Template welcome letter
Unpaid student minister (volunteer)
[Letterhead of church]

24 April 2023
[name] 

[address]

Dear [name] 
Confirmation of volunteer position as student minister at [parish name]
We are pleased to confirm your volunteer position as student minister at [parish name]. 

This letter is not legally binding but sets out our mutual understanding about how your volunteer work will be conducted.  

The volunteer position is a part-time position of [1.5 days per week]. It will start on [start date] and end on [end date]. It is expected that your work will continue for a period of [2 years], although it may be ended earlier by either you or us at any time and for any reason should circumstances change.  
As a volunteer, you will not be paid although we will reimburse you for any reasonable out of pocket expenses that you incur.
You will be responsible to the Minister (or a person nominated by the Minister) for day to day matters. In relation to all administrative matters you will be responsible to the wardens. The position is otherwise subject to all applicable ordinances and rules in force from time to time in the Diocese of Sydney.

Responsibilities of volunteer student minister
Your responsibilities in the position may be reviewed from time to time by the Minister (or his nominee) in response to the changing needs of the parish and your training needs. 
However currently the main responsibilities of the position are:
· [list the main responsibilities of the position and any restrictions on such duties]; and 

· [insert].

To ensure that smooth running of the parish, you should undertake and, at the request of the Minister (or his nominee), be available to undertake these duties on Sundays and one other evening or such other days as agreed from time to time.
Please note that our places of work are non smoking areas. Alcohol is not permitted on the church site except for the purposes of Holy Communion or where otherwise permitted by the Parish Council from time to time. 

Although the position is voluntary, it is a condition of your working at the parish that you comply with all the policies and procedures of or applicable to the parish as varied from time to time. 
As part of your volunteering, you may become aware of confidential information. You must keep this information confidential both during and after your work ends, except insofar as such disclosure may be reasonably necessary for the proper performance of your work.
Please let the Minister know if you are undertaking other employment to ensure that we have taken your workload into account for the purposes of your student ministry experience with us.

Training
The position is a ministry training position, with the majority of training being conducted via ‘hands on’ actual ministry experience. The content of the training will be determined in consultation between the Minister (or his nominee) and you.

Professional standards

The Anglican Diocese of Sydney is evangelical and Bible-based.  It is expected that, both during and outside times when you are undertaking responsibilities as a student minister, 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 behavior that may be in force from time to time, including Faithfulness in Service: A national code for personal behavior and the practice of pastoral ministry by clergy and church workers (see attachments).
Special requirements for volunteer ministry work 

The nature of your volunteer work as a student minister means that you must:
(a) obtain an authority under the Authorisation of Lay Ministry Ordinance 2015 from the Archbishop for you to exercise the office of lay minister in the Diocese of Sydney; and
(b) have a current Working with Children Check (WWCC) clearance which we have successfully verified; and 
(c) have satisfactorily completed the Diocese’s safe ministry assessment and training requirements.

You must provide us with a copy of your submitted applications for an authority and WWCC clearance, as well as a copy of the authority, clearance and safe ministry certifications when you receive them.

It is an ongoing condition of your employment that you have a current authority, WWCC clearance and safe ministry certifications at all times during your employment. We may take action to terminate your employment, including summarily, if you do not fulfil these requirements at all times during your employment.
Cessation of work 

It is expected that your volunteer work with us will continue for [a period of 2 years]. However, either you or us may bring your work to an earlier end at any time and for any reason. We would ask that you give us a reasonable amount of notice, of approximately 2 weeks, to minimise any disruption to the smooth running of our ministries, and we will do the same.
[Optional wording: Surveillance

We may conduct [camera surveillance and ]access and monitor any communications sent or received via our communications systems in accordance with the enclosed Workplace Surveillance Policy.
End optional wording.] 
[NB: if you intend to conduct surveillance, your workplace surveillance notice and policy will need to be provided to the employee as part of the package of ‘attachments’ to this letter. A template policy and notice can be found in the Parish Portal or in the Appendices of the Employment Relations Guidelines. If camera surveillance is carried out, the cameras must be clearly visible in the workplace and there must be signs put up at each entrance to the workplace notifying persons that they may be under surveillance.]
Attachments
· Faithfulness in Service: A national code for personal behavior and the practice of pastoral ministry by clergy and church workers
· Workplace Surveillance Notice and Policy 
Acceptance

If you wish to accept the volunteer position set out in this letter, you should:

(a) sign a copy of this letter in the space indicated below, and

(b) provide a copy of your authority from the Archbishop (or when you expect to receive your authority), as well as your valid WWCC clearance (or current application for such a clearance); and
(c) return to us the copy of the signed letter and the required documents to [name] as soon as possible.
We look forward to serving alongside you. We pray for your growth as a minister and for God to bless your ministry among the saints at [parish name].
Yours sincerely

The Wardens


ACCEPTANCE AND SIGNATURE

I, [name], accept the volunteer position of student minister as set out in this letter.
Signature ………………………….………………………….
                Date………………………….



