IME Phase 2
Learning and Development

Portfolio

Contents and timetable

Core skills and experience

1. Personal formation
2. Conduct of worship
3. Preaching
4. Pastoral and educational
5. Leadership and collaboration
6. Parish organisation skills 
7. Mission and evangelism
8. Ordained Pioneer Ministers
9. Further areas
Assignments
To be completed by curate:



by end of:

Assignment A   Preaching reflection


 April in Year 1 

Assignment B   Act of worship



 September in Year 3
Assignment C  Leadership of an area of ministry
 June in Year 2 or Year 3
Assignment D   Mission and Evangelism


 June in Year 2 or Year 3
Assignment E   Interfaith or spiritual formation
 September in Year 4
You will also be required to write a report on your first year for the Archbishop, before your interview with him, prior to ordination to the priesthood. You will be sent information about this closer to the time.

To be completed by others in towards the end of your first year and towards the end of curacy:

Training Incumbent’s Report (also mid-curacy)

Training Adviser’s Report
Key layperson’s Report

Reports by other partners/agencies/church representatives
Introduction

This document explains and gives guidance and instructions for keeping a portfolio of written reports, evidence of formal learning, requirements for core areas of training during curacy and a record of any other training and development which has been significant. You can also use it to keep a diary of experience, and notes of reflection on experience. It should reflect the significant stages of your training and development over your curacy (IME Phase 2).

There is a nationally prescribed set of core skills and topics which should be covered in the first year of curacy (Year 1). It will be helpful for both you and your Training Incumbent to keep notes and records of significant discussions, development and experience as these can be referred to in later reports and interviews.

In Years 2-4 it is expected that the skills and topics covered will develop further as you become more experienced. However, the formal work to be completed during this time focuses on a number of reports and reflections by you and by others involved in your training. It is very important, therefore, that you are given sufficient time and encouragement for this part of your training.  You should keep a record in this portfolio of useful experiences and reflections which can contribute towards these pieces of work. This should include records, notes and reflections on events you attend in the formal IME Phase 2 programme.

Those in self-supporting or part-time ministry may spend longer over the requirements for the first year and may not be expected to achieve all aspects of the programme or to the same level as someone seeking an incumbency post. This is reflected in the learning outcomes set for each type of ministry. (see Appendix).

 At the beginning of your curacy you will have the opportunity to discuss this portfolio and your own pathway through it. It is designed as a tool to aid learning and development and is designed to be flexible as required whilst ensuring that everyone meets certain standards.

Your portfolio should include: 

· Examples of experience in different core areas of mission and ministry

· Copies of reports as outlined in this document

· Evidence of formal learning 

· Records of any training events attended (IME, Diocesan, external)

Towards the end of your curacy all the evidence, including reports, will be assessed to determine whether you have met the agreed national standard for either an incumbency, an assistant post or pioneer ministry. You will be informed of the outcome in a letter.

Core skills and experience

This section provides a set of core skills and experiences which you should cover during your curacy.  Each skill area has 2 sets of criteria:

· the minimum required to be covered during Year 1,

· other skill areas which you should cover in Years 2-4  

For each of the areas given you need to keep a record of discussions, experiences and reflection. Each person will do this in a way that suits them best. The purpose for keeping records is to develop your skills as a reflective practitioner. You will also need to refer to your notes for various pieces of work and an interview later in your curacy.

For those in self-supporting or part-time ministry the timescales, particularly for Year 1, may be extended into Years 2 and 3.  Extending the timescale is not a barrier to priesting. 

The following page is a sample record page that you may wish to photocopy and use as required. This handbook is also on the Diocesan website so you can download copies if you prefer.

Core skills record

	Date :



	Type of event or activity: e.g. meeting with TI, sermon, observation, conducting a funeral etc., IME session 


	Notes/reflections/further action




1. Personal formation

The following list is a guide for you to monitor your personal formation and includes suggestions and recommendations for support and topics to discuss with your training incumbent. Some of the topics can be developed by a reflective discussion with your training incumbent

IME Phase 2 Year1
Spirituality & Prayer Life

· Daily office/prayer time/meditation

· An annual retreat (e.g. dates, theme)

· A Spiritual Director/Soul Friend (e.g. dates met)

· Acquaintance with different prayer styles

Personality & Character

· Reflection on your new role and the dynamic between private & public life

· Reflection on being a public minister and familiarity with the published Guidelines 
for the Professional Conduct of the Clergy

· Development of  appropriate working rhythms including time off

· Development of  creative support networks

· Personal safety awareness

Relationships

· Understanding of confidentiality

· Personal ministry to colleagues

Vocation

· Continued theological reflection and making connections

IME Phase 2 Years 2-4
Spirituality & Prayer Life

· Personal prayer/prayer with others

· Leading different styles of prayer

· Reflection on sustaining and developing spiritual life

Personality/character/relationships

· Work/life balance as ministry develops

· Non-church interests and activities 

· Utilising and integrating previous experience and skills

· Personal boundaries

Vocation & Quality of Mind

· Developing as a reflective practitioner

· Using theological reflection in making decisions

Use the record sheets to record experience and reflections.

