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GENERAL GUIDELINES

1. Take the time to read through this booklet carefully. 
 
 

2. Become aware of what you are responsible to fulfill. Delegate to others when 
helpful. 
 
 

3. Become familiar with what is expected from others in this transitional process. 
 
 

4. Please remember that this is an extremely busy and stressful time for moving 
pastors and their families. 
 
 

5. Laity are encouraged to be supportive and helpful with the pastoral change. 
Pastors are encouraged to carefully plan ahead and be certain all details are 
covered. 
 
 

6. These guidelines are provided to assist both laity and clergy in their planning 
for transitions. There are many details, but with helpful assistance from all, 
they should not be overwhelming. 
 
 

7. Call your District Superintendent if you need help in any way during this time 
of transition. 
 
 

8. Note for churches with staff: Usually large churches with staff refer to the “PPR 
Committee” as the “Staff/Parish Committee”. For simplicity, the term “PPR” is 
used consistently. When appropriate, you are encouraged to make mental note 
of this transition in reference to the committee.
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The time of transition for pastors creates one of the most difficult seasons in 
United Methodist ministry. Pastors and laity find themselves filled with both 
anticipation and sorrow as established relationships are broken in preparation for 
“beginning again.” 

Some have found it helpful through the years to consider transition in ministry 
as though one is reading an interesting novel. We complete one chapter never 
knowing what the next has to offer. There is always a sense that the author has 
prepared some nice surprises to follow. So is the case with the “comings” and 
“goings” of United Methodist pastors. We trust that the mighty power of God 
moves with those servants who give their lives in ministry. 

In order for healthy transitions to take place, we all have to work together making 
certain that lots of details are covered. That is the purpose of this handbook. Both 
the pastor and the laity are to share these responsibilities in order that it all be 
accomplished. 
 

Call your District Superintendent if there are any questions related to this 
material. It is critical that you be intentional about these transitional issues, and 
do all possible to enable this to be a good move!
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ON SAYING GOODBYE –  
THE ROLE OF THE CHURCH 

Saying goodbye in appropriate ways is essential for healthy closure. These 
guidelines are merely suggestive. You are encouraged to be sensitive, creative 
and generous in saying goodbye.

1. Chair of Pastor/Parish Relations Committee: 
The chair of the Pastor/Parish Relations Committee is the primary lay person 
responsible for insuring a healthy farewell for the pastor/family. 

2. Lay Leader and other Officers: 
The chair of the PPR Committee will consult with the committee and work 
with the Lay Leader, Trustees, Parsonage Committee and others to plan for a 
smooth transition. 

3. Ways to be supportive: 
The chair of the PPR Committee is encouraged to stay in close contact with the 
pastor, finding ways to be supportive. The pastor is the one who will feel the 
most stress and pressure in the move. It is good to remember that: 

a. Every pastor/family touches certain individuals in very special ways. There 
are always those who grieve when “their” pastor moves. 

b. Pastors/families also grieve knowing they are leaving loved ones behind.

c. The Pastor/Parish Relations Committee is responsible to make sure the 
congregation and pastor are given an opportunity to say goodbye in a 
meaningful, concrete way. Your pastor needs packing and cleaning time. 
Consult with the pastor to schedule the time. In some churches, the United 
Methodist Women or some other group sponsors this moving event. The 
committee should make sure some group takes the lead and such an event 
is held.

d. The PPR Committee is the group to think through and communicate, with 
other church leaders, concerning ways in which to express appreciation for 
the pastor/family. If there are children in the pastor’s family, you may want 
to consider ways in which they can be affirmed. Being the “preacher’s kid” 
is not always easy!

e. Be conscious of some members feeling betrayed or hurt by the pastor’s 
moving. At times people pull away from the pastor to avoid dealing with the 
pain of separation.

f. Pray for wisdom to model for others in the congregation ways of facing 
grief/anger and dealing with these emotions in a healthy way.
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g Be sure to celebrate some of the high moments of your life together as 
a congregation with the pastor. Hopefully there will be times for joyful 
remembrances and laughter as well as tears!

4. Informing the Congregation: 
Use your best judgment when deciding how to inform the congregation your 
pastor is moving. Discuss this with your pastor and District Superintendent. 
Most likely word has already spread throughout the community that a change 
is taking place. The District Superintendent maintains a close contact with the 
PPR Committee and informs the chair of the Cabinet’s decision. The Cabinet 
announces who will replace your pastor on a rolling basis. After that date, it 
will be appropriate to provide information in your church publications as well as 
congregational announcements. 

