonstrates administrative, management, and supervisory skills.



Pastoral Care: Devotes time for pastoral care appropriate to the ministry setting, encourages and equips laity
for the ministry of pastoral care, establishes and adheres to visitation priorities appropriate to the ministry
setting.



Conflict Management: Demonstrates the ability to handle complaints, settle disputes and resolve conflicts.

Vital Congregations Characteristics


Disciples worship (average worship attendance)



Disciples make new disciples (number of people who join by profession of faith)



Disciples engage in growing as a disciple (number of small groups, Sunday school classes and Bible studies)



Disciples engage in mission (number of people from the congregation engaged in local, national and
international mission/outreach activities)



Disciples give to mission (total amount given by local church to other organizations for support of benevolent
and charitable ministries, including apportionments paid and support for all United Methodist and non-United
Methodist organizations active in work such as advocacy, education, health, justice, mercy, outreach, and
welfare anywhere in the world)

______________________________________________________________________________
Adapted from: Standards for Clergy Leadership in the Virginia Conference and Characteristics of Effective Clergy in the North
Georgia Conference
Approved by Virginia Conference Board of Ordained Ministry 5/20/2009
Approved by Virginia Conference Cabinet 4/20/2009
Updated by the Virginia Conference Cabinet 9/6/2011, 1/13/16
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Ministry Review for Certified Lay Minister (CLM)
To be approved by the S/PPRC, church council or charge conference of the ministry setting where assigned, or of the
church where the CLM holds membership if not assigned.
Submit to the DCOM biannually for recertification.
Name of CLM____________________________________________________ Date_______________

Church/Charge Membership____________________________________________________________
Ministry Setting (if assigned) ___________________________________________________________
1. Summarize briefly the CLM’s primary areas of responsibility in ministry and highlight key accomplishments
within the last two years.

2. What are the CLM’s greatest areas of strength, and how will he/she build upon those strengths for even more
effective ministry in the coming years?

3. In what areas does the CLM manage his/her weaknesses, and how will he/she continue to learn, delegate, or
otherwise ensure good ministry in those areas of ministry?

4.

If assigned: In what ways does this ministry setting match the calling, gifts and graces of this CLM? In what
ways does the setting not match what this CLM has to offer in God’s reign?

5.

If not assigned: What aspects of this CLM’s calling, gifts and graces are most needed in the church today? What
setting(s) might be most fruitful for their ministry?

6.

What other comments about this CLM’s ministry should be noted?

Signature of S/PPRC or Church Council Chair __________________________________

Date_________

Signature of CLM _________________________________________________________

Date_________
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SAMPLE UMC Personnel Policies and Procedures
Updated by the SPRC Date:____________
Approved by Church Council: __________
As Jesus passed along the Sea of Galilee, he saw Simon and his brother Andrew casting a net into the sea—
for they were fishermen. And Jesus said to them, “Follow me and I will make you fish for people.”
Immediately, they left their nets and followed him.
Mark 1:16-17
This document provides staff members and the members of the congregation with an informational guide to
the relationship that exists between SAMPLE UMC and the staff members who support the ministry of the
church as the congregation seeks to follow Christ.
This manual is not an employment contract, but it does serve as a description of what staff and the church
may expect from one another as long as the employment relationship continues. Neither a member of the
staff nor SAMPLE UMC is bound to continue in the employment relationship if either chooses to end the
relationship at any time. Given the relationships involved in paid work within a church congregation, every
effort should be made on the part of both the church and the staff members to conduct the employment
relationship with a spirit of Christian respect and care.
This manual will be reviewed from time to time by the Staff Parish Relations Committee (SPRC) and any
changes will be made known to staff. Requests for variances from these policies may be addressed to SPRC
if special circumstances arise, and the SPRC will consider those requests carefully. If major changes are
required, SPRC will recommend action to the Church Council.
The SPRC is grateful for the excellent support and leadership shown by the staff at SAMPLE UMC as the
church goes about its mission to make disciples of Jesus Christ for the transformation of the world.

Church Staff Organization
The SAMPLE UMC staff team works together as colleagues in ministry working for the good of the
kingdom, each with responsibilities for particular areas of work:
Full time (FT) and part time (PT) positions are noted.
Pastoral Staff
The pastors of the church are appointed by the Bishop according to the guidelines of the United
Methodist Book of Discipline.
Age-Level Ministries Staff
Director of Program and Adult Ministries (FT)
Director of Children’s Ministries (PT)
Children’s Ministries Assistant (PT)
Nursery Coordinator (PT)
Nursery Assistants (PT)
Director of Student Ministries (FT)
Director of Senior Adult Ministries (PT)
Music Ministries Staff
Minister of Music and Organist (FT)
Music Associate (PT)
Organist (PT)
Rehearsal Accompanist (PT)
Contemporary Worship Leader (PT)
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Administration and Support Staff
Church Administrator (FT)
Membership and Financial Giving Coordinator (PT)
Financial Manager (PT)
Project Coordinator/Facilities Manager (PT)
Custodian (FT)
A/V Support (PT)
Preschool Staff
The Preschool Staff Policies and Procedures for the teachers, assistants and administrators are
established by the Preschool School Board, which has an SPRC representative as a member. The
SPRC will have final approval for the staffing of the preschool Director.
Appropriate job descriptions are available for each of these positions upon request to the Chairperson of the
SPRC, whose name and contact information are available from the church office.

