Appendix 4.1: Appointment Pro Forma
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Appointment Pro Forma

	Church:
	

	Circuit:
	

	District:
	

	The Employing body will be:
	

	Correspondent’s name:
	

	Address:
	

	Telephone number:
	

	On behalf of the above employing body I am requesting approval for the setting up of an appointment of a:   

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

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

	We hope to have the worker in post by:
	

	

	I am enclosing one copy of each of the following documents:
	Sender named above please tick
	I have ticked below the documents I am returning

	The Background Information to the post
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The brief details of the person or group who will manage the employee together with an outline of the management responsibilities
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Job Description including basic terms of employment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Person Specification
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Income and Expenditure Estimates for the funding of the appointment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Advertisement
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The draft Appointment Letter
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Statement of Terms and Conditions of Employment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The Residency Agreement (if applicable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The proposed Acknowledgement Letter, which will include the timetable for the processing of the appointment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Signed:
	
	Date:
	

	Office:
	


On behalf of the District Lay Employment Sub-Committee I confirm that the documents, as submitted, conform with the required District and Connexional standards.  The procedure may go ahead on the basis of these documents, and any comments that may be made in an accompanying note.
	Signed:
	
	Date:
	

	Office:
	