2. Conduct of Worship 

As you progress through your training you will become more competent in leading worship and preaching. It is important that you experience the breadth of traditions in the Church of England so, together with your training incumbent, you may need to arrange opportunities in other churches. Note that this is about developing competence and understanding rather than just ticking off a checklist.

IME Phase 2 Year1

· Liturgical participation and leadership of

Morning/Evening Prayer,

Eucharist

Other forms of Sunday Public Worship in your church

· Active part in the liturgy of Baptism and preparation of candidates (ideally at least 3)

· Funerals – church, crematorium (ideally at least 3)

· A high standard of reading, speaking and singing in church

This is an area to discuss this with your TI and find opportunities to improve where appropriate. Make a note here or on a separate page of any action to follow up.

· Leading intercessions (on a regular basis)

Make a note here of 3 examples when you have done this

· Practical awareness of traditions other than own (e.g. vestments, incense, North End 

celebration, more/less formal styles of worship, different musical styles)

Note here or on a separate page how and when you covered this. You may wish to make a note of your reflections on how it compares with other traditions you are more familiar with.

· ‘Choreography’ of worship – the physical and visual aspects e.g. use of space, 
furniture, layout, ceremonial, gesture

· Introduction to legal aspects of ministry and administration including preliminaries to 

marriage, compilation and care of registers

IME Phase 2 Years 2 - 4
· All commonly-used authorised services e.g. BCP 1662, Common Worship, both said and 

sung

· Use of resources e.g. New Patterns for Worship, Times & Seasons

· Weddings

· Blessing after civil marriage

· Awareness of Holy Week in more than one context/tradition

· Working with music and musicians

· Proper use and care of reserved sacrament

· Use of oils

· Legal aspects of liturgical ministry and administration of the sacraments (e.g. canon 
law, copyright etc.) 

· Issues in and experience of worship in Fresh Expressions of church 

· Continued practical awareness of traditions other than own ( as above, ways of 

celebrating the Eucharist that are expressive of different theological standpoints)

You will also be asked to write a report on an act of worship you have devised and lead during Year 2. (see Report B).

Use the record sheets to record experience and reflections.

3. Preaching

IME Phase 2 Year 1
Preaching at 

· Parish Eucharist

· All age worship

· Youth services

· Funerals

· Baptisms

· Services with a high proportion of non-regular churchgoers (e.g. at a guest service, 

Christingle, Back to Church Sunday) 

Also

· Preparation of visual/audio aids

· Public speaking which is not preaching

If you wish to make additional notes on any of these do so on a separate page. You may wish to choose one or two to reflect on more fully, for example, preaching at a funeral or at all-age worship.

IME Phase 2 Years 2-4
· Weddings

· Special services e.g. harvest

· Civic occasions e.g. Remembrance

· Non-traditional sermons e.g. use of multi-media, interviews etc.

· Informal worship e.g. cafe style

You will also be expected to provide evidence of continued study and reflection, including a substantial and ongoing engagement with Scripture.  You can keep a record of significant reading here.

You will be asked to write a concise biblical reflection during Year 1. See report A for details.

It may be useful to ask members of the congregation to occasionally provide feedback on your sermons. Discuss with your Training Incumbent how this could be arranged (e.g. devise a simple form). These can then form the basis of further discussion with your incumbent.  Examples of forms from York School of Ministry and Cranmer Hall are attached as Appendix 1 (pages 75 – 80).         
Use the record sheets to record experience and reflections.

4. Pastoral and Educational
IME Phase 2 Year 1
At the end of your first year of curacy you should have discussed and had experience of the following.  Where the opportunity is not available in your title parish you may need to arrange a visit elsewhere. For those in self-supporting or part-time ministry these may be covered over a longer period. 

