Resources for Joint Needs Assessment Committees
Newfoundland and Labrador Conference

Included in this Resources Package

Basic Process for the Joint Needs Assessment
Appendix A — Tasks to be Divided for the Joint Needs Assessment Committee (JNAC)
Appendix B — Profiles

Appendix C— Consultation with Pastoral Charge

tast District Joint Needs Assessment Process and Financial Support Documents
Form PR 403 IN — Record of Joint Needs Assessment Report

Form PR 425 V — Record of Pastoral Charge Vacancy

NG

Pastoral Relations: Engaging and Supporting Handbook:

http://www.united-church.ca/sites/default/files/handbook pastoral-relations-engaging-
supporting.pdf
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Basic Process for the Joint Needs Assessment

1. The District is responsible for initiating a Needs Assessment process if:

a) The pastoral charge or a ministry personnel in the pastoral charge asks the district to end the
pastoral relationship;

b) The pastoral charge, the governing body of a pastoral charge, or a ministry personnel in the
pastoral charge asks for needs assessment;

c) The district recognizes that a change of pastoral relations is needed because the minister has died
or it incapacitated because of a disability;

d) The pastoral charge is considering reducing or increasing the number of ministry personnel
positions;

e) The pastoral charge is considering changing the terms of the pastoral relationship to the
disadvantage of either the pastoral charge or the ministry personnel; or

f) As part of the discipline or oversight of a ministry personnel or the pastoral charge

(The Manual section 1.1.5.2)

2. The Needs Assessment process is conducted by a committee called the loint Needs Assessment
Committee — Joint between the Pastoral Charge or Ministry Unit and the District
a. The District must elect two representatives to serve on the Joint Needs Assessment Committee
b. The pastoral charge at a joint congregational meeting or its governing body elects
representatives to serve on the Joint Needs Assessment. The pastoral charge is free to appoint
as many members to the Joint Needs Assessment Committee as it deems necessary to
represent the community; between 4 - 10 members

3. The first meeting of the Joint Needs Assessment Committee is convened by one of the representatives
from District

4. At the first meeting:
a. Decide who will chair the meetings; this does not need to be one of the District representatives.
b. The Joint Needs Assessment Committee must decide on quorum for the committee. Quorum
must be at least two people, including one person from the Pastoral Charge and one person
from the District.
c. The Joint Needs Assessment Committee must decide on its own process:
(i) Gather information about ministry personnel needs in a way that is open and allows for
the congregation to participate. (This could be a survey or discussion forums or
whatever way gets the information the committee needs; see Appendix B)
(i} Decide how the tasks of gathering information for the report will be divided up
(iii) Make sure contact has been made with the District Manse Inspection Committee if one
is needed.

5. Analyze the information gathered. The JNAC prepares a report which includes the six profiles, the
Manse Inspection Report from the District and the current financials for the pastoral charge.

6. The Joint Needs Assessment Committee notifies the governing body when the needs assessment
report is completed.

7. The governing body circulates the report and a notice of meeting to all members of the governing
body, including all ministry personnel in the pastoral charge. The governing body must give members
and ministry personnel a minimum of two days to read and consider the report before the meeting.
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10.

11

12,

13.

The Joint Needs Assessment Committee presents its report to the governing body. The governing body
makes a decision on each of the recommendations made by the Joint Needs Assessment Committee.

East District: The pastoral charge treasurer fills out the Finance and Administration form and submits it
to the Chair along with the draft copy of the INA; Pastoral Relations chair receives a copy of the JNA.
West District: Expects to see a three year projected budget.

**East and West District: Each of these steps is to help the District to assess whether the Pastoral
Charge can sustain the ministry they need.

The governing body sets a date for a meeting of the pastoral charge. The pastoral charge receives a
summary report, the recommendations of the Joint Needs Assessment Committee, and the decision of
the governing body. The full Joint Needs Assessment Committee report is available on request. The
notice of meeting and summary report is given out in the following order:
a. To all ministry personnel in the pastoral charge and, at the same time, to the secretary of the
District; and
b, Tothe members of the pastoral charge.

The notice of the meeting is read during public worship on two Sundays. After the meeting notice has
been read on the second Sunday, the meeting may take place on the next day (Monday) or on any day
after that.

