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USPG EXCHANGING PLACES PROGRAMME  
 

GUIDELINES & PROCESS 
People, and the movement of people in mission, continues to be at the heart of USPG’s work.  For 
over three centuries USPG has been at the forefront of facilitating the movement of people in 
mission that has mostly been from Britain & Ireland and Europe to partner churches in over 60 
countries. USPG recognises the significant wealth of experience, knowledge and expertise in 
mission that exists within its partner churches, and the enormous value of sharing these precious 
resources between each other. 
 
Through the Exchanging Places Programme USPG offers its wealth of experience and knowledge 
of the movement of people to support and inspire USPG partner churches as they share expertise, 
experience and their excellent resources through the “Sending” and “Receiving” of personnel in 
mission between themselves.  

 
The main role of USPG with the Exchanging Places Programme is the facilitation of the processes 
that allow these unique movements of people to take place. They are expressed in a number of 
ways including:  
 

 USPG setting up introductions and connecting prospective ‘Sending’ and ‘Receiving’ partner 
churches to share resources.  

 USPG assisting with the recruitment, preparation of nominated candidates, and providing 
logistical support for a successful appointment.  

 USPG providing a financial contribution where necessary to enable the appointment to take 
place.  

 
 

SOME DEFINITIONS  
 

 The “Partner Church” refers to churches in relationship with USPG.  

 The “Sending Church” refers to the partner church that offers and sends personnel from their 

Church to another partner church to serve and share in mission. Churches in Britain & Ireland 

and Europe are excluded in sending personnel.  

 The “Receiving Church” refers to the partner church that employs and hosts the personnel sent 
to serve and share in mission from another partner church. Churches in Britain & Ireland and 
in Europe are allowed to receive and employ personnel from partner churches outside.  
 

 The “Schedule B” refers to the agreed budget that governs the financials of the appointment.  

 The “Exchanging Places Agreement” is the Memorandum of Agreement that covers the terms 
and conditions of the appointment. Each MOA is tailored to fit the specific appointment.  
 

 “The Mission Personnel or Missionary” refers to the person appointed to serve.  
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Key Guidelines & Processes  
 

1. Approval by Head of Church:  
All appointments under the Exchanging Places Programme are made between the Partner 
Churches and not individuals. It is essential that with all appointments the Head of Church, 
be it the Primate or the Bishop of the “Sending” and “Receiving” Churches, give their approval 
to the appointment.  

 
2. Request for Personnel:  

The Partner Church seeking support from USPG in recruiting personnel for a specific post 
under the scheme is required to submit a formal request or application. The application must 
be submitted in a completed “Receiving Church Form”. The partner church may wish to 
furnish the name(s) of persons they already know are suitable for the position and authorise 
USPG to contact them through their Bishops. Otherwise USPG may search for a suitable 
candidate from its records or advertise the vacancy within its partnership-network.  
 

3. Offers of Personnel for Service – “Sending Church”:   
Partner churches willing to offer personnel to serve in the scheme may furnish their details 
by completing a “Sending Church Form”.  This information is held by USPG for future 
opportunities. The Form may state the preferred parts of the Anglican Communion that the 
person(s) may wish to serve giving the reasons. Partner churches willing to offer personnel 
for an advertised positions are also required to complete the “Sending Church Form” with 
details of their nominated person(s).   
 

4. Offers of Opportunities – “Receiving Church”:  
Partner churches wanting to receive mission personnel to serve and share in their mission 
are required to complete a “Receiving Church Form” providing details of the opportunities. 
This information may be advertised among USPG partnership networks and also held on 
record for future opportunities. The Form should provide details of any unique models of 
mission, experience, and expertise that they wish to share within the networks of USPG 
partner churches.    
 

5. Eligible personnel for service – “Mission Personnel”:  
Only nationals from countries outside Britain & Ireland and Europe and resident in USPG 
partner churches, are permitted to serve on the programme. Persons based in Britain and 
Ireland and Europe are not permitted.  
Churches in Britain and Ireland and Europe may however invite personnel from partner 
churches to come to serve under the scheme.   
 

6. Internal Appointments:  
The scheme does not support appointments of personnel from the same Diocese to positions 
in the same Diocese. In special circumstances, appointments may take place between two 
Dioceses in the same Province.  
 

7. Financing:  
Joint-ownership and mutual sharing of resources in partnership is at the heart of the scheme. 
The “Receiving Church” as well as the “Sending Church” are expected to contribute financially 
towards the total cost of the appointment. It is therefore the understanding that all parties 
willing to take part in this scheme are also disposed to share resources and also contribute 
financially towards the budget for the appointment to take place.   