Beginning the Employment Relationship
The Staff-Parish Relations Committee (SPRC) hires new staff, in consultation with the pastors and relevant
ministry area leaders. Church Council is notified of all changes in employment; Church Council approves
any new staff positions. Temporary contractors may be engaged with the approval of supervisors and/or
pastors.
The hiring procedure for SPRC is:
1. SPRC receives input from ministry area leaders or the pastors about the need for the position in
question and creates/updates the job description as needed. (New positions will be presented to
Church Council for approval.)
2. SPRC researches relevant sources and consults with the Finance Committee as needed to
identify a competitive salary offer. (Changes to the church budget must be approved by Church
Council.)
3. SPRC advertises the position and requests resumes from interested individuals.
4. The SPRC (or a specialized task force designated by SPRC) reviews resumes and conducts
interviews as appropriate in order to make a recommendation.
5. Once the full SPRC comes to a consensus to approve the recommendation of the successful
applicant, the SPRC contacts him or her and offers the position. When the applicant and SPRC
have agreed on hours, responsibilities, salaries and benefits, the Chair of SPRC (or his/her
designee) will issue a letter to the new staff member detailing the agreed-upon terms and other
applicants will be notified that the position has been filled. This letter will also be copied to the
Financial Manager.
6. SPRC will notify Church Council of the new staff member and take appropriate steps to notify
the congregation.
7. The new staff member will meet with the Financial Manager to go over pay policies, tax
documents, timesheets (if applicable), security access to the building, benefits available,
background check requirements and procedures and other relevant matters to the new
employment relationship, including receiving a copy of their job description.
The SPRC will ensure equal opportunity to all applicants for employment. Opportunities exist without
regard to race, color, national origin, gender, physical disabilities, age, marital status, family responsibilities
or political affiliation. The SPRC does expect that staff members will be active in their faith lives. The
committee works to ensure an environment free from discrimination and harassment.
Compensation and Benefits
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1. Pay Periods. Each month is divided into two pay periods at SAMPLE UMC. The first pay period
covers the 1st through the 15th of the month, and the second covers the 16th through the last day of
the month. Paydays for staff will normally be on the last day of each pay period (the 15th and the
last days of each month). When a payday falls on a non-work day, staff will receive their pay on the
last workday preceding the non-work day.
2. Health Insurance. SAMPLE UMC provides individual health insurance through the Virginia
Conference of the UMC to all full time staff members. Information about health plans is available
through the Conference Office, at www.vaumc.org. Staff members who wish to enroll in a different
level of coverage are responsible for any difference in premium. Staff members who wish to obtain
health insurance under a different plan or a family member’s plan are welcome to do so and should
notify the Financial Manager of their intended enrollment status.
3. Retirement and Pension. Clergy retirement funds are calculated through the Virginia Conference.
Lay retirement plans are available for full-time staff members after six months.
4. Travel and Mileage Expenses. Clergy staff have accountable reimbursement funds to cover travel
and mileage expenses (as well as other work-related expenses), and those funds have IRS guidelines
for calculating amounts and keeping records. Lay staff may submit receipts or a mileage log for
travel and mileage expenses incurred while performing job responsibilities. Mileage will be
reimbursed at the current IRS rate and paid out of the appropriate budget line.
5. Continuing Education. SPRC budgets funds for continuing education for a number of staff
positions where continuing education is especially relevant. Staff members are expected to put
these funds to good use each year to enhance their ministry work at SAMPLE UMC. In
consultation with their supervisor, each staff member with a continuing education budget line
should determine classes, workshops and/or events that will enhance skills, build connections and
inspire them in their ministry area. Discussion of continuing education events and the fruit that
results from them will be expected in annual evaluation conversations.
6. Salary levels. The Virginia Conference sets a minimum salary for appointed pastors. SPRC
establishes salaries as described in “Beginning the Employment Relationship” above. Staff salaries
for both lay and clergy staff positions are reviewed annually and may be adjusted by SPRC based on