5. Lame Duck: 
Please remember that your present pastor is still your pastor until moving 
day. Do your part in avoiding the problem of the weeks before moving day 
becoming “lame duck” days. 

6. Parsonage Review: 
It is often painful for the parsonage family to have people in the church going 
through the parsonage at different times. (If there is no Parsonage Committee 
organized, then the chair of the PPR Committee is responsible.) You are 
encouraged to do this with sensitivity but also with honesty. If repairs are 
needed, work out a schedule with the pastor. Try to avoid having members 
coming in and out of the parsonage as volunteer repair persons. This requires 
enormous sensitivity: you do not wish to add to the stress of the moving 
pastor/family, nor do you wish to have a parsonage incomplete for the new 
pastor/family. 

7. Finances: 
The chair of the PPR Committee needs to work with the pastor and Finance 
Committee to make every effort to pay 50% of the Priority 1 apportionments 
and the District Apportionments are paid. Failure to do so reflects very 
negatively on the pastor and congregation. Your present pastor is to be paid in 
full for the month of June. 

8. Goodbye means Goodbye! 
Remember that saying goodbye includes an understanding that when the 
pastor leaves, he/she does not return for pastoral functions. You will have a 
new pastor for those ministries. Both pastor and laity are encouraged to follow 
this very important professional procedure. Too often we have new ministry 
handicapped by this problem. 
 

Celebrate the joys,
forgive the mistakes, and
bid farewell with grace
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An Order of Farewell to a Pastor 

This order may be used within a service of worship on the last Sunday before a 
pastor moves to another congregation or retires, or it may take place at a special 
service.

As a Response to the Word, the lay leader or another designated leader 
comes forward and announces that the time has come to say farewell to the 
pastor.
 
One or more persons may recall with thanksgiving the pastor’s ministry. A gift or 
symbol may be given with appropriate words of thanks. A stole may be left to put on 
the next pastor. 

The pastor and congregation may release one another with these or similar 
words:

Pastor --
I thank you, the members and friends of Name United Methodist Church, for the 
love and support you have shown me while I have ministered among you.

I am grateful for the ways my leadership has been accepted. I ask forgiveness for 
the mistakes I have made.
As I leave, I carry with me all that I have learned here.

Congregation --
We receive your thankfulness, offer forgiveness,
and accept that you now leave to minister elsewhere. We express our 
gratitude for your time among us.
We ask your forgiveness for our mistakes. Your influence on our faith and 
faithfulness will not leave us with your departure.

Pastor --
I accept your gratitude and forgiveness, and I forgive you,
trusting that our time together and our parting are pleasing to God. I release you 
from turning to me and depending on me.
I encourage your continuing ministry here and will pray for you and for your new 
pastor, Name.

The pastor may pray extemporaneously, or the pastor and congregation may join 
in the following prayer:

Eternal God, whose steadfast love for us is from everlasting to everlasting, we 
give you thanks for cherished memories and commend one another into your care 
as we move in new directions. Keep us one in your love forever, through Jesus 
Christ our Lord. Amen.

A hymn may be sung.
(Reference: United Methodist Book of Worship, 1992)
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ON SAYING WELCOME! –  
The Role of the Church 

The kind of welcome that is extended to the incoming pastor/family often sets 
the tone for the relationship that will exist between pastor and congregation. 
It is difficult to adequately prepare a farewell for one pastor/family and at the 
same time prepare to welcome the new pastor/family. Yet, as challenging as it 
may be, it is essential that both the “letting go” and the “embracing” be equally 
addressed. Above all, be creative and plan to make the welcome one of joy and 
real excitement.

Following are some guidelines to assist you in welcoming the new pastor/family. 
The primary responsibility for this rests with the chair/members of the PPR 
Committee.

1. PPR/Chair: 
The chair of the PPR Committee is encouraged to stay in touch with your 
District Superintendent. 

2. PPR Committee: 
After the April Cabinet Meeting, the District Superintendent will be 
establishing a “Meet Your Pastor” gathering with the PPR Committee and 
incoming pastor. At this time the new pastor will be visiting the parsonage 
and church/churches of the new appointment. The goal in all of this is to 
give the new pastor/family a real sense of welcome! 

3. Extend an early welcome! 
Encourage some of the church leaders to write notes/letters of welcome 
to the new pastor/family after the formal announcement is made to the 
congregation. 

