








GUIDELINES FOR THE DISTRICT SABBATICALS OFFICER

Being a sabbaticals officer may seem to be just an administrative role.  But there is also an opportunity to share in the excitement of those who have returned from sabbatical feeling refreshed and enthused.  There can be challenges in this role as well, you may have some who do not wish to take a sabbatical – 3 months with an empty diary can be daunting for some, and this will need your powers of persuasion to overcome such resistance.  










These guidelines are based on the experience of district sabbatical officers over the years.

1
Familiarise yourself with the standing orders, relating to sabbaticals, especially SO 744.  

2
Read through the literature prepared by the connexion for ministers and deacons, local Sabbatical Support Groups and district Sabbatical Advisory Groups.

3
You are responsible for convening the District Sabbaticals Advisory Group, which normally consists of the Chair of the District, a district sabbaticals officer, a number of lay people and ministers, who have experience and gifts for the task.  This group normally meets in the November prior to the sabbatical year (i.e. 10 months before the year of the sabbatical) and again as necessary.  The group may work with individual or in smaller subgroups to work with those taking a sabbatical and to liaise with the local support groups.

4
Working around eighteen months ahead of the connexional year in question, list the ministers within your district who will be due for a sabbatical, using:


a)
the status year, listed in the Minutes of Conference or Synod Directory; and


b)
the table of eligibility in 'Sabbaticals in the Methodist Church’.


Give a copy of this list to the District Chair.


You will also need to ask the District Chair for the names of those who will be coming to your district the following September.  Although they will not be taking a sabbatical in the first year of their appointment some may be due one and you will have to arrange with those people when they can take their sabbatical.

5
Inform the ministers and deacons you have identified that their sabbatical is due. (A pro-forma letter is available online should you wish to use it.)  Should you discover subsequently that they are due to move before the sabbatical is due:


a)
inform them that they should not take a sabbatical in the first year of a new appointment; and

b) ask them to tell their new district that they are due for a sabbatical in the second year of their new appointment.

People can take a sabbatical in their last year of an appointment and it is often a good time to do so.

6
Inform the appropriate superintendents and circuit stewards that one (or more) of their staff is due for a sabbatical.  (A pro forma letter is available online should you wish to use it.)

7
Whilst the standing orders should be followed, you may need to be flexible in operating the timing of sabbaticals because circumstances in individual cases may make it difficult to meet the requirements of the standing order; e.g. if more than one member of staff in a given circuit is due for a sabbatical in the same year. 

8
Encourage those planning sabbaticals to take early steps to appoint a local Sabbatical Support Group and to request the Circuit Meeting to appoint its convenor (who should not be the minister or deacon concerned).  Contact the convenor of the local support groups as soon as you know who they are.

9
When a sabbatical prospectus is finalised and approved by the advisory group, inform the person concerned and supply the person about to take a sabbatical with the ‘Sabbaticals and Money’ information sheet which explains how to claim an advance on expenses and to make a final claim.  

10
Some districts have found that it has been helpful to have a member of the Advisory Group on each local support group so that they can monitor the sabbaticals as they happen and check that arrangements for support and follow-up are carried out.  If you cannot do this, please ensure that a person from the Advisory Group has responsibility for each individual’s sabbatical and especially for any follow up that must be done after the sabbatical.

Please remember that the aim of a sabbatical is to give a person time and space for renewal.  You will need to keep a balance between support and accountability, which can sometimes be difficult. 

ADDITIONAL NOTES
1
Non-circuit appointments within the district:

a) The District Chair is included in the sabbatical scheme.  His/her sabbatical should be dealt with in exactly the same way as a circuit minister's.

b) Those in appointments not in control of the church, e.g. chaplaincy, are entitled to a sabbatical but they may find it difficult taking one if their employer will not allow the time. 

c) If someone is in a part time appointment, they are entitled to a sabbatical, but they may have difficulties taking it if their other employer does not allow them the time.  However some have been creative in these circumstances and have taken a sabbatical from their ministerial role and used the time for retreats or study.  People in such appointments are entitled to full sabbatical expenses.

d) The provision of sabbaticals for full-time connexional staff and college and course tutors is under the oversight of the Methodist Council or other appropriate body.