merit, job changes and/or available funds. Salary ranges may be established for various positions.
Appointed clergy salaries must be published and voted on at Charge Conference.
Expectations of Staff Members
1. Work Commitment Expectations. Full time, salaried staff are expected to work at least 37.5 hours
per week, and special events or seasons will require additional hours. Part time hourly and salaried
staff members’ work expectations are detailed in their job descriptions, and they are expected to
work within their hourly limitations.
2. Compensatory Time. In recognition of the fact that some events or seasons may require an
extraordinary effort, comp time may be granted by a staff member’s supervisor in consultation with
the pastors.
3. Days Off. Clergy and lay staff who are required to work on Sundays should choose a weekday as
their regular day of rest and Sabbath renewal. This scheduled day should be approved by the staff
member’s supervisor and communicated to the church office.
4. Church Hours. The Church Office is open 8:30-4, Monday-Thursday, 8:30-12, Friday. The
Church Building is open 6:00am-11:00pm every day of the week to those with security access—
access during other hours may be requested through the Church Administrator and/or supervisor. A
supervisor should approve the work schedule for each staff member. Some aspects of ministry
happen in varied places and on unusual schedules; each staff member’s supervisor and the church
office should be aware of staff work schedules and locations, if outside the church.
5. Collegiality. Staff members are expected to work with each other as a team in ministry together and
to address challenges in a constructive manner. Conflicts should be first addressed with the party in
question, then brought to a supervisor/pastor, and then ultimately brought to SPRC if they cannot be
resolved.
6. Character. Staff members are expected to be active in their faith life and live out practices of
honesty, respect, personal integrity, forgiveness and dedication to their work. While employed at
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SAMPLE UMC, staff members are expected to demonstrate the five practices that are at the core of
our church vision statement—radical hospitality, passionate worship, intentional faith development,
risk-taking mission and service, and extravagant generosity.
Those staff members who will work with or in the vicinity of children, youth or vulnerable adults must
have a background check on file with the church. Please see SAMPLE UMC’s Child, Youth and
Vulnerable Adult Protection Policy for details.
7. Clergy Expectations. Clergy staff are evaluated and held accountable by the District Superintendent
to the Expectations of Pastoral Leadership, available at:
http://www.vaumc.org/ncfilerepository/BOM/SPRC/ExpectationsOfPastoralLeadershipFall2010WebRead.pdf
Staff Evaluations
Each staff member will be given a copy of their job description when they begin the employment
relationship. Their supervisor will go over job expectations and requirements with them and set goals with
them for the coming year. Progress and performance toward these expectations, requirements and goals will
be reviewed with the supervisor on a quarterly basis. In the first quarter of employment, the review is a
particular opportunity for both the staff member and the church to determine whether this employment
relationship is a fruitful one for all parties and whether it should continue. In every quarterly review,
highlights and challenges will be discussed and any deficiencies will be noted, along with plans and, if
applicable, timelines for any necessary improvements. Major developments that come from the quarterly
reviews will be shared with SPRC.
Annually, staff members will receive written feedback on their job performance for the year from
their supervisor and a representative of the SPRC.
A staff member may request an opportunity to meet with the entire SPRC or with the Chairperson to
discuss concerns they may have within their employment at SAMPLE UMC. The SPRC Chairperson’s
name is published on the Lay Leadership list each year, and his or her contact information is available in the
church directory.
Vacations and Holidays
Clergy staff vacation policies are set by the Virginia Conference. In setting vacation schedules, every effort
will be made to have one member of the clergy staff accessible at all times.
All lay staff members who work in excess of 8 hours per week will be eligible for paid vacation. Vacation
time will be paid proportionately based on a staff member’s normal work week. (e.g., a staff member who
works 20 hours per week and has worked at SAMPLE UMC one year would have 40 hours of vacation time
(two of their work weeks) available as paid vacation over the course of the year. A staff member who works
10 hours per week and has worked at SAMPLE UMC one year would have 20 hours of vacation time paid
over the year.) Vacation may be taken on an hourly basis for those who work on an hourly basis.
0-2 Years of Service
3-4 Years of Service
5+ Years of Service

