Supplement for Conferences/Missions – page 1

Welcoming Interns to the Conference/Mission
At the commencement of the internship, the conference/mission should host a special orientation day for the new intern(s) and their spouse(s).  This day should involve the President, General Secretary, Chief Financial Officer, Ministerial Association Secretary, the Intern Supervisor(s), and other appropriate personnel.
  
This occasion provides the opportunity to introduce the intern to the office personnel, and to

share conference expectations of the intern, and what the intern may rightly expect from the conference.  It is also an opportunity to clarify issues relating specifically to:

· the intern’s role and function, and specific responsibilities, and their relationship with the supervisor

· conference strategic plans / values 

· expectations regarding conference events – eg participation at camp set up, camp meetings, camp demolition, ADRA appeal and regional days etc 

· expectations regarding the intern’s involvement in church events – eg, Sabbath School, social functions, training programs, and other various activities

· appropriate boundaries in ministry, and in internship including:

· Working with children

· Relating to the opposite gender

· Abuse & harassment issues

· Financial management & boundaries

· Ethical friendships within the congregation

· expectations and processes of reporting

· wages and allowances – and how to access them

· car allowance – options for conference cars etc
· phone budget

· location allowance

· home office allowance

· book and equipment subsidy 

· accessing entry to:

· the health fund

· the benevolent fund and / or the compassionate fund
· ACAST

· holiday privileges and processes

· lending libraries available -- eg Union & Conference Minister’s lending library
This occasion will also provide an ideal time to provide a ‘Welcome to Ministry’ pack to the intern which would include:
· Welcome letter from the Conference/Mission President or Ministerial Secretary 

· Current Church Manual

· General Conference Minister’s Handbook

· Union Minister’s Handbook (where applicable)
· South Pacific Division Policy book (available electronically)

· Conference Month Report book or other reporting procedures
· Conference procedures statement

· Baptismal Certificates

· Diary – recommended: QUO VADIS Minister diary (it has a full day for Sabbath)
· South Pacific Division Internship Manual
� It is assumed that a letter of appointment will have been sent to the intern, outlining details relating to employment.
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