4. Remember the children: 
If there are children/youth in the incoming pastor’s family, consider ways to 
help them feel welcome. You are encouraged to think creatively. Prepare for 
entertainment during early days. 

5. Welcome reception? 
The PPR Committee Chair should discuss with the incoming pastor plans 
to welcome his/her family. This can include such things as a reception, 
fellowship gathering, neighborhood groups, etc. 

6. Moving plans: 
The PPR chair needs to discuss with the incoming pastor plans involving 
moving day schedule, etc.  

7. First Sunday: 
The PPR chair needs to be the primary contact person relative to the first 
Sunday. Discuss your role in terms of presenting the pastor/family to 
the congregation. Mutually agree how this will be done in the context of 
worship/reception/order of worship, parish newsletter, etc. (See “An Order 
for The Celebration of an Appointment” Pg. 18.)
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8. PPR meeting with new pastor: 
Discuss with the incoming pastor a date for your first PPR Committee 
meeting. It is important for the PPR Committee to meet with the pastor 
within the first couple of weeks. One of the suggestions for this first 
meeting is to use the “Expectations of the Pastor’s Role” (see next page). 
This allows for understandings to be clear. This instrument then becomes 
the basis for review of the pastor’s ministry in the months ahead. 
 
Also, be sure a clear understanding is established regarding office hours, 
time off, etc. Support your pastor in the discipline of keeping regular hours 
so as to be available to the congregation, as well as time for personal 
replenishment. It is helpful to interpret to the congregation that pastors are 
generally heavily committed on weekends and need to take time off during 
the week. 
 
In that first meeting, discuss with your pastor any understanding you have 
about policies relating to weddings, funerals, etc. Share church goals with 
the pastor. In the first meeting, go over the pastor’s compensation and pay 
periods. Be clear about such things as utility bills, purchase/payment of 
office supplies, etc. 
 
Set dates for future meetings; you may want to meet more frequently the 
first year. 
 
Remind members of the PPR Committee that they serve as the primary 
listening and support group for the pastor. 

9. Vacation plans: 
Discuss vacation time immediately. Remember that since the United 
Methodist Church has an itinerant ministry, if the pastor has not had a 
vacation prior to the move then it is appropriate and important to enjoy 
a vacation before the end of the year. (There are vacation and continuing 
education policies established by the Cabinet. Consult with your D.S. for 
details.) 

10. Church leaders’ meeting: 
Consider arranging a meeting of the Lay Leader and persons from various 
groups in the church with the new pastor. This might be a dinner or an 
informal gathering. 
Hopefully the new pastor will not be put in a position of needing to make 
major decisions during his/her first few weeks. This beginning time ought to 
provide opportunities for getting to know the congregation. 

11. Congregation understanding: 
Discuss ways of encouraging the congregation to welcome the new pastor 
and to be patient as he/she learns names/traditions of the church.

Please remember that these are not rules but suggestions to stimulate 
your thinking. You have a sacred trust. Pray for wisdom and insight
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Expectations of the Pastor’s Role 

To be used with the new pastor at first meeting of PPR Committee.

How important is each pastoral function to you? On the line in front of each 
statement, write the number 6 if you think the function is extremely important, 1 
if you think it is extremely unimportant. Otherwise rank the responsibility as 2, 3, 
4 or 5 as you estimate it somewhere in- between.

  1. Works with adults in adult small groups and/or special study series, etc.

  2. Participates in community projects and organizations

  3. Ministers to the sick, dying and bereaved.

  4. Leads corporate worship.

  5. Works with congregational boards and committees.

  6. Maintains a disciplined program of prayer and personal devotion.

  7. Accepts speaking engagements before community and civic groups

  8. Oversees church office activities, church bulletins, correspondence, 
records

  9. Tries to maintain harmony and resolve conflict among church members 
over church programs, finances and elections.

  10. Prepares and preaches sermons.

  11. Visits new residents and engages new members.

  12. Counsels with persons about their personal problems.

  13. Follows a disciplined program of continuing education.

  14. Works with children, visits children’s Sunday school classes, gives 
children’s sermons.

  15. Assists victims of social neglect, injustice, and prejudice; cooperates 
with social services and charitable programs.

