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THE LOCAL PASTORS’ HANDBOOK 

This handbook is a guide for the Local Pastor, to assist in the call to serve God and to carry out 

the ministry of Jesus Christ through the local church.  In addition, this handbook can assist 

district superintendents and district committees on ordained ministry in working with Local 

Pastors.  This handbook is divided into sections to allow and facilitate updating and 

improvement.  It is not intended to be the final authority on a situation or condition, but it is to 

serve as a practical and understandable resource in the ministry of the Local Pastor.  

 

STEPS INTO MINISTRY 

Resources for the candidacy process can be found at 

http://scboom.org/index.php/resources/other-resources 

as well as on the conference website – www.susumc.org.  Click on the “Ministries” tab and then 

the “SUSUMC Ministries” menu.  Select “Board of Ordained Ministry.”  At the Board of Ordained 

Ministry website, click on the “Resources” tab.  And select “Other Resources.” 

 

The first steps to becoming a Local Pastor can be found in the Guideline to the Candidacy Process 

and the Candidacy Tracking Form Spreadsheet.  You will also need the Candidacy Personal 

Information Form.  One must be a Certified Candidate for Ministry to enroll in Licensing School.  

It is also strongly encouraged that one is Certified as a Candidate before enrolling in seminary. 

 

 

 

 

 

 

http://scboom.org/index.php/resources/other-resources
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I. Definition of Local Pastor 

A. (See 2016 Book of Discipline, ¶315 -319, 340) A Local Pastor is approved 

annually by the District Committee on Ordained Ministry and licensed by the 

Bishop to perform all the duties of a pastor, including the sacraments of baptism 

and Holy Communion as well as the service of marriage (when state laws allow), 

burial, confirmation, and membership reception, within and while appointed to a 

particular charge or extension ministry.  Upon completion of the requirements 

(see below), the District Committee on Ordained Ministry shall certify the 

completion of the prescribed studies to the candidates and the Board of Ordained 

Ministry, and, on approval of the clergy session of annual conference, they shall be 

listed in the journal as eligible to be appointed as Local Pastors.  The license for 

pastoral ministry will not be awarded until an appointment to a pastoral charge is 

made. 
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II. Authority and Duties of the Local Pastor (See 2016 Book of 

Discipline, ¶316-319, 340) 

A. The Local Pastor is licensed by the annual conference to serve only in the 

charge to which they are appointed. 

B. The charge is defined as the “people within or related to the community or 

ministry setting being served.” 

C. The Local Pastor may be appointed to extension ministry settings when 

approved by the Bishop and the Board of Ordained Ministry. 

D. The authorization granted by the licensing may be renewed annually by the 

District Committee on Ordained Ministry or the Board of Ordained Ministry. 

E. A Local Pastor is authorized to perform the ceremony of marriage for 

couples within the parish assigned to the Local Pastor.  The couple to be married 

must, of course, have a valid marriage license through the appropriate local 

county authority. 

F. If the Local Pastor is moved between sessions of the annual conference, the 

license shall be reissued by the Bishop. 

G. The Local Pastor is supervised by the district superintendent.  A clergy 

mentor will be assigned to assist and encourage the pastor’s work in Course of 

Study or such educational requirements as the District Committee on Ordained 

Ministry shall require and give counsel on matters of pastoral responsibility. 

H. The Local Pastor shall attend each session of the annual conference. 

I. Membership of the full-time and part-time Local Pastor is in the annual 

conference.  The Local Pastor may vote on all matters presented to the annual 

conference, except constitutional amendments, election of delegates to General, 

jurisdictional, or central conferences, and matters of ordination, character, and 

conference relations of clergy.  Local pastors who have completed Course of Study 

or a Master of Divinity degree and have served a minimum of two consecutive 

years under appointment before the election may vote to elect clergy delegates to 

General and jurisdictional or central conferences. 

J. The Local Pastor may serve on any board, commission, or committee with 

voice and vote, except on matters of clergy character, qualifications, status, and 

ordination.  However, Local Pastors who have completed the Course of Study may 

serve on the District Committee on Ordained Ministry or Board of Ordained 

Ministry with voice and vote (¶ 635.1; 665.1) 
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K. In matters regarding the relationship of the Local Pastor to the charge or to 

their association with the Annual Conference in which they serve, the Local Pastor 

will be advised in writing of any change in their standing or affiliation. 
 

*Note: Stoles are to be worn only by ordained Elders and Deacons.  Other clergy attire, 

such as clergy collars are certainly permitted.  In printed media Local Pastors are referred 

to as “Pastor.” “Reverend” is reserved for Elders and Deacons. 
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III. Categories of Local Pastor (See 2016 Book of Discipline, ¶318)    

In recommending to the annual conference those who have met the requirements 

to serve as Local Pastors for the ensuing year, the Board of Ordained Ministry shall 

classify them in three categories of service:  

A. Full-time Local Pastor 

1. Serves under appointment to a charge on a full-time basis;  

2. Is paid at least the minimum salary and benefits as established by the 

annual conference for full-time Local Pastors;  

3. Has completed or is in the process of completing the Course of Study by 

taking four courses per year, or making progress in the correspondence 

curriculum prescribed by the General Board of Higher Education and Ministry, or 

be enrolled in a pre-theological or theological student in a college, university, or 

school of theology approved by the University Senate. 

4. Upon completion of the Course of Study or a Master of Divinity degree, 

maintains a continuing education program as directed by the annual conference;  

5. Is not a full-time student in any school, university, or seminary. 

B. Part-time Local Pastor 

1. Has met the requirements for licensing; 

2. Does not devote their entire time to ministry in the local church;  

3. Does not receive in cash support per year from all church sources a sum 

equal to or larger than the minimum base compensation established by the 

annual conference for full-time Local Pastors; and  

4. Completes two courses per year in a Course of Study school or the 

correspondence curriculum prescribed by the General Board of Higher Education 

and Ministry, until the Course of Study is completed; or is enrolled as pre-

theology student or in seminary.  

