Template welcome letter
Ordained assistant minister

[Letterhead of church]

24 April 2023
[name]

[address]
Dear [name]

Appointment as Assistant Minister of [parish name] 

We are pleased to welcome you to [parish name] (the Parish) as a member of our ministry team. 

[The terms of your appointment to the office of Assistant Minister are set out in the Archbishop’s licence issued to you. OR The terms of your appointment to the office of Assistant Minister will be set out in the Archbishop’s licence to be issued to you at the end of the licensing process.]  
This letter seeks to provide you with clarity regarding the specific responsibilities and benefits (including the stipend and allowances) attached to your position at the Parish. This letter is not a contract and is not intended to create any legal obligations.

Your appointment commences on [date].
Your entitlement to hold office is subject to the Assistant Ministers Ordinance 2017 and all other applicable ordinances and regulations in force from time to time in the Diocese of Sydney.

Duties and Performance of duties
The duties of your office are specified in the Ordinal. 
[Option 1: In practice, this currently means you will assist the Minister in the performance of his duties in the Parish in the following ways:
· [list main duties of the office and any restrictions on such duties]; and 

· [insert].
Option 2: In practice, this currently means you will assist the Minister in the performance of his duties in the Parish. [You will be provided with a document that sets out your current duties in due course. OR A list of your current duties is attached to this letter.]  
End options.]
The ministry needs of the Parish may change from time to time. In consultation with you, the Minister may revise your duties to meet these changing needs.

The nature of parish ministry means you will not have standard or set work hours during which you are required to undertake your duties. However, you will be expected to undertake and, at the request of the Minister, be available to undertake these duties across a working week of six days. On these days you will work such hours as are reasonable and necessary to ensure that your duties are properly undertaken. This may include taking part in ministry activities on certain evenings during the week and, on occasion, overnight.

In keeping with godly ministry practices you will be expected to take one day off each week. This day will be agreed by you and the Minister.

During the course of your ministry at with Parish, you may become aware of confidential information. You must keep this information confidential both during and after the time of your appointment, except insofar as such disclosure may be reasonably necessary for the proper performance of your duties.  

Stipend and allowances

Your stipend will be provided in accordance with the stipend and allowances applicable to the relevant level of Assistant Minister as recommended by the Standing Committee of the Diocese of Sydney in its annual Remuneration Guidelines.

In [year], you will receive:

· an annual stipend of $[amount];
· a travel allowance of $[amount] per annum (calculated as the fixed amount of $[amount] plus [amount] for the variable portion, based on an estimated [insert]km @ $[amount] per 1000km);
other allowances totalling $[amount] paid into a Minister’s Discretionary Benefits Account (which is exempt from Fringe Benefits); and [NB: Generally only applicable if the parish does not agree to pay for ministry related expenses such as electricity, gas, water, telephone (including mobile), hospitality, books and conference costs and professional development, computer (hardware, software & internet) and office furniture and equipment from general parish funds.]
· [insert].
Your stipend and allowances will be paid in equal monthly instalments into a bank account of your choice on or before the 15th day of each month. For the avoidance of doubt, the stipend is not a salary paid to compensate for services rendered but an amount paid to enable you to forego employment in order to engage in pastoral ministry. 
In addition, the wardens will make superannuation contributions on your behalf to Anglican National Super of an amount being not less than the contribution required to be paid for Assistant Ministers in the Diocese of Sydney. These amounts are not legally required, as you are not an employee for the purposes of applicable superannuation legislation.
You may choose to have the contributions made to another superannuation fund in accordance with Super Choice arrangements for clergy. You will also have the opportunity to make personal (after tax) contributions if you wish.

The Parish will also make provision for your long service leave, stipend continuance and sickness and accident plan through the Parish Cost Recoveries system administered by Sydney Diocesan Services.

Provision of residence

The position also allows you and your immediate family free use of a [parish OR rented] residence, being located at [location].  If for whatever reason this residence ceases to be available, the Parish will make alternative arrangements for your accommodation.

Leave

You are entitled to 4 weeks’ annual leave per year in accordance with the Annual Leave Ordinance 1983, as amended from time to time. You are also entitled to long service leave in accordance with the General Synod – Long Service Leave Canon 2010 Adopting Ordinance 2010. 

Professional Standards

The Anglican Church Diocese of Sydney is evangelical and Bible-based. It is expected that, both during and outside your work hours, you will conduct yourself in a manner that is, at all times, consistent with the teaching of the Bible, as understood and professed by the Diocese of Sydney, as well as the principles and values of the Diocese. This includes parish or diocesan policies concerning personal behaviour that may be in force from time to time, including Faithfulness in Service: A national code for personal behaviour and the practice of pastoral ministry by clergy and church workers. 

Termination

Your office may be terminated in accordance with the Assistant Ministers Ordinance 2017. 
Your office may also be suspended or terminated in cases of misconduct, in accordance with the Ministry Standards Ordinance 2017.

Documentation required

Given the duties attached to your office, you should provide to the wardens:
(a) a copy of your licence from the Archbishop to perform the duties of Assistant Minister (or submitted application)[. OR ; and
(b) a completed Tax File Number Declaration; and 

(c) your nominated bank account details for stipend payments.]
[Note: the wording set out in red may be deleted if the parish’s payroll system or onboarding solution will require the employee to provide these details electronically.]
We are delighted that God has sent you to us as a minister of his word and sacraments. We pray that your ministry among us will be a blessing to you and your family, as well as to the saints at [parish name] and the broader community.

Yours sincerely

.....................................................
.....................................................

The Rev [name]
Minister

.....................................................

.....................................................
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