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UNITING CHURCH IN AUSTRALIA SYNOD OF NSW AND THE ACT

	ANNEXURE 25 – EXAMPLE OF INVITATION LETTER FOR PASTORS AND LAY MINISTRY LEADERS



1. To be written by the recruiting manager and placed on the employer’s letterhead.  

2. Where an employee is also being invited to accept an appointment to the specified lay ministry of Pastor this letter must be attached to the employee’s letter of offer.  See annexure[s] 17 and 19 as applicable.
3. Where an employee is employed in approved placement either as a Pastor or Lay Ministry Leader, this letter must identify which appointment they are receiving and must be attached to the employee’s letter of offer. See annexure[s] 17 and 19 as applicable.

4. Fields in italics require the writer to insert the relevant information.
[insert date]
[insert name of applicant]
[insert applicant’s address]
Dear [insert name of applicant]
The members of [insert name of organisation and governing body i.e. Council, Board, Management Committee as applicable] wishes to extend to you an invitation to [insert “be appointed to the lay specified ministry of Pastor” or “become a Lay Ministry Leader” as applicable] with [insert name of organisation] of the Uniting Church in Australia Synod of NSW and the ACT.

This invitation was supported by a meeting of the members of [insert name of organisation and governing body i.e. Council, Board, Management Committee as applicable].  The invitation has been approved by the [insert title] Presbytery and where applicable noted by Synod of NSW and the ACT’s Placement Committee.

[insert Christian name of applicant], the conditions of employment being offered by the members of [insert name of organisation and governing body i.e. Council, Board, Management Committee as applicable] in the role of [insert actual position title] are also attached.  
[insert for employees being appointed to the lay specified ministry of Pastor “This offer of employment is conditional upon you being able to satisfactorily demonstrate the core competencies determined by the Ministerial Education Commission as essential for all persons that exercise the lay specified ministry of Pastor.”]  

You accept and agree that in accepting our invitation to [insert “be appointed to the lay specified ministry of Pastor” or “become a Lay Ministry Leader” as applicable], this appointment only has application while you remain employed in the role of [insert actual position title] with [insert name of organisation]. 

You further accept and agree that you are required at all times to abide by the:

· conditions contained within this invitation letter and in the attached letter of offer;
· Polity and Ethos of the Uniting Church in Australia as set out in the Basis of Union
· Discipline processes as set out in the Constitution and Regulation of the Uniting Church as it relates to ministerial practice;
· Code of Ethics and Ministry Practice adopted by the National Assembly as it relates to ministerial practice;
· [insert for appointments to the lay specified ministry of Pastor only “Requirements of the Uniting Church Regulations in relation to the lay specified ministry of Pastor”];
· the policies and procedures of the employer; and 
· Uniting Church in Australia Synod of NSW and the ACT Employment Manual as published and amended from time to time.  
Copies of these documents are available on the National Assembly website and in the case of the Employment Manual it is available on www.unitingresources.org.au/hrs.
I am pleased that this invitation can be extended to you and I trust that this is one that will bring rich blessing on your ministry.  
Please confirm your formal acceptance of our invitation to [insert “be appointed to the lay specified ministry of Pastor” or “become a Lay Ministry Leader” as applicable] and your offer of employment in the role of [insert actual position title] with [insert name of organisation under the conditions detailed herein by signing the attached photocopy of this letter and the letter of offer in the places indicated, initialling every page and returning it to the undersigned before [insert commencement date].

I await your reply, meanwhile praying that God will guide you in this step.

Best wishes

[insert name]

[insert title]

[insert organisation]

I accept your invitation to [insert “be appointed to the lay specified ministry of Pastor” or “become a Lay Ministry Leader” as applicable] and your offer of employment in the role of [insert actual position title] with [insert name of organisation on the conditions stated and confirm the commencement date of [insert commencement date].
Signed:______________________________  
Date:_____________________
[insert name of applicant]
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