C. Student Appointed as Local Pastor (full or part time)  

1. Is enrolled in an appropriate school of higher education or seminary listed 

by the University Senate;  

2. Has met the requirements for licensing;  

3. Makes appropriate progress in the required educational program as 

determined by the Board of Ordained Ministry;  

4. May be appointed as student Local Pastors in a conference other than the 

conference in which they are certified candidates;  
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5. Students who are appointed as Local Pastors continue to relate to the 

District Committee on Ordained Ministry in the conference in which they are 

certified candidates and shall be responsible to them for the continuation of their 

certified candidacy. 
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IV. Requirements for License as a Local Pastor (See 2016 Book of 

Discipline, ¶315) 

A. All persons who are not ordained as elders but are appointed to preach, 

conduct divine worship, and perform the duties of a pastor shall have a license for 

pastoral ministry.  The Board of Ordained Ministry (¶635.2h) may recommend to 

the clergy session of the annual conference the licensing of those persons who 

are:  

1. Provisional elders commissioned by the annual conference, or  

2. Local Pastors who have completed the following:  

a) The conditions for candidacy certification (see section on Candidacy Certification 

in this Handbook and in (¶¶310.1-2);  

b) The Orientation to Ministry.  This requirement is fulfilled by attending one of the 

“God’s Calling” events that are held twice a year within our Annual Conference;  

c) The studies for the license as a Local Pastor as prescribed and supervised by the 

Division of Ordained Ministry or 1/3 of the work required for a Master of Divinity 

degree at a school of theology listed by the University Senate;  

d) Been examined and recommended annually by the District Committee on 

Ordained Ministry (¶ 665.9).  
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V. Licensing School for Local Pastors (See 2016 Book of Discipline, 

¶315)  

A. Studies for license as a Local Pastor are a joint enterprise between the 

District Committee on Ordained Ministry, the annual conference Board of 

Ordained Ministry, and the General Board of Higher Education and Ministry, 

Section of Elders and Local Pastors.  The Licensing School seeks to provide a basic 

theological foundation for the practice of ministry and to provide beginning skills 

for those persons who are about to begin serving a local church as a Licensed 

Pastor.  They are the minimal knowledge and skill components essential to the 

practice of ministry.  Licensing School is the beginning of the educational process 

and is to be followed by Course of Study or Seminary.  

B. A person must be a certified candidate to attend licensing school.  The 

application may be obtained from your District Superintendent.  You may contact 

Rev. Cathy Boileau or Rev. Greg Milinovich through your District Superintendent or 

by the contact information given below.  Contact the Local Pastors’ Registrar of 

the Board of Ordained Ministry for information on other Licensing Schools. 

Licensing Schools charge a registration fee, which is paid by the candidate. 

C. To be considered for an appointment as a Local Pastor a person must 

attend one of these schools and successfully complete the course.  However, the 

attending of this school does not guarantee an appointment to a local church. The 

license as a Local Pastor will not be granted until such time as one is appointed to 

a charge.  

D. Contact: When you attend your interview with the District Committee on 

Ordained Ministry, if you are interested in attending licensing school and receiving 

an appointment, you should indicate this to the Committee and District 

Superintendent.  When you have been certified, you may contact the Deans of the 

Licensing School, Rev. Cathy Boileau: cboileau@susumc.org or Rev. Greg 

Milinovich: gmilinovich@susumc.org. 
 

 

 

mailto:cboileau@susumc.org
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VI. New Clergy Conference Orientation  

A. This is NOT the same as the Orientation to Ministry required by ¶312.  

Annually, the Board of Ordained Ministry sponsors an orientation for all those who 

are serving appointments for the first time in the Susquehanna Annual 

Conference.  This orientation is held at the conference offices in Mechanicsburg, 

Pennsylvania.  The purpose of this event is to introduce new pastors to the 

Susquehanna Annual Conference program and leadership.  This event is required 

for all first-time appointments, including those licensed as Local Pastors.  You will 

receive information prior to the event which is usually held in the summer.  

B. For information on dates and registration contact: 

1. Rev. Dr. Tom Salsgiver (until June 30, 2018) or Rev. Jason Mackey (after 

July 1, 2018), Director of Connectional Ministries and Administrative 

Services, (717) 766-7441, ext. 3601, or tsalsgiver@susumc.org, 

jmackey@susumc.org. 

2. Pastor Dave Walker, Local Pastors’ and Associate Members’ Registrar, 

(570) 550-5050, or dwalker@susumc.org. 
 

 

 

 

 

 

  
 

 

 

 

 

 

mailto:tsalsgiver@susumc.org
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VII. Continuance as a Local Pastor (See 2016 Book of Discipline, ¶319)  

A. It is the responsibility of the District Committee on Ordained Ministry to 

annually review and recommend for continuance all persons who are licensed 

Local Pastors.  The following guidelines (¶319) will be used:  

1. Persons licensed as Local Pastors who are not provisional members shall 

continue in college, in a program of theological education at an approved 

seminary, or in the Course of Study.  (See Section 11 for listing of approved 

schools for Course of Study);  

2. Upon recommendation by the District Committee on Ordained Ministry 

and the conference Board of Ordained Ministry, the clergy members in full 

connection may approve the continuance of a Licensed Local Pastor.  

3. (¶ 319.3) A full-time local pastor shall complete the Course of Study 

curriculum within eight years and a part-time local pastor within twelve, unless a 

family situation or other circumstance precludes the local pastor’s opportunity to 

meet said requirements. The local pastor may be granted an annual extension 

beyond the prescribed limit upon a three-fourths vote of the district committee 

on ordained ministry, recommendation by the conference Board of Ordained 

Ministry, and the vote of the clergy members in full connection. 