The pastoral charge must make a decision on each of the recommendations of the Joint Needs
Assessment Committee,

Once the Pastoral Charge has made a decision on the recommendations, further action is necessary at
the same meeting of the pastoral charge.

a. [f the decision is to request the District to declare a vacancy for a paid accountable ministry
position, then the pastoral charge needs to elect, or authorize the governing body to elect,
members to a Joint Search Committee

b. If the decision is to request that the District appoint a supply minister for up to one year, then
the District may act on the request and

(i) Appoint a supply minister; or

(i} Direct the pastoral charge to recommend a supply minister to the District for
appointment. In anticipation of this direction, the pastoral charge may elect members to
a Joint Search committee or request the governing body to search for and recommend a
supply minister for appointment

c. |f the decision is to request that the District appoint an interim minister, the pastoral charge
must elect, or authorize the governing body to elect, representatives to an interim Ministry
Transition Team.

d. If the decision is to request the District to approve a change in terms of call for the ministry
personne! of the pastoral charge, the pastoral charge must elect, or authorize the governing
body to elect, one or more representatives to confirm terms with the ministry personnel and
the District.

14. The governing body must immediately notify all Ministry Personnel in the Pastoral Charge and the

District of its decision.
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Appendix A — Tasks to be Divided for the INAC

This appendix lists the different pieces of work that need to be completed for the Joint Needs Assessment.

indicate the name of the committee member responsible for each task.

Profiles
1. The Community of the Pastoral Charge
2. The Resources of the Pastoral Charge
3. The Ministry of the Pastoral Charge
4, The Ministry Personnel Position Description
5. Terms of the Ministry Personnel Position(s)
6. Skills and Knowledge Required of the Ministry Personnel

Consultation with Pastoral Charge

Analyze the information gathered

Writing the Report

Copying the Report

Distribution of Report

Presentation to the Governing Body
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Appendix B - Profiles

Context of Ministry (Profiles 1 — 3) & Ministry Personnel (Profiles 4 — 6)

Each of the following profiles will seek to provide information to the reader of the Joint Needs Assessment
about the context of the ministry and what type of ministry personnel would be needed to fulfill the needs of
the Pastoral Charge. Below are questions for each profile that will help to focus the content of the profile.

Remember that this is your time to allow your community of faith to shine. Be creative; it is ok to use
pictures and different fonts and structure to make your profiles stand out. it does not have to be any longer
than it needs to be. The Needs Assessment Report is to present an honest snapshot of your faith community
to support the recommendations about the ministry personnel needs that you are making to the governing
body and the pastoral charge.

Profile 1: The Community of the Pastoral Charge

Who are we as a church family?

What kind of community do we live in?

How do we fit in our surrounding community?

Are there specific ministry needs in the community?

Are we meeting those needs?

What kind of ministry personnel leadership do we need to support our mission within the surrounding
community?

Profile 2: The Resources of the Pastoral Charge

This report must include a manse report from the district manse inspection, if applicable;
What type of building do we worship and study in?

Do we own, rent or lease our space?

What contributes to the financial well-being of ocur pastoral charge?

Do we foresee any significant changes in our finances over the next three to five years?

Do we have a stewardship plan? Do we need leadership in this area?

Profile 3: The Ministry of the Pastoral Charge

What is the focus of the ministry at our church?

How would we describe our church theologically?

Are the spiritual needs of different groups (generations, interests, etc) being met?

Profile 4: The Ministry Personnel Position Description
Is this a full-time or part-time position?

What is the focus of the work?

Is the position part of a team or is it a solo ministry?

Profile 5: Terms of the Ministry Personnel position(s)
What range of salary and benefits will we provide?

Profile 6: Skills and Knowledge Required of the Ministry Personnel
What skills does our congregation most value in ministry leadership?
Do we want to expand our ministry in any way that would require new skills?
Are we specifically seeking an ordained, diaconal, or designated lay minister?
Are we seeking one or more than one ministry personnel to serve our pastoral charge and surrounding
community?
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Appendix C — Consultation with Pastoral Charge

This does not need to take longer than an afternoon or evening to consult with your congregation. Here are
some suggestions for consultation

1. Surveying: paper survey, electronic survey, in-person survey. Paper surveys can be given out with the
bulletin in church and collected following the worship service.

2. Phone interviews with various members of the congregation.
3. Face-to-face conversations: one large group, small group conversations, or focus groups.
4. Identifying a group of people in your congregation as listeners or surveyors and asking them to speak

with as many people as possible about specific set of questions or ideas and report back to the
committee.