10 workdays (2 workweeks)
15 workdays (3 workweeks)
20 workdays (4 workweeks)

Vacation days do not roll over from year to year and are calculated on a calendar year basis.
All vacation time for clergy or lay staff members must be scheduled with a staff member’s supervisor in
advance and submitted on a Vacation/Leave Form to the supervisor, who will submit it to the Financial
Manager. Attention should be paid to the number of Sundays included in the vacation request as well as
relevant special events in the life of the church (VBS, Holy Week, Confirmation, etc.). If a scheduled
holiday, noted below, occurs during a scheduled vacation, it will not be counted as a vacation day.
Scheduled Holidays
New Year’s Day
President’s Day
Memorial Day

Martin Luther King, Jr. Day
Easter Monday
Independence Day
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Labor Day
Columbus Day
Veterans’ Day
Thanksgiving Day & the day after Thanksgiving
Christmas Day and the day after Christmas (except when Christmas falls on a Sunday, when the holiday will
begin the Monday following)
Hourly staff members will not work on scheduled holidays and will not be compensated for hours lost due
to the holiday unless prior approval is granted by their supervisor or their work may be arranged to be done
on non-holiday days.

Sick Leave
Paid sick leave is available for all staff members who work in excess of 8 hours per week. Sick leave may
be used for personal illness or illness of family members, including medical/dental appointments.
Notification of absence from work must be communicated immediately to a staff member’s supervisor.
Notification of the use of paid sick leave must be communicated as soon as possible upon return to work by
submitting the Vacation/Leave Form to the supervisor, who will submit it to the Financial Manager.
SAMPLE UMC urges ill staff members to stay at home to care for their own health and to protect fellow
staff and congregants from infection.
Full time staff will have a total of 96 hours/12 workdays of sick leave per year. SPRC may grant
paid sick leave in excess of twelve days per year, as well as unpaid sick leave, on a case by case basis.
Part time staff will have sick leave pro-rated to their work week:
4 hours, multiplied by (# of hours per pay period) divided by 80, times the pay periods in the year
(24) yields the sick leave available for each part time position.
Sample sick leave table:
30 hour work week – 72 hours/year
20 hour work week – 48 hours/year
17 hour work week – 41 hours/year
15 hour work week – 36 hours/year
10 hour work week – 24 hours/year
SPRC may grant paid sick leave in excess of these guidelines, as well as unpaid sick leave, on a case-bycase basis. Sick leave does not roll over from year to year and is calculated on a calendar year basis for both
full time and part time staff.
There will be no compensation for unused sick leave when ending the employment relationship.
Family Medical Leave will be granted to staff members with a minimum of one year’s service. Staff
members may take up to twelve weeks of unpaid leave for the purposes of caring for a parent, child or
spouse with a serious health condition, or for the staff member’s own serious health condition. A serious
health condition includes illness, injury, impairment or a physical or mental condition involving incapacity
or treatment by a health care provider. Employee pension and health care benefits will be continued during
the leave period.
Other Leave
1. Parental Leave. Maternity, Paternity and Adoption Leave are available for eight workweeks of paid
leave and an additional four workweeks of unpaid leave for all staff members who work in excess of
8 hours per week. Health and pension benefits will continue during all weeks of parental leave.
Requests for parental leave should be made as soon as possible. Requests for additional leave or
additional coverage of benefits may be granted on a case-by-case basis.
2. Disasters and Inclement Weather. Staff members will still be paid when the Pastor(s) close the
church for the sake of safety.
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3. Civic Duties. Staff members may be granted time off to vote or perform other civic responsibilities
such as jury duty, National Guard service or Reserve Duty. An employee summoned for temporary
active duty or training in the US Armed Forces will be granted paid military leave, calculated by
taking the employee’s salary minus any sums paid by the government. Military leave will not count
against any other type of leave.
4. Professional Development. Clergy staff have two workweeks’ continuing education leave
according to Virginia Conference policy. Lay staff with continuing education budget lines have one
workweek’s continuing education leave, as approved and scheduled with their supervisor.
Staff may also be granted paid professional leave for connectional church conferences and duties.
The Lead Pastor will approve these days.
5. Bereavement. All staff members may be granted five days of paid bereavement leave necessitated
by the death of loved one, as approved by the supervisor. Bereavement leaves in excess of five days
may be granted by the SPRC.
6. Other Leave. Other requests for paid or unpaid leave must be submitted to the Lead Pastor and the
SPRC, including sabbaticals and extended personal leaves of absence.

Ending the Employment Relationship
1. Resignation. SAMPLE UMC hopes that a staff member who wishes to resign would give one
month’s written notice of their intention and participate in an exit interview with their supervisor
and a representative from SPRC.
2. Layoffs. For financial, ministry or missional reasons, a staff member’s employment relationship
with SAMPLE UMC may need to be ended involuntarily. In such cases, every effort will be made
to give sufficient notice and support to the staff member.
3. Termination. The employment relationship with staff members whose work is unsatisfactory will
be terminated. An action plan to address deficiencies may be implemented with specific goals and a
specific timeline for improvement, but the employment relationship may also be terminated
immediately when necessary. When the supervisor and/or pastor(s), in consultation with the SPRC,
determines that the employment relationship is no longer sufficiently fruitful and does not have a
reasonable expectation of becoming so, the staff member will be notified orally and in writing of
their employment termination by their supervisor and the SPRC.
4. Neither unused vacation nor unused sick leave time will be compensated upon resignation, layoff or
termination.
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ANNUAL REVIEW OF THE CHURCH-OWNED PARSONAGE
(Following the Minimum Standards for the Parsonage)
DATE: ___________________________
The undersigned have reviewed the parsonage of the _______________________________
______________________________________________________________________________
pastoral charge at (address) _______________________________________________________
and report as follows:

A. INSURANCE
1.

Amount of insurance carried by church/charge on church-owned house: $______________

2.

Amount of insurance carried by church/charge on church-owned contents: $____________

3.

Name of Insurance Company: _________________________________________________
Agent/Telephone Number: ___________________________________________________

4.

Is insurance coverage adequate on house and church/charge-owned contents? ___________
Date last reviewed ____________________.

5.

If answer to Question 4 is No, what steps are proposed to remedy the situation?
__________________________________________________________________________
__________________________________________________________________________

6.

Amount of insurance carried by pastor on contents of parsonage owned by parsonage family:
$____________.

7.

Name of Insurance Company __________________________________________________
Agent/Telephone Number: ___________________________________________________

8.

Is insurance coverage adequate on contents of parsonage owned by parsonage family? ____
Date last reviewed: ____________________.

B. INVENTORY OF FURNISHINGS
Is a current complete inventory of all furnishings and equipment maintained—one copy with the
Pastor-Parish Relations Committee and/or the Trustees, and a second copy with the parsonage
family? Yes __ No __. If No, by what date will this be accomplished? _______________ (The
parsonage family’s copy is to be kept in the “Parsonage Records and Information Notebook”.)
C. PARSONAGE ROOMS
1.

Bedrooms. Are there at least three bedrooms with adequate closet space in each? Yes __ No__ Are
the bedrooms at least 144 square feet each, with one not less than 168 square feet? Yes__ No__ If
No, please describe: ______________________________________
__________________________________________________________________________
Are all bedrooms over three adequately furnished and maintained? Yes __ No__. Total number of
bedrooms: _____. Current condition of bedroom furnishings: ______________
__________________________________________________________________________

2.