4. Timely completion of educational requirements is expected.  COS students 

are expected to complete all requirements as per this schedule: 4 Courses/year 

for Full-Time, and 2 Courses/year for Part-Time pastors.  Should you find that 

you’re unable to meet these requirements, consult with your DS and your District 

Committee on Ordained Ministry. 
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VIII. Mentoring  

A. The District Superintendent shall assign a clergy mentor.  The clergy 

mentors shall be Elders or Local Pastors who have completed COS and shall work 

with the Local Pastor in meeting the above requirements for continuance.  It is the 

responsibility of the Local Pastor to request that the District Superintendent assign 

a clergy mentor and initiate meetings with the mentor.  Our Conference’s Board of 

Ordained Ministry requires Local Pastors to contact his or her mentor on a 

monthly basis.  They should meet face-to-face at least quarterly.  The mentor may 

offer help and guidance in a confidential and mutually beneficial relationship. 

Mentors should send a quarterly note to the District Superintendent indicating the 

dates and times of meetings.  For Local Pastors who have completed the five-year 

Course of Study or Seminary, mentoring is not required.  Retired elders, and 

retired Local Pastors (Course of Study or Seminary Complete) may serve as clergy 

mentors for Local Pastors.  
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IX. Discontinuance of the Local Pastor (See 2016 Book of Discipline, 

¶320.1)  

A. Please refer to the 2016 Book of Discipline for information regarding 

discontinuance and surrendering of license and credentials.  When a Local Pastor 

retires or is no longer under appointment or the District Committee on Ordained 

Ministry does not recommend continuation of the license for pastoral ministry, 

the license and credentials are surrendered to the District Superintendent for 

deposit with the secretary of the conference.  After consultation with the pastor, 

the former Local Pastor shall designate the local church in which membership shall 

be held.  Reinstatement takes place only upon recommendation by the District 

Committee on Ordained Ministry from which the license was discontinued, the 

Board of Ordained Ministry, and the Cabinet.  In cases where an appointment is 

not available, the person may be continued under the category “approved but not 

appointed.”  Such persons may be appointed at the discretion of the Bishop.  

Persons seeking reinstatement shall provide evidence that they have been 

members of a local United Methodist church for at least one year prior to their 

request for reinstatement.  A recommendation from the charge conference where 

membership is held is required.  Reinstatement may then be approved by vote of 

the clergy members in full connection (¶337.1). 
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X. Retirement of the Local Pastor (see 2016 Book of Discipline, 

¶320.5)  

A. A Local Pastor who has made satisfactory progress in the Course of Study 

(¶318.1or 318.2) may be recognized as a retired Local Pastor.  Pensions and 

Related Benefits information can be obtained from the conference pension 

officer.  Retired Local Pastors may attend the annual conference sessions with 

voice but without a vote.  Retired Local Pastors can be asked to help with 

sacraments.  
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XI. Course of Study Schools (See 2016 Book of Discipline, ¶319.3)  

A. Persons licensed as Local Pastors who are not provisional members shall 

continue in college, in a program of theological education at an approved 

seminary, or in the Course of Study.  The Course of Study for ordained ministry in 

The United Methodist Church is provided and administered by the General Board 

of Higher Education and Ministry for persons: 

1. who are certified candidates for ordained ministry,  

2. who have successfully completed a conference approved Licensing School, 

3. who have been licensed by the Bishop after approval by the District 

Committee on Ordained Ministry and Board of Ordained Ministry, and  

4. who are not attending college or an approved school of theology.  

B. The Course of Study is the basic theological education program of the 

Division of Ordained Ministry, Section of Elders and Local Pastors.  The Course of 

Study for Ordained Ministry is offered at regional Course of Study schools held 

each summer on the campuses of designated United Methodist theological 

seminaries.  

1. Further information may be obtained through the General Board of Higher 

Education and Ministry, http://www.gbhem.org. 

C. The Course of Study includes a 5-year Curriculum with 4 Courses/year. 

Consult your COS Website as Course Titles may vary.  

D. ¶1421.3.d. All work in the Course of Study shall be taken in programs 

approved by the Division of Ordained Ministry.  Upon approval of the Conference 

Board of Ordained Ministry, a candidate may complete up to one-half of the work 

through online courses developed by the Division of Ordained Ministry.  

E. A candidate who has attended an accredited and approved theological 

seminary may request that work completed in the school of theology be evaluated 

by the General Board of Higher Education and Ministry for transfer to the Course 

of Study.  The request for evaluation must come through the conference Board of 

Ordained Ministry by letter to the Local Pastor’s registrar.  

F. At the discretion of the General Board of Higher Education and Ministry, 

clinical pastoral education units or credit from an accredited graduate degree 

program may be applied to the Course of Study. 

http://www.gbhem.org/
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G. It is the policy of the General Board of Higher Education and Ministry to 

limit students to four courses per year in the Course of Study while enrolled in the 

basic five-year curriculum.  The reason for the limitation is that Course of Study 

students are expected to participate in a program of supervised ministry with a 

clergy mentor who will assist in the preparation of assignments and the 

integration of what has been learned with the practice of pastoral ministry.  

Students who wish to take fewer than the “norm” of 4 courses for full-time and 2 

courses for part time pastors MUST receive permission from their DCOM and the 

Local Pastor registrar.  

H. While Local pastors may certainly choose the School at which they would 

like to study, occasionally a transfer may be desirable.  However, multiple 

transfers are not likely to have a positive outcome.  While most Course of Study 

schools will allow the transfer of a number of credits, each Course of Study school 

prefers that the student fulfills the bulk of their work at one particular school.  

I. The General Board of Higher Education and Ministry pays tuition for each 

student enrolled in the four-week summer residential Course of Study schools.  

The Susquehanna Annual Conference offers a partial reimbursement ($225 as of 

2018) per Course passed with a minimum grade of “C” for those Local Pastors 

registered for the Course of Study.  Scholarships are not given for grades lower 

than “C.”  

J. The scholarship program for Course of Study is reviewed each year and the 

award is based upon the offerings taken annually by the churches of the 

Susquehanna Annual Conference on United Methodist Student Day.  Your 

expenses will surely be larger than your stipend, so care should be taken to have 

extra funds available.  Books and supplies are the responsibility of each Local 

Pastor.  Many churches provide budget money for the educational needs of their 

Pastor and the Local Pastor is encouraged to be in dialogue with their S/PPRC 

about additional support.  The minimum pastor’s compensation package includes 

a continuing education amount.  This can be applied to COS as an expense, as COS 

is considered to meet the yearly continuing education requirement.  