Try to plan your congregational consultation in such a way that it is easy for everyone to participate, not just
people who are already leaders in the congregation. It is important to hear from everyone: youth, young
adults, children, adherents, seniors, people who only attend on Sunday, families who have come to the church
for all their life passages — weddings, baptisms funerals - but don’t attend regularly.
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East District Joint Needs Assessment Process

Effective immediately (December 2, 2015), the East District Joint Needs Assessment process will be
as follows:

The Pastoral Charge Governing Body or Official Board, Church Board or Church Council will forward
the draft Joint Needs Assessment Report to the Chair of the Division of Ministry Personnel and
Education (via the Pastoral Relations Committee) for an initial review of proposed
recommendations;

At the same time, the Pastoral Charge Governing Body or Official Board, Church Board or Church
Council will send a copy of the draft Joint Needs Assessment report to the Chair of the Division of
Finance and Administration for review and assessment of their financial ability to sustain the
proposed recommendations; and

Following an initial assessment by both the Division of Ministry and Personnel and the Division of
Finance and Administration, the draft Joint Needs Assessment report will be returned to the Pastoral
Charge Governing Body or Official Board, Church Board or Church Council with comments as to
whether further consideration is necessary or as to whether the report is ready to be presented to
the congregation for their consideration/approval.

The Sub-Executive discussed the need to ensure that Pastoral Charges financially can support the
filling of proposed vacancies whenever Joint Needs Assessment Reports are being brought forward to
the congregations or to the District for approval. It was felt there should be a mechanism in place
whereby the Division of Ministry Personnel and Education and the Division of Finance and
Administration both have reviewed the draft JNA reports prior to their being sent to the
congregations for approval. This would ensure that congregations fully realize the financial
commitment required for ministry into the foreseeable future and give them some assurance that
District has thoroughly assessed their situation for sustainability.

Attached you will find a Financial Template, designed by Dr. Roy West, Finance and Administration
Chair to assist you with the financials that will need to accompany your JNA.

East District Joint Needs Assessment Process November 23, 2016



Joint Needs Assessment (JNAC) Financial Support Document

Single Point Pastoral Charge

Three Year Financial Trend

Pastoral Charge/Congregation Date
1) Revenues
Current
Actual Actual Actual Budget
2013 2014 2015 2016
A Church Givings
B Total Church Income
C Mission and Service
Notes: Line A = Total Envelop, PAR and Cash Givings
Line B = All Income excluding Mission and Service
Line C = Mission and Service Givings
2) Expenditures
Current
Actual Actual Actual Budget
2013 2014 2015 2016

A Personnel

B Total Expenditures

Notes: Line A = All Staff Expenses for Ministerial, Administrative and Custodial Staff including

Salaries, Housing Allowance and all other benefits
Line B = Total Annual Expenses

3) List other Assets or Reserves e.g. GIC’s, Special Funds, Accounts Receivable

a)
b)

<)

4) List Outstanding Loans and Accounts Payable

a)
b)
€)

East District Joint Needs Assessment Process

November 23, 2016



Joint Needs Assessment (JNAC) Financial Support Document

Multi Point Congregation

Three Year Financial Trends

Congregation Pastoral Charge Date
1) Revenues
Current
Actual Actual Actual Budget
2013 2014 2015 2016
A Church Givings
B Total Church Income
C Mission and Service
Notes: Line A = Total Envelop, PAR and Cash Givings
Line B = All Income excluding Mission and Service
Line C = Mission and Service Givings
2) Expenditures
Current
Actual Actual Actual Budget
2013 2014 2015 2016
A Amount Transferred to
Pastoral Charge
B Total Expenditures

Notes: Line A = Total Contribution to Pastoral Charge
Line B = Total Annual Expenses

3)

4)

List other Assets or Reserves e.g. GIC’s, Special Funds, Accounts Receivable

a)
b)

c)

List Outstanding Loans and Accounts Payable

a)
b)

c)

East District Joint Needs Assessment Process

November 23, 2016



Pastoral Charge

Joint Needs Assessment (JNAC) Financial Support Document
Multi Point Pastoral Charge Central Board/Council

1) Revenues

Three Year Financial Trends

Current
Actual Actual Actual Budget
2013 2014 2015 2016
A Income from Pastoral
Charge Congregations
B Mission and Service
C Total Board/Council
Income
Notes: Line A = Transfers from Pastoral Charge Congregations for operation of Pastoral Charge
Line B = Mission and Service monies received from Congregations
Line C = Total Income
2) Expenditures
Current
Actual Actual Actual Budget
2013 2014 2015 2016
A Salaries
B Mission and Service
B Total Expenditures
Notes: Line A = All paid staff expenses including salaries, housing allowance and all other benefits

3)

4)

Line B = Mission and Service forwarded on behalf of the Pastoral Charge

Line C = Total Annual Expenses

List other Assets or Reserves e.g. GIC’s, Special Funds, Accounts Receivable

a)
b)

c)

List Outstanding Loans and Accounts Payable

a)
b)

c)

East District Joint Needs Assessment Process

November 23, 2016



Form PR 403 JN (12) Page 1 of 2 March 2012

V4 THE UNITED CHURCH OF CANADA
L’EGLISE UNIE DU CANADA

Ministry and Employment Unit
Record of Joint Needs Assessment Report (PR 403 JN)

This form must be used by a Joint Needs Assessment Committee (JNAC)
to summarize its report and recommendations.