  



                    USPG Exchanging Places Programme-Guidelines and Process Feb 2022           Page 3 of 5             

 

8. The Common Budget – “Schedule B”:  
In all cases the starting point of a successful appointment is the establishment and mutual 
agreement of the Budget, referred to as the “Schedule B”.  
 

9. USPG Financial Contribution:  
USPG does not cover the full cost of appointments.  USPG may provide a financial contribution 
towards the cost of the appointment where necessary. The USPG financial contribution 
towards an appointment is restricted to a maximum of GBP10,000 per year, per appointment. 
Financial contributions/grants made by USPG towards the appointment shall be remitted 
annually, usually direct to the relevant partner church. The financial contributions/grants 
provided by USPG are specific to the named “Mission Personnel” in the Agreement and not 
transferrable to another person.  

 
10. Multi-Partner Appointments:  

The “Receiving” and/or “Sending” Churches may invite other partner organisations to 
participate in the appointment, share resources and contribute financially to the appointment 
if this mutually acceptable by all the parties.  

 
11. The Employer:  

The legal Employer in all appointments under the USPG Exchanging Places programme is the 
“Receiving Church”.  

 
12. Terms and Conditions of Service:  

The job description, person specifications, terms and conditions of service, rates of 
remuneration and allowances are stated in the “Receiving Church Form” submitted by the 
“Receiving Church.” These terms and conditions have to be mutually agreed between all the 
parties including the person nominated for the appointment.  

 
13. Length of Service:  

The length of appointments vary and are determined by the needs stated by the “Receiving 
Church”  in the application. The minimum length is 12 months and the maximum 3 years. The 
length of service is jointly agreed between all the parties:  the “Sending Church”, the 
“Receiving Church”, the “Mission personnel” and USPG.  The USPG financial contribution  is 
usually limited to a term of 3 years per appointment. This is to allow other partner churches 
to also benefit from the scheme. A limited extension of an appointment may be considered 
after the initial term, subject to a satisfactory formal evaluation process and confirmation of 
availability of the necessary resources, and the consent of all the parties.   

 
14. The Memorandum of Agreement:   

A Memorandum of Agreement is drawn up for each appointment setting out the specific roles 
and responsibilities of all the parties, terms and conditions and the agreed budget. All parties 
are expected to sign the Memorandum of Agreement before the appointment commences.  
 

15. Safeguarding & Health Clearance Certificates, Police Reports & Letters of Commendation:  
Before the start of the appointment the “Sending Church”, is required to provide up-to-date 
copies of a Medical Clearance, Police Clearance, Safeguarding Certificates of the “Missionary” 
in addition to Letters of Orders and Commendation from their Bishop. These documents are 
required to be shared with all the parties.  

 
16. Annual Reports and Evaluation:   

Appointments are evaluated annually by USPG in collaboration with all the parties involved.  
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KEY STAGES OF THE USPG PROCESS  
 
STAGE 1 -  Applications to USPG  
 
1. A partner church seeking support from USPG for the recruitment of a person to fill a vacancy or meet a 

personnel requirement, shall complete a “Receiving Church Form” and submit same to USPG through 
their USPG Regional Manager. The “Receiving Church Form” provides the necessary details of the 
vacant position, the job description, person specification, stipend and related terms and conditions of 
employment, as well as essential data and information about the role and the context.  The completed 
form shall also confirm the financial contribution of the “Receiving Church” to the cost of the 
appointment.  

 
2. The “Receiving Church Form” which is the application form, may indicate the name(s) of persons 

already known to the partner church who are suitable for the appointment. In this case the “Receiving 
Church” shall authorise USPG to contact the Bishop/Church of the person named to send them the 
relevant “Sending Church Forms” for completion and for due process. Where no names have been 
suggested in the  completed “Receiving Church Form”, USPG may advertise the details of the vacancy 
and opportunity among its partner churches to seek offers for the position.    
 

3.  A partner church willing to propose a candidate for an advertised position is required to submit a 
completed  “Sending Church Form” through their relevant USPG Regional Manager.  This form should 
include full details of the person, education and training, scanned copies of certificates, work 
experience, current copies of medical and police reports, a personal statement from the proposed 
candidate, and the confirmation of the financial contribution towards the appointment by the “Sending 
Church”, duly signed by the Head of Church to confirm his/her endorsement.  
 