K. Local Pastors who receive a failing grade (“F”) in a class will be required to 

repeat the course at their own expense.  

L. The Course of Study schools listed seem to best serve the needs of Local 

Pastors in the Susquehanna Annual Conference.  However, you may attend other 

GBHEM certified schools:  
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1. Wesley Theological Seminary Washington DC 202-885-8688 Sara 

Sheppard 4500 Massachusetts Ave., NW Washington DC 20016 

ssheppard@wesleyseminary.edu www.wesleyseminary.edu/courseofstudy.  

2. Wesley Theological Seminary Philadelphia Area Extension School 267-258-

9507 Gordon Hendrickson PO Box 163 St. Peters, PA 19470 Gordon@acts6.org.  

3. Wesley Theological Seminary Buffalo, NY Extension School 716-677-0802 

Denise Barham 810 Union Road – West Seneca, NY 14224 

Denisebarham2000@yahoo.com www.unyumc.org/pages/detail/1464.  

4. The Ohio Valley COS (Methodist School of Theology METHESCO) 

http://www.mtso.edu/cos/ Course of Study School of Ohio at MTSO 740-362-

3120 3081 Columbus Pike Delaware, OH 43015 cos@mtso.edu.  

5. Methesco operates the Spring Heights, WV COS for part-time Local 

Pastors. Spring Heights Education Center COS 2067 Barrcut Road Spencer, WV 

25276  

6. Course of Study School of Ohio @ UTS 937-529-2218 Phyllis Nesselroad 

4501 Denlinger Rd. Dayton, OH 45426 cos@united.edu www.united.edu dept. 

link “course of study school of Ohio”  

7. Duke Divinity School 888-GO-2-DUKE Box 90965 Durham, NC 27708-0965 

http://www.divinity.duke.edu/learningforlife/programs/cos/ Duke Divinity School 

COS 919-613-5323 312 Blackwell Street, Suite 101 Durham, NC 27701  

8. Wesley Seminary offers full time Local Pastors four courses each summer. 

Two courses are offered each two-week period. Full time Local Pastors complete 

one full year by taking both two-week terms. Part time Local Pastors have the 

option of completing one-half year of the course of study by completing two 

courses (or one term).  

9. Duke Divinity School offers full time Local Pastors four courses taught in 

four consecutive weeks. The Duke Course of Study is not divided into two-week 

sections. On campus housing in dormitories is available in single or double rooms. 

Meals are the responsibility of the student. Campus cafeterias are available as are 

numerous local restaurants. Each dormitory has facilities for storage and cooking 

of food. Off- campus housing is available through campus housing. Apartments 

are available for one person or families. Registration forms may be obtained 

directly from the seminary. First year students may obtain the form by either 

calling the Seminary or the Office of Ministerial Services.  

http://www.wesleyseminary.edu/courseofstudy
mailto:Gordon@acts6.org
http://www.unyumc.org/pages/detail/1464
mailto:cos@mtso.edu


2017-2020 Susquehanna Annual Conference 
   Local Pastor’s Handbook, Page 19 of 35 

10. The Ohio Valley Course of Study School (Methesco) is for full-time and 

part-time Local Pastors, hosted by Methodist Theological School in Ohio in 

cooperation with United Theological Seminary. The school is held on the MTSO 

campus, with additional locations in West Virginia and Michigan, which is the site 

for the Native American extension. Courses are offered using a two-weekend 

format four times a year and over two weeks in the summer. There is generally 

one month between the first and second weekends of each course. Students may 

take one course during each regular term, and/or two in the two-week intensive 

program. (At the Spring Heights location in West Virginia, students take two 

courses over two, three-day weekends within the first three levels of courses, 

then one course per session over two, two-day weekends for upper level courses. 

(See below.)  

M. Check with your specific Course of Study School for the availability of 

Weekend Courses for Part-time Local Pastors.  

N. For Your Consideration:  

1. Care should be taken when making the decision as to which school to 

attend.  There are many factors to consider, including geographic location, 

facilities, class periods, and individual needs.  District Superintendents, clergy 

mentors, and the Office of Ministerial Services can offer advice as to particular 

circumstances.  One option is to contact a present or past student to learn of the 

particular schools that are most important to you.  

2. The curriculum is basically the same at all schools.  All require advance 

reading and written assignments and will assign reading and written work to be 

completed after the classes have ended.  It is advisable for the pastor, in 

consultation with the S/PPRC, to arrange for substitute preachers while in school.  

Weekend time is needed for study and rest.  Traveling home to preach adds to 

the stress of school (not to mention the added time needed for sermon 

preparation).  Your District Superintendent may be able to assist you with 

suggestions for substitute preachers. 

3. Your main task in the Course of Study program is to learn well the skills 

necessary for pastoral ministry.  Your churches should understand this and that 

you are given leave to study.  From time to time, pastors do get stressed out over 

trying to meet the needs of their parishioners while at the Course of Study School.  

Keep in mind that with adequate preparation, and with the help of your District 

Superintendent, others can readily cover the needs of your parish.  
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4. Registration forms may be obtained directly from the Seminary.  

Completed forms must be sent prior to the registration deadline with the 

registration fee first to your District Superintendent for signature and then to the 

Local Pastors registrar for signature with a stamped, addressed envelope for the 

seminary of your choice.  The forms will be mailed from the Local Pastors 

registrar’s office. A copy will be kept on file.  

O. Hispanic Course of Study Schools  

1. The General Board of Higher Education and Ministry sponsors three 

Hispanic Course of Study Schools.  They are held at Perkins Course of Study School 

in Dallas, TX, the North Central Jurisdictional Course of Study School at Garrett-

Evangelical in Evanston, Illinois, and the Course of Study School at Claremont in 

California.  Students interested in taking the Course of Study in Spanish may apply 

to the director of the Course of Study School at any of these schools.  The General 

Board of Higher Education and Ministry underwrites both the tuition and the 

transportation costs of students attending these schools.  For more information, 

contact the Office of Ministerial Services.  If you have other specific language 

needs, contact the Office of Ministerial Services for assistance and options.  

