Pittsburgh Presbytery Commission on Ministry - Part-Time Ministry Guidelines and Worksheet
The Commission on Ministry has adopted the following guidelines to assist Pastors and Congregations in developing expectations for part-time ministry positions.  We are mindful that each pastoral position is unique, depending on the persons’ gifts as well as the mission and ministry needs of the congregation.  Therefore, this document intentionally provides broad categories and hourly ranges rather than specific recommendations as to how hours should be allocated.  Because of the nature of Pastoral work, we suggest that this planning be done by week and by month to account for the full range of Pastoral responsibilities. COM has established 5 levels of part-time Pastoral leadership with the following hourly ranges:
	
	Tier 5
	Tier 4
	Tier 3
	Tier 3B
	Tier 2

	Weekly
	10-12 Hrs.
	16-18 Hrs.
	24-27 Hrs.
	20-22 Hrs.
	32-36

	Monthly
	[bookmark: _GoBack]40-48 Hrs.
	64-72 Hrs.
	96-108 Hrs.
	80-88 Hrs.
	128-144 Hrs.



	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	
	

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	
	

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	
	

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	
	

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	
	

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	
	

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	
	


Sample 1: Church Pastor
Tier: 5 (10-12 hrs/week, 40-48 hrs/month)

	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	8
	32

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	2
	8

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	
	

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	
	

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	---
	4

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	
	

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	1

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	
	45





Sample 2: Church Pastor
Tier: 4 (16-18 hrs/week, 64-72 hrs/month)

	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	8
	32

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	2
	8

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	2
	8

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	2
	8

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	---
	3

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	2
	8

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	1

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	
	68





Sample 3: Associate Pastor
Tier: 3B (20-22 hrs/week, 80-88 hrs/month)

	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	
	10

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	2
	8

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	6
	24

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	6
	24

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	---
	6

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	2

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	3
	12

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	2

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	--
	88




Sample 4: Church Pastor
Tier: 3 (24-27 hrs/week, 96-108 hrs/month)

	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	10
	40

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	2
	8

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	4
	16

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	2
	8

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	---
	9

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	3

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	4
	16

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	1

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	22
	101





Sample 5: Church Pastor
Tier: 2 (32-36 hrs/week, 124-144 hrs/month)

	
	Weekly
	Monthly

	Worship Planning and Sermon Preparation (5-12 Hours)
· Research, reading, writing and editing sermons for worship.  
· Planning of worship elements including song selection, liturgical components, etc.  
· Bulletin creation and editing as needed.  
· Other:
	10
	40

	Worship Leadership (2-5 Hours)
· Time spent, including time before and after regular and special worship gatherings.
· Other:
	2
	8

	Pastoral Care and Visitation (Various)
· Time spent visiting congregants while in medical facilities
· Time spent meeting with individuals and groups regarding personal matters.  
· Visiting shut-ins and those in long-term care settings.  
· Time spent on this varies widely based the nature of the position and the church
· Other:
	8
	32

	Leading Other Programs (Various)
· Time spent planning and leading/attending gatherings such as Bible studies, Sunday school classes, and seasonal gatherings.  
· Other:
	3
	12

	Session and Regular Meetings (Various)
· Time spent planning and leading/attending regular committee meetings such as Session, Deacons, Trustees, and committees of Session.  
· Other:
	---
	15

	Community Engagement (Various)
· Time spent meeting with community groups such as ministerium gatherings, community events, local government functions, etc.  
· Time spent in intentional outreach activities
· Time spent in advocacy and support of ministry-related social causes.  
· Other:
	
	6

	Administration (Various)
· Regular office responsibilities including communications and correspondence
· Meeting with other staff members and congregational leaders.
· Other:
	6
	24

	Participation in the Greater Church 
· Time spent in Presbytery, Synod, and General-Assembly related ministries
· Time spent in church-related ministry groups
	
	2

	Other (Various)
· Other opportunities and responsibilities as agreed to by the Session and the Pastor that are considered part of the Pastor’s ministry to the church.  
· Other: 
	
	

	Total:
	27
	139
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