
SWUC Nominations Team Terms of Reference - Page 1 of 3  APPROVED by Council - March 28, 2022 

NOTE: This is a working document that is subject to changes or revisions as the Council sees fit. 

 
Nominations Team 

Terms of Reference 

A. PURPOSE             

The Nominations Team (NT) exists to recommend individuals for appointment to the Church Council, permanent 
teams (committees), working groups, or other service roles of Southwood United Church (SWUC). This includes: 

• Discerning who is a good fit for various roles of service within the congregation; 

• Consulting with members and adherents of SWUC to expand the community of discernment; 

• Approaching identified individuals and inviting them to serve; 

• Nominating individuals to the Council, congregation, team (committee) chairs, or staff leaders. 

The NT is a permanent committee of SWUC, set up under the provisions of The Manual (2022), §B.7.8.5(b). It exists 
on an ongoing basis without any time limit, until such a time as the Church Council or congregation suspends it. 

B. MEMBERSHIP            

Structure & Roles 

The NT has the following members: 

• A minimum of three (3) and up to five (5) lay members or adherents of SWUC, appointed by the Council for 
three (3) year terms. 

The Church Administrator (or equivalent) provides logistical and communications support to the NT. 

The NT may request input or ideas from ministry personnel called or appointed to the congregation, but ministry 
personnel may not be members of the NT and should under no circumstances be making nomination decisions (see 
The Manual (2022), §B.7.8.4(c)). 

Full membership in The United Church of Canada or at SWUC is not required for NT members—regular attendees 
and adherents are joyfully welcomed as part of this team. However, the congregation will appoint at least one (1) 
full member to the NT as its Chairperson (this person also serves as a member of the Church Council). 

The following people are ineligible to serve on the NT: employees (including all ministry personnel) or honorary 
associates of SWUC and members of their families. 

Qualifications 

Members of the NT should collectively possess the following traits and skills: 

• Above all, NT members should be people of prayerful discernment; 

• Awareness and (as much as possible) a reflection of the broad diversity of SWUC; 

• Familiarity with (or willingness to gain it) with the variety of serving roles, ministry areas, and formal 
Council/team (committee) vacancies within the congregation; 

• Familiarity with the spiritual gifts listed in the New Testament (cf. Rom 12:6–8; 1 Cor 12:4–11; Eph 4:11–12); 

• Familiarity with a diverse range of people and their gifts/skills/vocations within the congregation; 
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• Passionate commitment to the mission and Church Practices of SWUC; 

• Predisposition to collaboration and teamwork; 

• Ability to recognize gifts in others; 

• Ability to encourage others to serve in the church; 

• Ability to listen and speak with trust, 

• Ability and willingness to maintain confidentiality; 

• Willingness to stay open to the promptings of the Holy Spirit. 

Those with skills/expertise/background in the following areas are considered excellent candidates to serve on the 
NT: spiritual discernment, intercessory prayer, nominations, leadership-selection processes, hiring committees, 
search committees, M&P committees, human resources, recruitment, marketing, spiritual gift inventories, long-
standing relationships within the congregation, church polity/governance, pastoral care, visitation, non-profit or 
charity leadership/employment, volunteer roles in church or other settings, and leadership development. 

C. RESPONSIBILITIES            

The following list of responsibilities is to be considered preliminary and may evolve/change over time. These 
Terms of Reference should be reviewed and revised annually by the Council, based on the feedback and experiences 
of team members, as well on changing staff, governance, and ministry needs. 

The NT actively seeks out and encourages nominations from across the diversity of the congregation. SWUC’s 
overarching vision, rooted in our understanding of the Bible, is that every member or adherent of the Church 
should normally be participating in congregational life through at least one identifiable serving role.  