P. New Congregational Development and Lay Missioner Training Schools  

1. The New Congregational Development and Lay Missioner Training Schools 

prepare students for new congregational development among poor and 

marginalized people as part of the mission strategy of the United Methodist 

Church.  Those who successfully complete the program may qualify for license as 

a Local Pastor and/or credit in the Course of Study.  The Course of Study School at 

Emory in Atlanta and the Appalachian Local Pastors School in the Red Bird 

Missionary Conference has offered training in new congregational development.  

The Perkins Course of Study School in Dallas, TX, has offered Lay Missioner 

Training for Hispanic lay leaders and their pastors.  A similar program has been 

offered from time to time at Garrett-Evangelical Seminary in Evanston, Illinois.  

For Contact Information:  

2. Perkins: http://www.smu.edu/theology/coss/ENG/coss_eng_main05.html  

3. Garrett: http://www.garrett.northwestern.edu/content.asp?A=4&C=1199  

4. Also check with your District Superintendent before enrolling in either of 

these programs.  The Susquehanna Conference does not currently use persons in 

these categories as Local Pastors. 
 

http://www.smu.edu/theology/coss/ENG/coss_eng_main05.html
http://www.garrett.northwestern.edu/content.asp?A=4&C=1199
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XII. Local Pastors Preparing for Provisional Membership and Elders 

Orders (see 2016 Book of Discipline, ¶324.6-14)  

A. Local pastors may fulfill the requirements for provisional membership and 

commissioning when they have fulfilled those requirements as listed in ¶324.6-14.  

Among those are: 

B. Completed four years of full-time service or the equivalent; 

C. Completed the five-year Course of Study for ordained ministry of which no 

more than half can be completed by correspondence, distance learning or 

extension schools as offered by seminary approved university settings;  

D. Completed thirty-two semester hours of graduate theological study or its 

equivalent as determined by the General Board of Higher Education and Ministry, 

including a minimum of twenty-four semester hours of the basic graduate 

theological studies of the Christian faith including the areas of: Old Testament, 

New Testament, theology, church history, mission of the church in the world, 

worship/liturgy, and at least two semester or three quarter-hours in each of the 

areas of United Methodist doctrine, polity, and history.  Most Local Pastors will 

complete these courses through the Advanced Course of Study.  Four to six 

semester hours of credit may be earned each summer in this Advanced Course of 

Study (see below).  

E. Once commissioned a provisional member, all requirements for full 

membership and ordination as an elder must be met, including serving two years 

as a provisional member.  See ¶324, 2018 Discipline and the Susquehanna Annual 

Conference policies.  

F. Contact the Elders Registrar for the application deadline for interviews with 

the Board of Ordained Ministry.  Request an application packet prior to that date. 
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XIII. Advanced Course of Study  

A. The purpose of the Advanced Course of Study for Ordained Ministry is to 

provide a curriculum which will enable a Local Pastor to meet the educational 

requirements for full conference membership and ordination as an elder.  

1. The courses chosen will not duplicate those included in the basic five-year 

curriculum.  Courses selected shall include both foundational and functional 

studies appropriate to each candidate.  Foundational courses include studies in 

the areas of theology, church history, biblical study, or church in society.  

Functional courses include advanced work in counseling, church administration, 

preaching, teaching or worship.  Courses in evangelism and United Methodist 

history, doctrine and polity are required.  

2. Four to six semester hours of credit may be earned each summer in the 

Advanced Course of Study.  

3. Advanced Course of Study students may enroll in the Master of Divinity 

curriculum courses.  

4. Each student shall have all courses approved and recorded by the General 

Board of Higher Education and Ministry.  

5. Graduate studies not taken in a theological school, which parallel courses 

offered for advanced studies, may be approved by the General Board of Higher 

Education and Ministry to a maximum of nine semester hours.  Such studies must 

have been taken within the last 10 years.  

6. One basic unit of Clinical Pastoral Education may be recognized as the 

equivalent of six semester hours in the Advanced Course of Study.  

7. Susquehanna Annual Conference students must meet the educational 

requirements set by the Board of Ordained Ministry for full membership and 

ordination as an elder.  These requirements must be met one full year prior to 

ordination.  

8. Advanced Course of Study courses are offered during the summer 

sessions with the regular Course of Study schools.  (See Section 11 - Course of 

Study Schools as above for registration, scholarship, and cost information.) 
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XIV. Applying For Associate Membership  

A. Some Local Pastors may wish to apply for Associate Membership in the 

Annual Conference after they have completed Course of Study.  An Associate 

Member has the same appointment security as Elders have and are fully itinerant.  

B. Requirements for Commissioning and Ordination Susquehanna Conference 

Board of Ordained Ministry for Licensed Local Pastors, COS Complete, Seeking 

Associate Membership (Full itineration)  

C. Disciplinary requirements: Refer to ¶ 321-322 in The Book of Discipline 

1. Reached 40 years of age (¶ 322.2)  

2. Served four years as full-time Local Pastor (¶ 322.3).  Per Susquehanna 

Conference policy, two of these years are to be served following completion of 

COS.  Those years must be full time and are not to be rolled into a 2 year 

equivalent.  

3. Completed five-year, 20 credits, Course of Study (¶ 322.4).  Half of which 

may be taken by week end, online/distance learning or correspondence.  

4. Completed a minimum of 60 semester hours toward a Bachelor of Arts or 

equivalent at an approved school or university. (¶ 322.5)  

D. Each candidate will ask his/her District Committee on Ordained Ministry to 

approve their application for Associate Membership.  

E. Each candidate will ask his/her District Superintendent to submit a 

reference.  

F. Contact the Local Pastors’ & Associate Members’ Registrar for the 

application packet and information regarding interviews with the Board of 

Ordained Ministry.  Request an application packet prior to that date.  