4. Partner churches willing to offer potential candidates or personnel for service under the Exchanging 
Places Programme may submit completed “Sending Church Forms” with details of potential candidates. 
These names shall be held on record by USPG for use with future opportunities.  

 

STAGE 2 – Application Processing  
 
1. All completed applications to the Exchanging Places Programme are required to be channelled 

through the relevant USPG Regional Managers in the first instance. This applies to applications from 
both the “Receiving Church” and the “Sending Church”.  

2. Regional Managers are expected to discuss the details of the applications with the Head of the 
Church before the formal submission.  This is to ensure that there is mutual discernment and a clear 
understanding of the ethos of the scheme as well as the terms and conditions of the scheme. The 
Regional Manager of a “Sending Church” is also required to arrange to meet and interview person(s) 
including spouses and children, proposed by the “Sending Church” for an appointment.  

3. Similarly, the Regional Manager of the “Receiving Church is required to discuss the needs and 
requirements with the Head of Church of the “Receiving Church” before the application is formally 
submitted. This is to ensure appropriate due diligence is undertaken, as well as mutual discernment 
and understanding of the ethos and terms and conditions of the scheme are understood. In the 
absence of the Regional Manager(s), the Programme Manager may undertake processes.  
 

4. Regional Manager(s) shall submit completed the Application forms with their Reports and 
recommendations to the Programme Manager and together they shall prepare the documents with 
a draft budget to the next Monthly Meeting of the USPG Global Mission Team (GMT) for scrutiny 
and recommendation.   
 

5. What is absolutely crucial at Stage 2 is for all the parties to agree the draft Budget - “Schedule B”. 
It is only when the Budget is jointly agreed that an advance on Stage 2 can be completed.    
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6. Submissions to the Global Mission Team (GMT) shall include the draft MOA with the negotiated 
terms and conditions of the appointment, the agreed budget, copies of the “Sending Church Form” 
and the “Receiving Church Form” collated by the Programme Manager. The GMT Meeting shall 

undertake appropriate due diligence and make recommendations on the appointment.  

 
STAGE 3 – The Decision  
 
7. The outcome of the GMT Meeting is communicated to the partner churches via the Regional 

Managers. Where the GMT recommends the appointment to go ahead, the Programme Manager 
prepares the draft “USPG Exchanging Places Programme Agreement” (MOA) detailing the terms 
and conditions of the appointment, agreed ‘Roles and Responsibilities’ and this is circulated to all 
the parties for their approval. When the draft MOA is approved by all the parties to the agreement, 
the final Agreement is issued and is circulated for signatures.   

 
8. The Agreement comes into force when all the parties append signatures to the ‘’USPG Exchanging 

Places Agreement’. This may be done electronically to expedite matters and hard copies follow by 
post. The parties to the Agreement are: The “Sending Church”, the “Receiving Church”, the “Mission 
Personnel” and USPG, or where applicable other participating partners in the appointment.   

 

STAGE 4 – Preparation period  
 
9. A period of preparation and formation is jointly agreed and a start date appointed.    

 

STAGE 5 – In the Appointment  
 
10. Regional Managers remain the key points of contact at USPG throughout the process and during 

the term of the appointment working in collaboration with the Programme Manager. Together they 
facilitate the logistics of the movement of the personnel involved, liaising between all the parties, 
and ensuring that all financial contributions from USPG and elsewhere, are in place according to 
the agreed payment schedule stated in the “Schedule B”.   

 
11. “Mission Personnel” appointed on USPG Exchanging Places programme are employees of the 

“Receiving Church” and not USPG. The “Mission Personnel” becomes part and parcel of the local 
church with the Head of Church of the “Receiving Church” holding the primary pastoral and legal 
employment responsibilities as well as episcopal authority throughout the appointment. 

 
12. Regional Managers and the Programme Manager maintain contact with the partner churches 

involved in the appointment, but have no supervisory responsibilities. They may be consulted with 
regards to budgets, amendments, evaluations, and possible renewal of the agreement. Regional 
Managers endeavour to visit persons in appointment in their regions during country visits.  
 

13. Partner Churches are expected to share Annual Reports and regular Newsletters about the 
personnel in appointment through the Regional Managers. This may be used in USPG publications 
where appropriate to promote the scheme.  
  

14. An end of appointment Appraisal is organised for each appointment at least six months before the 
end. This is facilitated by the Regional Manager and Programme Manager in collaboration with the 
Head of Churches and all the parties involved in the Agreement. The outcomes of the Appraisal 
informs decision about applications for extensions.    
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