Processing/Routing:

Please print clearly.

Joint Needs Assessment Committee completes Parts A, B, and C and forwards to pastoral charge
board/council.

Pastoral charge board/council completes Parts D and E and forwards to presbytery/district.
Presbytery/district completes Parts F and G and forwards to Conference office.

Every person who signs this form must keep a copy for his/her own records.

Part A: Parties to joint needs assessment

Pastoral charge:

Presbytery/district:

Conference:

Part B: Needs assessment profile summaries

Are the following profiles attached?

Community profile

Ministry of pastoral charge profile
Resources profile

Position profile

Skills profile

Terms profile

Part C: Recommendation of Joint Needs Assessment Committee (The Manual, current version,
Section 52(d))

JNAC recommends that:

Month/day/year Signature: Chair or secretary of JNAC {or designate) Printed name; Chair ar secretary of INAC (or designate)

The use, retention and disclosure of parsonal information collected from this form is done in compliance with privacy legislation including, but
not limited to, the Persanal information Profection and Electronic Documents Act {2000, ¢5).  ** THIS FORM IS NOT VALID IF ALTERED ™




Form PR 403 JN (12) Page 2 of 2 March 2012

Part D: Response of pastoral charge board/council
The BOARD/COUNCIL recommends that:

Month/day/year Signature: Person authorized by board/council Printed name  Person authorized by board/council

Part E: Response of pastoral charge meeting
The PASTORAL CHARGE recommends that:

Monih/day/year Signature: Person authorized by pastoral charge Printed name: Person authorized by pastoral charge

Part F: Acknowledgement of presbytery/district Pastoral Relations Committee (The Manual, current
version, Section 53.1)

PRESBYTERY/DISTRICT recomemends that:

Month/day/year Signature: Chair of Pastoral Relations Committee Printed name: Chair of Pastoral Relations Commiliee
(or designate) {or designate)

Part G: Response of presbytery/district meeting
PRESBYTERY/DISTRICT action is:

Month/day/year Signature Secretary of presbytery/district Printed name: Secretary of presbytery/district

The use, retention and disclosure of personal information collected from this form is done in compliance with privacy legislation including, but
not limited to, the Personal information Frotection and Electronic Documents Act (2000,¢.5). ™ THIS FORM IS NOT VALID IF ALTERED **




Form PR 425 V (12) Page 1 of 1 March 2012

THE UNITED CHURCH OF CANADA
L’EGLISE UNIE DU CANADA

Ministry and Employment Unit
Record of Pastoral Charge Vacancy (PR 425 V)

This form must be used to record and monitor pastoral charge vacancies.

Processing/Routing:

s Please print clearly.

e  Presbytery/district Pastoral Relations Committee completes Part A, obtains PR 436 MI (Manse Information
Summary Sheet), if applicable, and PR 403 JN (Record of Joint Needs Assessment Report) from the pastoral
charge, attaches additional forms and forwards to presbytery/district.

Presbytery/district completes Part B and forwards to Conference office.
Every person who signs this form must keep a copy for his‘her own records.

Part A: Identification
Pastoral charge:

Name of pastoral charge

Presbytery/district:

Name of presbytery/district

Vacancy declared by presbytery/district on:

Date

Type of vacancy (please select one of the following):

Q Full-time  Position title: Based on 40 hours per week.  Start date:

O Past-time  Position title: Based on ___ hours per week. Start date:

Please attach these documents: 0 PR 403 N (Record of Joint Needs Assessment Report)
O PR 436 MI (Manse Information Summary Sheet), if applicable
O and/or other:

Part B: Authorization of release of information
Please list this vacancy on the Conference/Mational Vacancy List, beginning:

Month/day/year
Presbytery/district is responsible for informing the Conference when the listing should end.

Ministry personnel may direct inquiries or applications to the following contact person of the pastoral charge or the
presbytery/district representative:
Name:

Name

Postal address:

Post office box/strect address City Province Postal code

Telephone:

Home Office

Fax E-mail

Month/day/year Signature: Secretary of preshytery/district Printed name Secretary of presbytery/district

The use, retention and disclosure of personal information collected from this form is done in compliance with privacy legislation including, but
not limited to, the Personal Information Protection and Electronic Documents Act (2000, ¢.5).** THIS FORM IS NOT VALID IF ALTERED **




