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Authorisation to recruit form
“Our Standing Orders (438A) require employing bodies to keep the District Lay Employment Sub Committee informed of all employment arrangements for all employees within the district.
This is done through the District Lay Employment Secretary, therefore it is important that they are made aware of the employment arrangements for all employees within the district and must be provided with any relevant employment related documents.”
· via www.methodist.org.uk
After the recruitment to a lay post has been authorised by the Church Council or Circuit Meeting the District Lay Employment Secretary will work with you to review your recruitment and employment documentation.
Please provide your details and details of the proposed role as appropriate below:
	The employing body:
	

	Church or circuit name:
	     

	Church or circuit address:
	     

	Name of proposer:
	     

	Position of proposer:
	     

	Contact phone number:
	     

	Contact email address:
	     

	The proposed role:
	
	
	

	Job title:
	     
	
	

	Rate of pay:
	     
	
	Please write the hourly rate of pay that you propose to pay, considering the real living wage. 

	Type of contract:
	     
	
	Please write as either Permanent or Fixed Term. If Fixed Term please also include the number of months. 

	Full-time or part-time:
	     
	
	Current Methodsit recommendation for a full-time week is 37 hours. Any number below this is part-time. 

	Weekly hours:
	     
	
	 

	Working pattern:
	     
	
	


On your behalf the District Lay Employment Secretary will seek approval of both the job and the employment documentation from the District Lay Employment Sub Committee. 
Please kindly note that no appointment may be made unless these approvals have been given by the District Lay Employment Secretary, following their discussions with the District Lay Employment Sub Committee.
Should you require any support with creating any of the documents, which are listed  below, please get in touch with the District Lay Employment Secretary via email at hr@darlingtonmethodistdistrict.org.uk  
	I enclose a copy of the following documents for feedback: 

(indicate below by writing yes or no)

	Background information and reasoning for the post:
	     

	Details of the line manager and their experiences:
	     

	Job description, to include basic terms of employment:
	     

	Person specification: 
	     

	Income and expenditure estimates for the post:
	     

	Details of where funding has been sourced:  
	     

	Timeline for recruiting and names of the recruitment panel:
	     

	Signed:
	     
	Date:
	     


On behalf of the District Lay Employment Sub-Committee, I confirm that the documents, as submitted, conform to the required District and Connexional standards. 
The recruitment process may go ahead on the basis of these documents, taking into account any comments that have been made in any accompanying note from the District Lay Employment Secretary.
	Signed:
	     
	Date:
	     

	Position:
	District Lay Employment Secretary
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