In this vein, the NT is responsible for: 

Discerning 

• Collecting information about the gifts, skills, and vocations of members and adherents of the congregation; 

• Prayerfully considering who might be a good fit for each of the various serving roles within the congregation; 

• Listening for God’s voice through prayer, conversation, and reflection; 

• Regularly communicating with the congregation about serving opportunities and formal vacancies on teams, 
and encouraging widespread, ongoing discernment within the community of faith. 

 
Consulting 

• Asking members and adherents for ideas and suggestions about who might be equipped or interested in a 
particular serving role or ministry area; 

• Regularly checking-in with staff, ministry leaders, team chairs, Council members, and others about the skillsets 
or gifts needed for particular roles/projects/teams, as well as their responsibilities; 

• Receiving requests from staff, ministry leaders, team chairs, and Council members for assistance in selecting 
people for needs that may arise from time to time; 

• Being sensitive to the movement of the Holy Spirit by both “making the ask” of people whom the NT feels 
would be open to serving and recognizing self-selection/nomination that may occur within the congregation. 

 
Approaching 

• Contacting individuals who have been identified as potential nominees and inviting them to serve; 

• Casting a vision for how/why members and adherents should want to Give Generously of their time and talents; 

• Respecting and accompanying people on their personal journeys of discernment; 

• Encouraging prayerful consideration on the part of potential nominees; 

• Following up in a timely manner with people who have asked for time to think/consider the invitation. 
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Nominating 

• Forwarding the names/profiles of people who have been identified as potential nominees to the appropriate 
body or leader for consideration, approval, and/or appointment (if applicable); (the Church Administrator can 
assist the NT by pointing them to the right person/chair/leader);   

o For Church Council nominations, the Council Chair should be contacted at least 3 weeks prior to 
the Annual General Meeting (typically held in March); 

o For Board of Trustee nominations, the Lead Pastor (or equivalent) should be contacted at least 3 
weeks prior to the Annual General Meeting (typically held in March); 

• Supporting each nomination with sound reasoning, a story/report of how the nomination came about, the 
agreement of the nominee, and the affirmation of the entire NT; 

• (If applicable), having the nominee fill out any necessary forms, agreements, or role applications. 
 

D. FREQUENCY & FUNCTION OF MEETINGS         

The NT should meet at least once quarterly to share, consider, and write-up potential nominations. Between 
meetings, members of the NT are expected to be in regular prayer, discernment, and communication with one 
another. Additional meetings or consultations (whether in-person or virtual) may be necessary as vacancies, new 
serving opportunities, or special projects arise. 

NT meetings should always include time for prayer and reflection. This team is not merely conducting the business 
of “volunteer recruitment” in the secular sense but, rather, is engaging in the deeply spiritual work of discernment, 
accompaniment, and Christian mission. The Holy Spirit’s guidance is paramount to all NT tasks. 

All NT decision-making should be conducted using a consensus model. “Consensus” in this instance means that all 
decisions made by the NT must be supported by all team members. Outside of their meetings, the NT should speak 
with one voice, through its Chair, in making recommendations. 

Meetings can be called by the Chair of the NT or the Chair of the Church Council. 

E. RECORD-KEEPING & REPORTING          

Record-keeping 

A shared folder for the resourcing and work of the NT will be allocated on SWUC’s shared cloud drive, with all team 
members, the Church Administrator, and the Lead Pastor being given access. 

Minutes must be kept of all official NT meetings and should include a record of all decisions made (either by formal 
motion or by consensus). Any correspondence received by the NT should be noted in the minutes and a copy should 
be kept for a period of no less than two (2) years. 

Reporting 

The Chair of the NT shall provide reports/updates: 

• To the Church Council during scheduled meetings (typically monthly); 

• To the congregation through periodic updates in the newsletter and/or on Sunday mornings; 

• To the congregation, Regional Council, and public via the Annual Report.  

The NT will in all cases cooperate with the Church Council, the Board of Trustees, all ministry personnel, other staff, 
and church members to ensure consistency of policy, accountability, and activities. 
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