Check Lists (NSW/ACT) [Adapted from Assembly Checklist document]
(Please tick ( as each step is completed)

1. For the Employer (Relevant Regulations are noted in parentheses)

( Decide that a Ministry position is required and prepare a Position Description and documents explaining hours of work and remuneration (see HR section of the Pastor Handbook for required wording)

( Sent the Position Description & other relevant information to the Ministry of Pastor Consultant or HR (Synod) for checking and completing

( Sent the returned (from Consultant and HR) Position Description and any other relevant information (such as remuneration and work hours etc) to the Presbytery (2.14.3) (2.14.9)
( Received advice from the Presbytery on whether the position will be a Pastor appointment (2.14.5(b))
( Advertise the position making clear that the person will have to comply with the Pastor Regulations (see HR section of the Pastor handbook for required wording)

( Interview the applicants (2.14.7)
( Presbytery has assessed for Core Competencies or,
( If required, sought Presbytery permission to appoint prior to demonstration of Core Competencies (2.14.9(b))

( Arrange for the supply of relevant equipment and for salary to be paid, “working with children checks” if appropriate, establish a personnel file including a record of competencies demonstrated (Core and General), arrange an orientation to the position, etc
( Liaise with the Presbytery to conduct a Commissioning Service when all requirements have been met (2.14.11)