G. Each candidate will submit written materials and be interviewed in: 

Worship, Life Issues, Theology, Discipleship Plan, and Bible Study.  
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XV. Fellowship of Local Pastors and Associate Members (FLPAM)  

A. The Susquehanna Annual Conference places a high value on the ministry of 

the Local Pastor.  The first line of support for the Local Pastor, until he or she 

completes their course of study (Course of Study or Seminary), is their Clergy 

mentor.  Through this relationship, the Local Pastor has an advocate, a prayer 

partner and a person of wise counsel with whom to relate.  The Local Pastor also 

has the counsel of the Local Pastors’ and Associate Members’ registrar, clergy 

colleagues and of course, their District Superintendent.  We believe in being 

connectional.  This is to say that we share our joys, our resources, our support for 

each other, and our love for Christ in ways that keep us healthy and productive in 

our life and our ministry.  

B. From time to time, certain circumstances warrant additional help.  Family 

crises, health related emergencies and unexpected difficulties arise.  The Local 

Pastor has a great variety of resources at hand.  Do not be afraid to ask for help 

when you need it.  The annual conference provides budget and debt counseling 

services, personal and family therapy services (including the service of a Chaplain) 

and other such helps.  The Fellowship of Local Pastors and Associate Members 

seeks to assist each Local Pastor and Associate Member in the highest standards 

of ministry.  Please take time to learn what it means to be in this connection and 

seek to practice being in connection with ALL of your colleagues in ministry.  When 

you need help, you are encouraged to ask for it.  

C. Purpose                                                          

1. The purpose of the Fellowship of Local Pastors and Associate Members is 

to provide a direct connection to the ministry of the Order of the Elders, Order of 

Deacons, and Certified Lay Ministers with Local Pastors and Associate Members of 

the Annual Conference.  Together we are partners with Christ in the ministry of 

the church to our world.  In Proverbs we read “As iron sharpens iron so one person 

sharpens another” (27:17).  The Fellowship functions to inform Local Pastors and 

Associate Members in ministry, affirm them in their work and inspire them in 

their calling.  Through the unique connections formed through this Fellowship, 

our Local Pastors and Associate Members have an additional space which could 

lead to the nurturing of meaningful collegial relationships that could deepen their 

faith and create a natural and beneficial sense of accountability in ministry.  In 

addition, the Fellowship can strengthen the sense of shared ministry with the 

Order of Elders, Order of Deacons, and Certified Lay Ministers to create an 

authentic camaraderie in our calling.  
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D. Organization                                                                                                            

The Fellowship’s Steering Committee is organized to have a minimum of two and a 

maximum of five Representatives from each District, a Local Pastor or an Associate 

Member to serve as Chair, and a Local Pastor or an Associate Member to serve as 

Secretary.  These are the Officers of the Fellowship.  

1. In addition, the Local Pastors’ and Associate Members’ Registrar, the Local 

Pastors’ Licensing School Dean, the Chairperson of the Order of Elders, a Cabinet 

Representative, at least one Retired Local Pastors’ Representative (Licensed) and 

at least one Retired Associate Members’ Representative will serve on the 

Fellowship Steering Committee to guide and advise the Fellowship in its work and 

function.  The resident Bishop also serves to convene and guide the Fellowship.  

2. The Chairperson and Secretary of the Steering Committee will be 

nominated by the Board of Ordained Ministry and elected by the Clergy Session of 

Annual Conference for the upcoming quadrennium.  The Bishop, in consultation 

with the Cabinet and the Board of Ordained Ministry, will select Steering 

Committee members in accordance with the above.  

E. Role of the Order of Elders, Order of Deacons, Certified Lay Ministers, and 

the Board of Ordained Ministry                                                                                                                             

1. The ministry of all Local Pastors and Associate Members is directly 

connected to the ministry of Elders, Deacons, and Certified Lay Ministers.  Our 

shared ministry with Elders, Deacons, and Certified Lay Ministers is to make 

disciples of Jesus Christ for the transformation of the world and to preach the 

word; additionally, our shared ministry with Elders is to order the church and to 

administer the Sacraments.   

2. The Order of Elders models transformational ministry in the Wesleyan 

spirit of connection in order to affirm, and by grace, inspire, the Local Pastors and 

Associate Members in our common tasks for Jesus Christ and his church.  

3. The Board of Ordained Ministry guides Local Pastors and Associate 

Members to faithfully follow our United Methodist Discipline and to provide 

guidance and encouragement to them.  In addition to spiritual and ethical 

nurture, the Board of Ordained Ministry Chairperson ensures financial 

representation of the Fellowship to the conference Council on Finance and 

Administration in our yearly budgeting process.  

F. Structure of the Steering Committee  

1. The Chairperson  
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a) By Discipline, one Licensed Local Pastor or Associate Member shall be 

nominated and elected at the Clergy Session to serve as Chairperson of the 

Fellowship for the upcoming quadrennium.  The Chairperson will call meetings of 

the Steering Committee, move the work of the meetings, and ensure that each 

District Representative is fully informed of the work of the Fellowship.  The 

Chairperson will also work for consensus in the Steering Committee and assist in 

developing the programmatic work of the Fellowship.  

2. Secretary  

a) One Licensed Local Pastor or Associate Member shall be nominated and 

elected by the Fellowship Membership to serve as Secretary.  The duties of the 

Secretary will include keeping accurate minutes of Steering Committee meetings 

and keeping our Local Pastors and Associate Members informed of the 

Fellowship’s activities via the Annual Conference’s communication structures (i.e., 

the Link and QuikLink, etc.) and via all Steering Committee Members.  

3. District Representatives 

a) A minimum of 14 and a maximum of 35 persons, being Licensed Local 

Pastors or Associate Members currently under appointment, shall be named by 

their respective District Superintendent and approved by the resident Bishop.  

They will attend Steering Committee meetings to determine how the needs of our 

Local Pastors and Associate Members may best be met by the Fellowship and 

they will actively participate in the planning, preparation, execution and 

evaluation of the Fellowship’s activities.  