  16. Works with youth (junior and senior high) 



11

  17. Administers baptism and communion, conducts weddings and funerals.

  18. Cultivates a home and personal life with some friends and interests 
outside local church activities.

  19. Leads financial drives and building programs.

  20. Talks with individuals about their spiritual development, faith and 
beliefs.

  21. Participates in denominational activities and conferences 

  22. Presents denominational programs to the congregation.

  23. Helps plan church budget and oversee church finances.

  24. Fosters fellowship at church gatherings.

  25. Serves as an example of high moral and ethical character.

  26. Maps out objectives and helps plan over-all church strategy and 
programs.

  27. Empowers and equips people to serve, including in leadership roles. 

  28. Visits regularly in the homes of the membership.

  29. Counsels people facing major decisions of life, such as marriage.

  30. Suggests new ideas for activities and church programs.

  31. Promotes enthusiasm for church ministry efforts.

  32. Gives oversight to the Sunday school program of the church.

  33. Leads confirmation classes for youth and adults.

Now that you have completed the questionnaire, please go back and draw a 
circle around the number of the five functions that you consider most important. 
Discuss the outcome with one another and your pastor.
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An order for the Celebration  
of an Appointment 

This order is intended primarily for use within a corporate service of worship. It 
may be led by the chairperson of the PPR Committee or by some other designated 
leader in the congregation.

Before the reading of the Scripture lessons, the minister comes before the 
Lord’s Table with the chair of the PPR Committee or Lay Leader, saying to the 
congregation:

“Dear friends, today we welcome (Name), who has been appointed 
to serve as minister of (name of church).

We believe that (he/she) is well qualified and has been prayerfully 
and wisely appointed.”

The person officiating then says to the minister:
“(Name), you have committed yourself to live among us as a bearer 
of the Word of God; minister of the sacraments; and sustainer of 
love, order, and discipleship of the people of God.”

The minister responds:
“Today I reaffirm this commitment in the presence of this congregation.”

The person officiating says to the congregation:
“Brothers and sisters in Christ, as a people committed to participate in the 
ministries of the church by your prayers, your presence, your gifts, and your 
service, will you who celebrate this new beginning support and uphold (Name) in 
these ministries?”

The congregation responds:
“We have committed ourselves, and we reaffirm our commitment.”

The person officiating continues:
“Let us pray.
Eternal God, strengthen and sustain us in our ministries together, with (Name) 
as our (pastor or other staff position). Give (him/her) and us patience, courage, 
and wisdom so to care for one another and challenge one another that together 
we may follow Jesus Christ, living together in love, and offering our gifts and 
talents in your service, through Jesus Christ our Lord. Amen.”
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As the minister stands at the Lord’s Table, several people come forward 
to make presentations. As these are received, the minister places them 
on the table. Other presentations may be made while some listed here 
may be omitted, as deemed appropriate depending on the staff position 
of the newly appointed person. (Other suggestions in the Book of 
Worship.)

Presenter: (Pastor’s Name), accept this Bible, and be among us as one who 
proclaims the Word.

Minister: Amen.

Presenter: (Pastor’s Name), take this water, and baptize new Christians in this 
place.

Minister: Amen.

Presenter: (Pastor’s Name), take this bread and cup, and keep us in communion 
with Christ and his Church.

Minister: Amen.

Presenter: (Pastor’s Name), receive this hymnal, and guide us in our prayer and 
praise.

Minister: Amen.

Presenter: (Pastor’s Name), receive this stole, and shepherd us as a pastor.

Minister: Amen.

Presenter: (Pastor’s Name), receive this Book of Discipline, and strengthen our 
connections as United Methodists.

Minister: Amen.

Presenter: (Pastor’s Name), receive this globe, and lead us in our mission to the 
community and the world.

Minister: Amen.

Minister: Let us pray.



14

Minister and Congregation pray together:
Lord God, bless the ministries of your church. We thank you for the 
variety of gifts you have bestowed upon us. Draw us together in one 
Spirit, that each of us may use our differing gifts as members of one 
body. May your Word be proclaimed with faithfulness, and may we 
be doers of your Word and not hearers only. As we who have died 
and risen with Christ in baptism gather at his table and then scatter 
into the world, may we be one in service to others, in the name of 
Jesus Christ our Lord. Amen.

Minister: The peace of the Lord be always with you.

Congregation: And also with you.

(Reference: United Methodist Book of Worship, 1992)

 

Welcoming the Children 

If you are receiving a new pastor you may also be receiving new children into 
your faith community. It is very important that you welcome the children by 
making a special place in your church and your hearts.