Foyer. Is there an adequately furnished and maintained foyer? Yes__ No__. Current
condition of foyer furnishings: ________________________________________________
__________________________________________________________________________

3.

Living Room. Is there an adequately furnished and maintained living room measuring at least 280
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square feet (or living-dining room combination measuring at least 330 square feet)? Yes__ No__. If
No, please describe: _____________________________________
__________________________________________________________________________
Current condition of living room furnishings: ____________________________________
__________________________________________________________________________
4.

Dining Room. Is there an adequately furnished and maintained dining room? Yes__ No__. If No,
please describe: _______________________________________________________
__________________________________________________________________________
Current condition of dining room furnishings: ___________________________________
__________________________________________________________________________

5.

Family Room/Den. Is there a family room/den? Yes__ No__.

6.

Utility Room. Is there a utility room? Yes__ No__.

7.

Garage. Is there a garage? Yes__ No__.

8.

Bathrooms. Are there at least 1 1/2 baths? Yes__ No__.

9.

Storage. Is there ample dry storage space large enough for major pieces of furniture and large packing
boxes? Yes__ No__.

10. Accessibility for Handicapped. Is there, on the ground floor level, one room that could be used as a
bedroom by a person with a handicapping condition? Yes__ No__. A fully accessible bathroom?
Yes__ No__. Fully accessible laundry facilities? Yes__ No__.

If No is answered to any of questions C.1-10, what is being done to bring these items up to
Minimum Standards for the Parsonage, and by what date can this be accomplished?
______________________________________________________________________________
______________________________________________________________________________
11. Pastor’s Office. It is recommended that the Pastor’s Office be in the/a local church, not in the
Parsonage. Is the pastor’s office in the parsonage? Yes__ No__. If out of necessity the Office is in the
Parsonage, then it is to be on the first floor. Is it on the first floor? Yes__ No__ HOUSING
NECESSITIES
1.

Is there a central HVAC system? Yes__ No__. If No, please describe:
__________________________________________________________________________

2.

Is there complete insulation and weather stripping? Yes__ No__. Storm windows? Yes__ No__.
Insulation in ceiling, sidewall, and floor? Yes__ No__. Carpeting? Yes__ No__.

3.

Is annual servicing of all heating and air-conditioning equipment provided? Yes__ No__. Date of last
inspection _______________. Name and telephone number of service company:
__________________________________________________________________________

4.

Are there dead-bolt locks on all exterior doors? Yes__ No__.

5.

Are smoke detectors, carbon-monoxide detectors and fire extinguishers installed and in working order?
Yes__ No__. Provide dates of last inspection for each:
________________________________________

6.

Is the parsonage free of health hazards, including:
a. Lead paint? Yes__ No__. Last inspection/comment: __________________________
b. Asbestos? Yes__ No__. Last inspection/comment: ____________________________
c. Mildew? Yes__ No__. Last inspection/comment: _____________________________
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d.

Radon? Yes__ No__. Last inspection/comment: ______________________________

7.

Is there an annual termite inspection and exterminator/pest control service? Yes__ No__. Date of last
inspection___________ (month, year). Name and telephone number of service company:
_________________________________________________________________

8.

Are all major appliances supplied and maintained? Yes__ No__ Comment:

9.

Is the kitchen adequately equipped? Yes__ No__ Comment:

If No is answered to any of questions D.1-9, what is being done to bring these items up to Minimum
Standards for the Parsonage, and by what date can this be accomplished?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

D. WATER AND SEWER FACILITIES
1.

How is the water supplied? By city? Yes__ No__. By a well? Yes__ No__. If well, when was the
water last tested? __________ (year). If over 2 years, when will the well be tested? ______________.
Did the well pass most recent test? Yes__ No__. If No, by what date will this be remedied?
__________________ (month, year). Attach a copy of the test results with this review. Copy
attached? Yes__ No__.

2.

Is parsonage on city sewer? Yes__ No__. Septic tank? Yes__ No__. If septic tank, was tank
cleaned in the last 5 years? Yes__ No__. If No, when will this be accomplished?
___________________________________________________________

E. EXTERIOR
1.

Are trees and shrubbery provided where needed? Yes__ No__.

2.

Are trees and shrubbery properly pruned so as to not threaten the safety of the home? Yes__ No__.

3.

Is landscaping and normal fertilization provided? Yes__ No__.

4.

Is a lawn mower, adequate for the size of the lawn, provided? Yes__ No__.

If no is answered to any of questions F.1-4, what is being done to bring these items up to Minimum
Standards for the Parsonage, and by what date can this be accomplished?
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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F. MAINTENANCE
1.

Amount budgeted for ______ (year) church year: $________. Amount spent in that year: $_______.
Amount held in reserves from prior years: $ _______.

2.

We find the maintenance of the parsonage to be adequate, except as noted below:
a.

Things which the church should do: ________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

b.