4. Registrar  

a) The Local Pastors’ and Associate Members’ Registrar serves in an 

advisory capacity and regularly reports the Fellowship’s needs, concerns and 

progress to the Board of Ordained Ministry.  

5. Dean of the Local Pastors Licensing School  

a) The Dean of the Local Pastors’ Licensing School serves in an advisory 

capacity, has input, and will monitor the Fellowship’s needs and will relate to the 

Licensing School’s curriculum needs.  

6. Chairperson of the Order of Elders  

a) The Chairperson of the Order of Elders serves in an advisory capacity and 

will report the needs, concerns and progress of the Fellowship to the Bishop, 

Cabinet and the Board of Ordained Ministry.  The Chairperson also communicates 

to the Order regarding the shared ministry of the Fellowship of Local Pastors and 

Associate Members and the Order of Elders. 
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7. Chairperson of the Order of Deacons 

a) The Chairperson of the Order of Deacons serves in an advisory capacity 

and will report the needs, concerns and progress of the Fellowship to the 

Members of their Order.  The Chairperson also communicates to the Order 

regarding the shared ministry of the Fellowship of Local Pastors and Associate 

Members and the Order of Deacons. 

8. Certified Lay Minister Representative 

a) A Certified Lay Minister Representative serves in an advisory capacity and 

will report the needs, concerns and progress of the Fellowship to their Colleagues.  

The Certified Lay Minister Representative also communicates to all Certified Lay 

Ministers regarding the shared ministry of the Fellowship of Local Pastors and 

Associate Members and Certified Lay Ministers. 

9. Bishop  

a) The Bishop, by Discipline, convenes the Fellowship and is responsible for 

its well-being, direction and nurture and serves to discern and coordinate our 

shared ministry in the Annual Conference.  

10. Funding & Budget Process  

a) The Chairperson of the Board of Ordained Ministry shall consult with the 

Steering Committee and the Local Pastors’ and Associate Members’ Registrar 

annually to develop a Fellowship ministry budget and will represent the 

Fellowship to the Conference Council on Finance and Administration.  Anticipated 

costs include guest speaker fees and expenses, retreat expenses, printed material, 

and media resources, etc.  
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G. An Overview of the Work of the Fellowship 

1. The Fellowship will organize its ministry in accordance with the Discipline 

as outlined above.  To address basic information and spiritual growth needs 

among our Local Pastors and Associate Members, the Steering Committee will 

offer training in best ministry practices and opportunities for spiritual 

development, utilizing connectional resources to learn and grow so our ministries 

increase in effectiveness.  Our focus is to offer varied, timely, practical help via 

programs and avenues to develop a spirituality supporting and sustaining 

transformational leadership as Pastors live out the gospel in all aspects of life.  

Pastors as professionals are the last of the “general practitioners,” often pressed 

to compile appropriate and timely Gospel-sharing resources.  Within our 

conference are experienced persons able to offer help with best practices and to 

excite new ideas and worthwhile cautions.  We also have a Center for Spiritual 

Formation offering spiritual direction and enrichment resources.  Our larger 

connection also offers a wealth of Wesleyan resources that could benefit our 

Local Pastors and Associate Members.  A regular Meeting Schedule will be set by 

the Steering Committee. 

2. All regular meetings begin at 10:00 am and go until approximately Noon 

and will be in the RidgeCrest Building at RiverWoods Senior Community, 3201 

River Road, Lewisburg, PA 17837, or other location approved at the last convened 

meeting if this primary meeting place becomes unavaiable.  For directions, go to 

riverwoods.org/directions/. 
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XVI. Pensions and Related Benefits for Local Pastors  

A. Contact the Conference Treasurer’s office in Mechanicsburg. Contact 

information can be found at susumc.org/index.php/about-us/finance-

administration.  
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XVII. Clergy Taxes  

A. United Methodist Clergy taxes are challenging.  Many tax preparers are 

NOT familiar with the nuances of clergy taxes.  You are encouraged to attend the 

Clergy Tax seminar which is generally held each fall.  Watch the QuikLink for 

details.  Clergy are considered employees for IRS purposes but self-employed for 

Social Security.  You must make quarterly payments towards your Social Security 

taxes.  State and local taxes may be withheld.  Federal tax may be withheld or paid 

quarterly along with the Social Security tax.  
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XVIII. Paperwork and Reports  

A. There is of course, much administrative work to be done by the Local 

Pastor.  Reports need to be filed, statistics need to be updated on a regular basis, 

and the membership records need to be accurate.  

B. Weekly Vital Sign reporting. 

C. The preparation for charge conference begins as soon as one is appointed 

to a charge and continues through the year. These steps will help to ensure a 

successful charge conference:  

1. Watch for an announcement from the district superintendent regarding 

the availability of charge conference materials on the conference Website.  The 

annual conference website [http://www.susumc.org] has links to the charge 

conference report forms.  

2. Dates for Charge/Church conferences are generally assigned by the 

District Superintendent.  When known, place the date on the charge calendar and 

announce it to the charge.  Follow the guidelines in the Discipline for announcing 

Charge/Church Conference.  

3. Be sure to schedule meetings with your S/PPRC and finance committees 

so they can begin their work and be prepared at charge or church conference 

with accurate information.  

4. As soon as possible begin meeting with the committee on lay leadership to 

secure the necessary personnel to do the work of ministry in the local church.  It 

is not always necessary to fill every position listed on the district and conference 

forms.  

5. Some forms and reports need to be distributed to lay persons (such as the 

Report of the Trustees to the trustee chairperson, lay speakers, etc.) well ahead 

of the scheduled charge or church conference.  If possible, make copies of the 

previous year’s reports to assist them in the completion of the reports for the 

current year.  

6. Keeping good records throughout the year helps to ensure that everything 

needed for the charge or church conference reports is accurate and up-to-date.  