Get to Know the Child
Before your new parsonage family arrives get to know the children of the family. 
A simple biographical sheet can be mailed to the incoming family asking for 
name, age, date of birth, year in school of each child in the family and it should 
include a ”tell-me-about-you” paragraph accompanied by a snapshot of the child. 
This can be shared with staff parish, church school classes, youth groups and the 
whole congregation. Having this in hand will make those first introductions very 
personal and meaningful.

Understand the Trauma of Moving
The first Sunday at a new church can be terrifying for a child/youth and it is 
our responsibility to ease the transition. It should be expected that children and 
youth might express some of their anxiety and frustration at moving time. This is 
not the time to expect “model children” it is rather a time to be model of Christ 
unconditional love as we try to aid in the transition, allowing the children and 
youth to find their own place in their own time in their new home.

Greet the Child
Sunday School teachers and youth groups leaders should make a visit to the 
parsonage soon after moving day before the first Sunday to meet the children/
youth and to welcome them, telling them about the activities their new church 
has for them. Give a tour of the church so the children can see their classrooms, 
playgrounds, and youth rooms. Have someone designated to escort them to class 
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on the first Sunday. A youth group get-together before the first Sunday can be a 
great welcoming event for a new youth. Include the children/youth in the service 
of reception of your new pastor by personal introductions letting them know how 
special it is to have them be a part of their new church. Be personal, attentive 
and welcoming. Don’t let the children get lost in all the attention lavished on the 
new pastor.

Prepare A Child/Youth Guide to the Community
Introduce the new family to the school system, preschools, childcare, summer 
enrichment and athletic programs, doctors and library. Prepare phone numbers, 
make personal introductions and invite the children to attend special events.

Prepare Your Parsonage
Make sure the parsonage is child friendly and ready for the family to begin 
daily living with children. A clean, welcoming home where children can begin to 
get settled the first day in their new home says to the child “you are cared for 
and cherished here.” Never underestimate how important this is in easing the 
transition for families.

Keep The Welcome Welcoming
Remember it may be just as hard the second or third Sunday for the children to 
feel welcome and at home in their new church as it was the first. Be sensitive to 
each child’s need to be reminded that their new church family welcomes them. 
Soon they will find their place but giver them lots of extra attention until they do. 
A phone call just for the children/youth in family from church leaders, a card, a 
remembered birthday can all contribute the “at home feeling”.

The best gift you can give your new pastor, if he/she has children, is to 
love the children by welcoming them into your fellowship and finding 
a special place for them in the life of the church giving them a sense of 
belonging.

Moving Day 

Moving day 2021 is June 30. 

Check with your District Superintendent on specific details. Several suggestions 
may help make this day run smoothly:

1. Visit the parsonage weeks before the move and schedule with present 
pastor when certain repairs can be done.
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Your District is Here to help! 

Michelle Holmes Chaney, Coordinator, Revitalization and Leadership 
Development  
   michellechaney@vaumc.org

Cynthia Lopynski, Program Coordinator 
   cynthialopynski@vaumc.org

Kim Johnson, Communications Coordinator 
   kimjohnson@vaumc.org 

NoVaUMC.org
Facebook: @novaumc 
NoVaDistricts@vaumc.org

2. Consult with the incoming pastor related to moving arrangements. 
Moves can often be frustrating but if the pastor has made his/her own 
arrangements, he/she takes responsibility for its being a good move and on 
schedule, etc. 

3. Chair of PPR Committee or someone designated by the chair (such as chair 
of Parsonage Committee) needs to be present, when the current pastor/
family leaves, to agree that the parsonage is left ready for the new pastor 
or proper arrangements have been made to have it ready. It is important 
for everyone to be specific about this. 

4. Have someone on hand to greet the new pastor/family. Generally it is 
an act of kindness to ask if there is anything you can help with and then 
leave so the pastor/family has some privacy as they begin to make the 
church house their home! If there are young children involved in the move, 
arrange for playmates at someone’s house while the parents unpack. 

5. An additional act of kindness is to have an evening meal provided for 
the pastor/family and some food for breakfast. One reason it is an act of 
kindness is that it lifts some of the pressure from the pastor who generally 
cannot even begin to move in until the afternoon. Frequently on moving 
day there are often church emergencies that must receive attention. 

6. Consider having cut flowers or special welcome treats for the children/
youth at the parsonage. Use your imagination to guide you in creating a 
warm welcome!