Things which the pastor should do: ________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

G. KEY DOCUMENTS
Location of user manuals and warranty documents for all church-owned appliances and equipment:
______________________________________________________________________________

________________________________________________________________________
H. ADDITIONAL RECOMMENDATIONS OR COMMENTS:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
SIGNATURES:

____________________________________
Chairperson, Pastor-Parish Relations Committee
____________________________________
Chairperson, Trustees
____________________________________
Pastor
Date ________________________________

Reviewed and Revised by Cabinet 03/2018
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VIRGINIA CONFERENCE PARSONAGE INVENTORY
DATE:

___________________________

A. GENERAL
Charge: _______________________________________________________________________
Directions for finding the Parsonage: _______________________________________________
______________________________________________________________________________
______________________________________________________________________________
Mailing Address of Parsonage: ____________________________________________________
______________________________________________________________________________
Parsonage Telephone Number: _____________ Church Telephone Number(s) _____________
______________________________________________________________________________
Is there a separate phone in parsonage for church use: Yes __ No __; Number ______________

B. ROOMS IN PARSONAGE
Name of Room
(As Applicable)
Foyer, Entry Hall
Living Room
Sitting Room
Den
Recreation, Family Room
Recreation, Family Room
Pastor’s Study
Office
Dining Room
Breakfast Room
Kitchen
Bedroom #1
Bedroom #2
Bedroom #3
Additional Bedroom
Additional Bedroom
Bathroom #1
Bathroom #2
Additional Bathroom
Porch
Hallway #1
Hallway #2
Laundry Room
Garage (G)
Shop
Carport

Dimensions
(feet)
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x

What Floor
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3
B 1 2 3

Number of
Closets

Comment (e.g., Not Heated)
(List Furnishings in Section G)

If in Parsonage
If in Parsonage

Tub __; Shower __; Number Sinks __
Tub __; Shower __; Number Sinks __
Tub __; Shower __; Number Sinks __
Screened? __; Encl. w/ Windows? __

Attached? __; Detached? __
B 1 2 3 G
B
B
B
B

1
1
1
1

2
2
2
2

3
3
3
3

G
G
G
G

C. DETAILS FOR UTILITIES
1.

Does Parsonage have central heating? Yes __ No __. If Yes, identify heating type(s):
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Gas __; Fuel Oil __; Electricity __; Coal __; Other __; (Specify: ____________________).
2.

Is Parsonage heated by individual room heaters? Yes __ No __. If Yes, provide numbers of each type:
Gas __; Electricity __; Coal __; Wood __; Kerosene __; Fireplace __; Other __ (Specify:
_________________________________________________________________).

3.

Does Electrical Cabinet use Fuses? __; Circuit Breakers? __; Fuse Size(s) ____________
___________(amps); Are fuses/circuit breakers individually labeled? ___; Location: _____
_______________________________________________________________________

4.

Water Shutoff Valve(s): Please provide location(s): _______________________________
_______________________________________________________________________

D. PARSONAGE FACILITIES AND APPLIANCES
1.

Air Conditioning. Central A/C? __; Room A/C? __ (Number of Units: __); None ____.

2.

Telephone. Local Service Provider ______________ Long Distance Provider __________.

3.

Electricity. Yes __; No __. Service Provider _______________; Wired for 220 volts? ___.

4.

Sewage Disposal. Municipal ___; Septic Tank and Field ___; Outhouse ____.

5.

Running Water. Municipal ___; Well ___; Other (Specify) ________________; None ___.

6.

Trash Collection. Municipal ___; Private ___; How Often _________________; None ___.

7.

Type of Cooking Stove. Electric ___; Gas ___; Other (Specify Type) _________________.

8.

Other Appliances and Equipment Provided. Refrigerator ___; Vacuum Cleaner ___; Garbage
Disposal Unit ___; Freezer (Separate from Refrigerator) ___; Dishwasher ___; Hand Lawn
Mower ___; Power Lawn Mower ___; Storm Windows; Other (Specify) _____
_________________________________________________________________________.
9. Yard. Partially Fenced Yard __; Fully Enclosed and Fenced Yard ___; Space for Flower Garden
___; Space for Vegetable Garden ___; Shed for Lawn and Gardening Tools ___; Other (Specify)
_____________________________________________________________
_________________________________________________________________________.
10. Other (Specify) _____________________________________________________________
__________________________________________________________________________
_________________________________________________________________________.
E. STORAGE AREAS (Check and Describe As Applicable)
1.

Attic. Attic Reached by Fixed Stairs ___; Attic Reach by Pull-Down Stairs ___; Attic Reached by
Ladder ___.

2.

Other Storage. Dry Basement Storage ___; Other Storage Space (Specify) ______________
_________________________________________________________________________.

3.

Furniture Storage. Is any of the above storage space so arranged as to admit storage of large pieces of
furniture? __________________________________________________________

F.

SCHOOLS

1.

Name of County or City in whose school area Parsonage is Located: __________________.

2.

Distance (miles) to: Public Elementary School ___; Public Middle (or Intermediate) School ___; High
School ___; Other (Describe) _________________________________________.
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3.

Are buses provided to: Elementary School ___; Middle (or Intermediate) School ___; High School
___; Other (Describe) _________________________________________________.

G. PUBLIC TRANSPORTATION
1.

Distance (miles) from Parsonage to nearest publication transportation: _________________.

2.

Distance (miles) to nearest full-service shopping area: ______________________________.

3.

Is there a grocery store within walking distance? ___. How far? _____________________.

4.

How far is Parsonage from the Church (if a circuit, give distance to nearest church in circuit)?
________________________________________________________________.

