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Role Description

	Role Title
	 District Probationers’ Secretary

	Reports to
	 District Chair
	Location
	 Home based

	 Time needed
	2 hours bi-monthly & more intense month around Spring Committee.
	Remuneration
	 Expenses 



	Role Purpose and Objectives

	The District Probationers’ Secretary’s (DPS) duties within the Methodist Church are laid out within the annual Probationer’s Handbook.  Within each district this role is partly shaped by the needs of the probationers and the skills and experiences of the Probationers’ Secretary.
The DPS is responsible for the administration and processes of the District Probationers’ Committee (DPC) and for obtaining and collating reports on probationers.
The DPS plans and convenes the district probationers’ group (meeting bi-monthly), which occupies a vital place as the centre for group support, accountability and the development of theological reflection. The DPS is also responsible for seeing that probationers undertake the appropriate study.



	Main Responsibilities

	The main responsibilities of the DPS in relation to probationers (in conjunction with others as necessary) are:
· In collaboration with the Chair, to ensure that the DPC carries out its duties of oversight
· to convene the probationers’ group and devise appropriate programmes, thus meeting the requirement that every probationer should ‘engage with peers in theological analysis of the mission of the Church in the world as encountered through their particular appointments’. (SO 724(3)(iii))
· to ensure that every presbyteral probationer has a befriender and to check that the relationship continues to function well
· to ensure that every diaconal probationer has a spiritual director and, in conjunction with the MDO, to check that the relationship continues to function well
· to oversee the balance between the different areas of the probationer’s life and work
· to offer such support and advice as is required on the Orientation Project before the appointment begins and the Gospel in Context project in the second year, and to ensure (normally in partnership with Queen’s Theological Foundation) that all probationers complete such projects
· to ensure that every probationer follows an appropriately designed and assessed study programme (other than the Orientation and Gospel in Context projects) (SO 724(3)(iv) and 724(4))
· to ensure the necessary resources are made available for any district-wide training and development activities (SO 724(3))
· in collaboration with District Chairs and Superintendents, to ensure that annual probationers’ retreats and testimony services are organised
· to collate reports on diaconal probationers and forward them to the Warden (SO 725(5))
· to service the DPC, collating the various reports brought to it (on both presbyteral and diaconal probationers) and reporting their main conclusions to MCPOC on Form P2 (SO 725 & 728). Note that when the probationer is a deacon, an additional deacon (a member of the Religious Order Advisory Committee) attends the DPC on behalf of MCPOC.
· to liaise as necessary between probationers, circuits, the District Chair, the Queen’s Foundation, the Warden, MCPOC and the Connexional Team.


Person Specification
An ordained presbyter who is pastorally sensitive towards probationer presbyters and deacons.
Diligence over the probationer processes, offering clear communications with Circuit Superintendents where a probationer is stationed, and with MCPOC.
Good communication skills and report-writing for Presbyteral Synod and Diaconal Convocation.
Working collaboratively with the District Probationers’ Committee comprised of lay and ordained members.
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