2
Length of a sabbatical

The duration of a sabbatical period, that is a continuous period of three months, should be strictly adhered to.  Only in exceptional circumstances should this be varied and then only in consultation with Discipleship & Ministries.  If someone needs to break their sabbatical into smaller time spans these should be no more than three sections and they must be taken within six months.

3
Timing of a sabbatical


A sabbatical may not be taken in the first year of an appointment.  Contrary to what some people think, a sabbatical can be taken in the final year of an appointment.

4
Disagreements

In the unlikely event of a serious disagreement between a presbyter or deacon and a District Sabbaticals Advisory Group, the person and/or the district concerned has a right to appeal to the Methodist Council acting through the Discipleship & Ministries. 

5
Records

Whilst no formal written report of a sabbatical is expected, those completing a sabbatical should be encouraged to give the district sabbaticals officer a short description of their sabbatical, so that a body of information on the use and funding of sabbaticals can be built up for the benefit of the church.  

6
Discipleship & Ministries in the Connexional Team is ready to respond to comments and questions at any time.  Do not hesitate to get in touch.  Copies of sabbatical literature can be obtained from The Methodist Church website.
7
Sabbatical Levies should be collected from the circuits by the district treasurer and forwarded to the Payroll and Benefits section at Methodist Church House, 25 Marylebone Road, London, NW1 5JR.  Cheques should be made payable to the Methodist Church Fund.

CHECKLIST AND TIMETABLE
This timetable is offered as a guide not a straightjacket; it may well require adjustments in the light of experience.  

Many of the duties listed below can be fulfilled by various members of the District Sabbaticals Advisory Group.  It is neither essential nor desirable that all the work be done by the district sabbaticals officer alone.

Commencing 18 months before the connexional year in which the sabbatical is due.
FEBRUARY/MARCH

List all those who will be due for a sabbatical.  Copy a list for the district chair.  Deal with any special cases of ministers moving or multiple sabbaticals in one circuit.  Ensure the Chair of District tells you of any minister moving into the district so that you can include those moving into the district in the next year.  You may need to make sure you are aware of any person in a one-minister circuit. 

MARCH

Contact the ministers and deacons concerned in writing, enclosing relevant sabbatical leaflets.


Send relevant sabbatical leaflets and letters to their superintendents and circuit stewards.

DURING THE SUMMER

Respond to queries from those preparing to take sabbaticals and their circuits.  Encourage them to set up a local Sabbatical Support Group and to prepare a prospectus by early October.

OCTOBER

Receive prospectuses (including details of their local support groups with the name of the convenor) from those planning sabbaticals. 


Encourage them to send enough copies for you to circulate to members of the District Sabbaticals Advisory Group before their meeting.  It will save you a lot of time and work.


Check that local support groups have been established.


Call advisory group to meet in November.

NOVEMBER

Meet with district Sabbaticals Advisory Group to assess prospectuses from ministers. 


Check that local Sabbatical Support Groups are operating.


Communicate with ministers and deacons concerned.

JANUARY onwards

Secure from the convenors of local support groups an outline of their plans for arrangements to cover an absent presbyter’s or deacon's duties during the sabbatical.  

Finalise the prospectus with those taking sabbaticals and the advisory group.

Submit to district Policy Committee for Synod approval.  This does not need to be a detailed report.

MAY

Synod approval.


Send a list of all those whose sabbatical prospectuses have been approved to Discipleship & Ministries in the Connexional Team.


Advise those taking a sabbatical that they should direct their request for an advance or the reimbursement of sabbatical expenses to yourself.  You should then forward their request to the Payroll & Benefits section.

THEREAFTER

Be in occasional contact with those planning sabbaticals.

8 WEEKS BEFORE A SABBATICAL

See if support groups have cover arrangements in place.

AFTER EACH SABBATICAL

Receive brief summaries of the sabbaticals.


Encourage those involved to offer themselves for appropriate de-briefing within their local support group.


Ensure that a claim form and receipts for reimbursement of sabbatical expenses are received and approved by the district and forwarded to the Payroll & Benefits section for payment.
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