5.

Distance (miles) from Parsonage to nearest Hospital: ______________________________.

6.

Distance (miles) from Parsonage to the Rescue Squad: _____________________________.

7.

How far is the nearest neighbor? ______________________________________________.

H. INVENTORY OF FURNISHINGS AND EQUIPMENT (Add Additional Sheets As
Necessary)
[List furniture, lamps, mirrors, rugs, carpets, drapes, custom pads or table linens for dining room,
etc.]
Room
Living Room

Items in Room

Purchase Date/Cost

Dining Room

Kitchen

Bedroom #1

Bedroom #2

Bedroom #3
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Room
Extra Bedroom

Items in Room

Purchase Date/Cost

Other

SIGNATURES:

______________________________________________
Chairperson, Pastor-Parish Relations Committee
______________________________________________
Chairperson, Trustees
______________________________________________
Pastor

Date __________________________________________
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The Virginia Annual Conference
Clergy Housing Guidelines









Each full-time clergy appointment will provide housing that meets or exceeds The Virginia Annual
Conference minimum parsonage standards and heat by either providing a parsonage or an adequate
housing allowance.
In some circumstances, the district superintendent may work with the church and pastor to arrange
for the church to rent a parsonage for the pastor, in lieu of a housing allowance; or, to provide a loan
for security deposit so that the pastor can use a housing allowance to enter into a rental agreement.
Every pastor on a charge will be expected to receive the same housing allowance.
It is recommended that if a church has a parsonage that is rented, the rental funds should be placed in
a designated parsonage/housing account. Churches are responsible for compliance with any tax laws
applicable to income generated from rental, and for taxes related to the change in property use. (The
general rule is that rental income is tax-exempt unless the property being rented is encumbered by a
loan.)
If a parsonage is to be rented, ¶2540 of the 2012 Book of Discipline shall be followed for approval.
If housing is offered and the pastor chooses NOT to live in the church provided housing, the church
is not obligated to pay housing allowance or heat.
Housing arrangements for clergy couples are made in consultation with the district superintendent.
o If a parsonage is not being used, the rental income, if any, should be placed in a designated
account for housing needs by the church with the rented parsonage.
o If both appointments offer a housing allowance in lieu of a parsonage, each appointment will
be responsible for one-half of the total housing allowance.
o The church whose parsonage is not being used is responsible for heat of the pastor’s
parsonage.
Adopted by the Cabinet 4/2011
Revised
1/2016
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New Tax Law Not “Moving-Friendly”
March 17, 2018
By Ken Sloane
The end result of this [suspension of Sections 217 and 132(g)] is that (1) moving expenses incurred
during that time period will not be a deductible expense (except for certain members of the Armed
Forces) and (2) any reimbursement by, or payment of, these expenses by an employer during the
same time period will need to be reported as taxable income to the employee...--GCFA Legal Team
We are entering the season when many churches are preparing to
receive newly-appointed pastors, and those pastors are contemplating
one of the least popular parts of our itinerant system: packing up and
moving.
The recent (end of 2017) changes to federal tax laws have not helped
with the pain of moving and in fact have added a bit more of a bite.
Those clergy who are moving in 2018 will have church-paid moving
costs reported as income on their W-2 form for 2018 taxes. Here is the
statement provided by the legal team at the General Council on
Finance & Administration:
Recent Housing Allowance Update from GCFA Legal Services Dept. -Tax Cuts and Jobs Act Update
The Tax Cuts and Jobs Act (the “Act”) made numerous changes to the taxation of both individuals and
organizations. Several of the changes relate to deductions available to individuals. One such change that
has possibly received less attention involves moving expenses.
As outlined extensively in the IRS’s Publication 521, the “deduction of certain moving expenses to a new
home because [the taxpayer] started or changed job locations” has been an available deduction, and it is
created by Section 217 of the Tax Code. In addition to the available deduction, another section of the Code
– Section 132(g) – provides that the reimbursement of qualified moving expenses by an employer will not be
treated as a taxable fringe benefit. In other words, if the employee would be able to take the moving expense
as a deduction, the employer could pay for those expenses on a tax-free basis.
Unfortunately for those who will incur moving expenses that would meet the deductibility standards outlined
in Publication 521, the Act has suspended the application of Sections 217 and 132(g) from January 1, 2018
through December 31, 2025. The end result of this suspension is that (1) moving expenses incurred during
that time period will not be a deductible expense (except for certain members of the Armed Forces) and (2)
any reimbursement by, or payment of, these expenses by an employer during the same time period will need
to be reported as taxable income to the employee (again, except for certain members of the Armed Forces).
Thus, for example, if a local church covers some or all of the moving expenses of an employee, such as its
pastor, the church will need to report that amount on Form W-2 as taxable income to the employee. And, as
another example, if the payment of moving expenses is made by an annual conference on behalf of a pastor
serving a local church, the conference will likely need to issue that pastor a Form 1099-MISC reflecting the
amount paid (the instructions to Form 1099-MISC state Box 7 should include “taxable fringe benefits for
nonemployees,” which will presumably include moving expenses for the years during which Sections 217
and 132(g) are suspended).
–GCFA’s Legal Services Department, Rev. February 21, 2018
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Virginia Conference United Methodist Church

Charge Conference Clergy Compensation
Clergy: John

Doe

Conference Relation: Full-time Local Pastor

Charge:
District: Eastern Shore District

Date: January 1, 2019
Totals

1. Effective Date

01/01/2018

2. Reside in the Parsonage?

Yes

3. What percentage are you appointed?

100%

4. Annual Base Salary Paid by Church
(not including Accountable Reimbursement or Travel Allowance)

$33,000

5. Equitable Compensation or Other Salary Supplement (E.S. District Extension Ministry Appt.25%)
6. Other Cash Allowances
(other than Housing or Heat)
Enter Your Accountable Reimbursement Plan (7a.) OR (7b.)