· Prophetic ministry and the place of faith in public debate

· Current ethical issues

· Baptism preparation

· Confirmation/youth group

· Funeral visiting

· Teaching about prayer

· Home group/Bible study leadership

· Visiting the sick at home and in hospital

· Working with volunteers and pastoral management

· Counselling/listening skills and awareness of own limitations

· Pastoral care of people with mental illness

· Ministry among people who are homeless or marginalised

IME Phase 2 Years  2-4
· Familiarity with adult education methods

· Involvement in schools (church/non-church schools) e.g. collective worship

· Knowledge of church schools, the role of the Diocesan Board of Education, 
awareness of work of governors

· Protection of children and vulnerable adults (including national policy statements 
and diocesan guidelines)

· Ministry in institutions e.g. prisons, homes for elderly, colleges etc.

· Healing services

· Care of the dying

· Identifying and nurturing gifts and skills of others

Use the record sheets to record experience and reflections.

5. Leadership & Collaboration

IME Phase 2 Year 1
During your first year of curacy you should be developing your awareness of leadership issues. These will be built on in subsequent years.

· Exercising a leadership role

· Awareness of own leadership style

· Developing understanding of partnership in ministry

· Counselling/listening skills and awareness of own limitations

IME Phase 2 Years 2-4
· Collaboration with others

· Developing leadership style

· Dealing with conflict

· Developing lay ministry & leaders

· Shared ministry

· Working with ecumenical partners 

During Year 2 or 3 you will attend a module on Leadership and Managing Change and produce a written piece of work. See Report C.

Use the record sheets to record experience and reflections.

6. Parish Organisation Skills

IME Phase 2 Year1
During the first year of curacy you should develop an awareness and understanding of:
· Paper Management

· Time Management

· Managing parish finances, fees and expenses

IME Phase 2 Years 2-4
· Marriage law including preliminaries, the marriage of persons subject to 
immigration control, registers, quarterly returns

· Preparing for and chairing meetings

· Officers and legal structures : Church Representation Rules, Churchwardens 
Measure, constitution of PCC, conduct of annual meeting

· IT skills

· Completing registers

· Churchyards, DAC, faculties

· Church buildings: maintenance, development, use

· Diocesan structures/church government

· Record keeping/data protection

· Basic accounting/budgeting

· Long term planning and development

· Objective setting and evaluation

· Written communication

· Working with the media

· Basics of law relating to employment, health & safety

· Introduction to church trusts and charities

Use the record sheets to record experience and reflections.

7. Mission & Evangelism

IME Phase 2 Year 1
Each of these areas needs to be addressed during your first year of curacy. Note that in some cases you only need awareness at this stage. This means a discussion with either your Training Incumbent or another suitable person, and or seeking opportunities to be involved in different aspects of mission and evangelism. 

· Awareness of local context, particularly the social profile

· Developed theology, understanding and practice of mission

· Ability to present the Gospel to those of little or no church background

· Experience of groups, using courses (Alpha, Emmaus etc.)

· Knowledge of how adults learn

· Awareness of national church structures

· Awareness of world-wide Church

· Application of theology to work situation

· Involvement in local deanery

IME Phase 2  Years 2 - 4
· Continue to develop a deeper understanding and experience of the above in your 
own mission and evangelism

· Enable others in their mission and evangelism

· Engage in dialogue with people from other faith traditions

During Year 2 or 3 you will attend a module on ‘The Local Church and Mission’ and produce a written report.  See Report D.

You also have the opportunity to reflect on interfaith dialogue in Report E   

Use the record sheets to record experience and reflections.

8. Ordained Pioneer Ministers

You will remember that the initial special selection criteria for Ordained Pioneer Ministers are additional to the general criteria for all ordination training candidates. Similarly, by the end of your first four years of ordained ministry you must have covered the same core skills and experiences as other curates to enable you to take up a range of posts in parochial ministry or chaplaincy. But in addition OPMs will need to address the following areas. 

· Experience in self-directed learning and reflection on context through 
effective experience of mission accompaniment and participation in a 
learning network.

· Forming a team including supervising the ministry of others

· The skills and experience mission audit and discerning fruitful pathways in 

mission

· Evangelism and the nurture of new Christians

· Forming a fresh expression of church in a sustainable way appropriate to the 

context

· Growing in the ability to reflect on both fruitful ministry and unfruitful 
ministry and to  respond creatively to both situations

· The ability to teach and equip other pioneers

Use the record sheets to record experience and reflections.

THIS PAGE IS UNDER REVIEW
9. Further areas of expertise
This section includes other specialist skills and experiences which may apply or occur during curacy particularly, but not exclusively, for those whose ministry is mainly work-based (e.g.MSEs). You may want to add to the list!

· Community involvement
· Media skills

· Chaplaincy work

· Tourism

· Ministry to structures (committee work, input into work policy, mission)

· Interpretation of the Gospel for the world of work

· Application of theology to work situation

· Personal ministry to colleagues

Use the record sheets to record experience and reflections 
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