Renewal of Appointment Process


1) Governing Body – votes on a renewal of appointment with terms included
2) Ministry Personnel Makes themselves available for a renewal of appointment (see below)
3) Governing Body – The ChurchHub administrator at the church completes a new record of appointment is completed How to use Record of Call or Appointment form
4) The Ministry Personnel receives an email, reviews the record of call/appointment, and clicks approve if all information is correct (if not, a new record of appointment/call will need to be created)
5) After the Ministry Personnel approves the Pastoral relations Minister will receive the record of appointment/call which will be taken to the Pastoral Relations/Human Resources Commission for review and vote upon.  

Ministry Personnel Making themselves available for a renewal of appointment
1) Log into your ChurchHub account
2) Click on the “My Ministry Page” Tite
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3) Click on “My Profile”
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4) Click on “This is a reappointment/update to the terms for my current position”
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· Following this, the Office of Vocation Minister reviews and makes you available.
· Only your current church will be able to find your name under the record of call/appointment
· If there is an error, please contact the ChurchHub IT Helpdesk.
· Submit a request – ChurchHub
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