7. The clergy mentor should be a primary resource to the Local Pastor in 

preparing for the charge conference.  
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D. End of the Year Reports  

1. Many of the same statistics that were reported at the charge conference 

will need to be filed on a special report at the end of the year.  These reports 

cover the calendar year, from the first of January to the end of December, and 

become the basis for the figures found in the yearly Journal of the annual 

conference.  

a) These reports will be available on-line.  Watch for information through 

the QuikLink.  

b) Note the dates by which all monies are to be paid on your yearly shares of 

ministry by the conference treasurer.  

c) Schedule a time to work with the church treasurer to meet and figure the 

amounts to be reported.  Other persons, such as your membership secretary, 

trustee’s chairperson and S/PPRC chairperson will need to be contacted as well 

for help in obtaining membership, financial and other figures.  

d) Ensure that all reports are submitted by the January 31 deadline.  Annual 

audit is due March 15.  

2. Membership Records  

a) It is absolutely essential that thorough and accurate membership records 

be maintained.  If the church being served is not using the Membership Record 

System for the Local Church, or something similar, every effort should be made to 

change to that type of record keeping.  The Local Pastor will want to be diligent in 

maintaining a chronological roll of the church’s members, which will make it 

possible to know at a glance how many members are currently enrolled in the 

church.  If the church does not have a layperson serving as membership secretary, 

one should be recruited to help with maintaining this record as well as the 

preparatory membership roll, records of baptisms, changes in membership, and 

records of all births, deaths, marriages, etc.  Good record keeping is a key part of 

the ministry of administration. 
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XIX. Who’s Who  

A. District Superintendent (DS): Your primary relationship is with your District 

Superintendent.  Call him/her about appointment information and with questions 

that your mentor suggests that you refer to the DS.  Get to know your DS.  The 

better your DS knows you, the better your DS can represent your gifts for ministry 

in the appointment process.  

B. District Committee on Ordained Ministry (DCOM): Your primary 

relationship related to your credentials for ministry.  Files on Local Pastors are 

kept by the DCOM.  

C. Clergy Mentor: A person assigned by the DCOM in cooperation with the 

District Superintendent to mentor all Local Pastors who have not completed 

Course of Study or Seminary.  

D. Registrars of the Board of Ordained Ministry: provide help to district 

committees and District Superintendents in working with Local Pastors, coordinate 

registrations for the Course of Study, licensing school, new clergy orientation, and 

work with Local Pastors who are seeking ordination.  

E. Chairperson of the Board of Ordained Ministry:  If you have questions or 

requests of the board, you can contact them at scboom.org.  If you are making 

application under an exception in The Discipline, you must write a letter, stating 

the reason for the exception.  The Executive Committee of the board will act on all 

requests as needed.  

F. Pensions and Health Insurance:  Contact the Conference Treasurer’s office 

in Mechanicsburg. Contact information can be found at 

susumc.org/index.php/about-us/finance-administration 
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XX. Continuing Education  

A. Guidelines for Continuing Theological Education and Spiritual Formation 

Board of Ordained Ministry  

1. For the following persons  

a) Elders under appointment,  

b) Deacons in full or Associate Membership under appointment;  

c) Local Pastors under appointment;  

d) Diaconal ministers;  

e) Associate Members under appointment.  

2. The minister, in consultation with the S/PPRC and the District 

Superintendent, shall develop a continuing theological education program 

annually.  The Board of Ordained Ministry is charged with providing support 

services and certification of continuing education events.  Support includes help 

in learning how to plan a program for continuing theological education which 

enables ministry, making continuing theological education events available, and 

providing limited financial resources upon written request to the continuing 

education and spiritual formation committee to participate in approved programs 

when funds are available.  

B. Minimum Standards for Continuing Education and Spiritual Formation  

1. The measuring unit shall be a Continuing Education Unit (C.E.U.).  

2. Definition of a C.E.U.: Each of the following shall be the equivalent of one 

C.E.U.:  

a) Ten contact hours (instructional session or its equivalent) under qualified 

leadership.  It is assumed that programs sponsored by an agency of the general 

church, jurisdiction, conference, district, ecumenical, or community service 

institution or covenant study groups will have qualified leadership.  In such 

instances, a letter from the sponsoring agency will be sufficient.  For professional 

study-travel, only trips which provide the required contact hours (lectures, 

discussions under qualified leadership) are acceptable.  Repeat trips to the same 

place will not qualify.  

b) Twenty hours of reading and reflection in the knowledge competency 

areas as follows: scripture, theology, church history, church polity, 

understanding and practice of the art of communication (including computer 

literacy), and human relations, provided that no more than one C.E.U. defined as 

reading and reflection may be credited toward the minimum standard annually.  

c) The sponsoring agency should provide C.E.U. certificates.  If attending an 

event that is not issuing a certificate, an application to the Continuing Formation 

Committee of the Board of Ordained Ministry may be made by documenting 

attendance and contact hours.  If approved, BOOM will issue a certificate. 

 



2017-2020 Susquehanna Annual Conference 
   Local Pastor’s Handbook, Page 35 of 35 

C. ACCOUNTABILITY  

1. A. The primary instrument of accountability will be an annual report made 

during the fall months on continuing education completed during the year.  The 

report form will be included in the Charge Conference forms.  Note that 

continuing education/formation is reported based on the conference year and 

not the calendar year, 10 CEUs minimum per quadrennium, exclusions given to 

those in Course of Study or Seminary.  

2. B. Copies of the report will be distributed to: (1) the charge conference, 

(2) the District Superintendent.  

D. Program Areas for Continuing Education  

1. The following areas are affirmed as appropriate for continuing education 

and spiritual formation.  It is suggested that at least one half of the total 

continuing education applied to minimal standards over a quadrenium should be 

spent in professional and pastoral studies to enrich your ministry.  Some clergy 

spend time pursuing other studies for personal enrichment, and that is often a 

healthy way to channel your energy and discover new abilities, skills and insights.  

Spiritual formation through events focusing on prayer, Bible study and other 

spiritual disciplines and retreats is especially important in sustaining ongoing 

ministry.  Each year, in January, you are required to give a report of your 

continuing educational pursuits.  The report is due to the office of the District 

Superintendent by January 31st, each year.  

E. Financial Assistance  

1. Check the Board of Ordained Ministry Website for information on financial 

assistance. 