$3,000

7a. Accountable Reimbursement Plan
7b. Travel Allowance
7. Accountable Reimbursement Plan or Travel Allowance
8. Appointment Workbook Compensation
(Automatically Calculated)

$36,000

9. Cash Housing Allowance (If parsonage not provided)

3,000

10. Housing / Parsonage Exclusion
15. Base Compensation for Pensions Payment
(Automatically Calculated)
16. Housing Addition for Pension
(Automatically Calculated)
17. Compensation used for Pension Contribution Billing
(Automatically Calculated)
Pensions Premium
18a. CRSP
(Automatically Calculated) (based on Annual Base Salary)

$4,950

18b. CPP
(Automatically Calculated)

$1,815

18. Pension Premium
(Automatically Calculated)

$6,765
Charge Conference Signatures

_________________________________________
Clergy Date

_________________________________________
SPR Chairperson Date

_________________________________________
Secretary of Charge Conference Date

_________________________________________
District Superintendent Date
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Accountable Reimbursement
For the Calendar Year:
Charge Conference:
Name of Clergy Person:
The Accomack Cooperative Parish Charge recognizes that certain expenses of ministry paid by
the pastor/staff person are part of the ordinary and necessary costs of ministry in this
church/charge.
Accordingly, we hereby establish an accountable reimbursement policy to defray them directly.
The reimbursement account should be an annual line item in the church budget. This is an amount
set aside from the pastor's compensation to provide a tax reduction for their business-related
expenses. The reimbursement account for (YEAR) shall be $________________ .
The following requirements for the policy are binding upon the church and upon its pastor/staff
person.
Accordingly, the church hereby establishes an accountable reimbursement policy, pursuant to IRS
regulations and upon the following terms and conditions:
1. The pastor/staff person shall be reimbursed from the reimbursement account for his/her
ordinary, necessary and reasonable business expenses incurred in the conduct of the ministry for,
and on behalf of, the church. The following expenses are budgeted in this accountable
reimbursement policy, as suggested for the work needs of the pastor/staff person.
2. The committee on SPR (PPR) chairperson, church payroll person or treasurer (as designated
by the church), must be given an adequate accounting of each expense, including, but not limited
to, a statement of expense, account book diary or other similar record showing the amount date,
place, business purpose and business relationship involved. Such documentation shall include
receipts for all items of $75 or more (a church may set a lesser amount). Appropriate documents,
cash receipts, canceled checks, credit card sales slips and contemporaneous records for those
non receipt expenses less than $75 must be attached to each expense report. A log of total miles
per day and enumeration of their general purpose shall suffice to substantiate automobile
mileage, but under no circumstances will commuting mileage between the pastor's home and
church office be reimbursed. Copies of the documentary evidence and expense report shall be
retained by both the pastor/staff person and the church. The committee on SPR chairperson (or
treasurer) shall be responsible for approving the expense. The committee on SPR chairperson (or
treasurer) shall exercise his/her discretion regarding the adequacy of the substantiation and the
appropriateness of any reimbursement. Questions arising in these areas will be resolved by the
SPR chairperson's or treasurer's decision, subject to the review and approval of the committee on
SPR or the Committee on Finance.
3. It is the intention of this policy that reimbursements will be paid after the expense has been
incurred by the pastor/staff person. However, should circumstances require payment of an
advance for any particular expense, the pastor/staff person must account for the expense and
return any excess reimbursement within 30 days of the issuance of the advance. Any excess
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advance must be returned to the church before any additional advances are provided to the
pastor/staff person.
4. Budgeted amounts not spent must not be paid as a salary bonus or other personal
compensation. If such payments are made, the entire amount of the accountable reimbursement
policy will be taxable income to the pastor/staff person. The Church will be required by law to
report that amount as part of the pastor/staff person's compensation. Disposition of any unspent
balances remains at the discretion of the committee on finance/the council/charge conference in
building the budget for the next church year.
5. It is understood by the various parties that all elements of this resolution must be carefully
followed to prevent the church from being required by regulation to list total payments for the
following items on MRS information reports (W 2/1099 MISC) as "includable compensation."
The primary responsibility of expense reporting is for the pastor/staff person to the committee on
SPR chairperson, church payroll person and/or treasurer.
Adopted on [Date] by the Church Council [or Charge Conference] of Accomack Cooperative
Parish Charge for the _______ calendar year.

(Signature)
Staff/Pastor Parish Relations Committee Chairperson

(Signature)
Church/Charge Treasurer

(Signature)
Charge Conference Secretary

(Signature)
Pastor
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