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“Preach the good news to all creation…” 
                                                           Mark 16:15 
 
 

 

 
 

 

 

 

 

 

 

 

Dear Brother, 
 
Enclosed is an application form for requesting a staff minister from Martin Luther College. 
 
Also enclosed is a called worker compensation form which must be returned along with the application.  
It is important to list compensation and benefits including housing. Graduates will be assigned only to 
those congregations that are at or near synod code for salary and housing.   
 
Another form included indicates the direction you want the Assignment Committee to follow should a 
candidate possessing the specific gifts and abilities you are seeking not be available.   
 
In order that the individual who is assigned to your congregation or school may have his/her Call on 
Assignment Day, I would ask that you include the appropriate Call document signed by the appropriate 
individuals. Should you receive a graduate, I will fill in his or her name at the time the assignment is 
made. Call forms for pastors and teachers may be obtained online at Northwestern Publishing House’s 
website:  
 
The forms that follow are in a PDF fillable format. You will need Adobe Reader or some other PDF 
capable program (not Microsoft Edge). You can type in your information and email it back to the District 
President.  Email attachment is preferred. If you prefer to have the forms as an RTF file, request the 
same by e-mail. 
 
These documents should be in my office as close to May 1st as possible so that I may have the 
appropriate information to share with the Assignment Committee. 
 
  
In His Service, 
 

Pastor Joel M. Zank 
 
930 E. Florida Ave. 
Appleton, WI 54911 

 

http://online.nph.net/searchadv.aspx?SearchTerm=call+forms&x=0&y=0&SearchDescriptions=0&SearchSubtitles=0&SearchAuthors=0&SearchComposers=0&SearchArtists=0&SearchSubjects=0&SearchSeries=0&ShowPics=1&SearchTerm_Vldt=%0D%0A%09%09%09%09%09%5Breq%5D%5Blen%3D3%5D%5Bblankalert%3DPlease+enter+something+to+search+for%21%5D%0D%0A%09%09%09%09
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Application For MLC Graduate 
 

 

Date:                                 
       
  
Dear President Zank, 
 
We,              
                                        (name of congregation) 
 
of             

               (city and state) 
 

hereby formally petition the Synodical Assignment Committee to assign to us a graduate of Martin 
Luther College.  
 
In doing so, we place our confidence in our Lord Jesus Christ to provide for the needs of His church, as 
well as our confidence in the divinity of the Call as it is carried out through the Assignment Committee.   
We commit ourselves to adequately provide for the support of the graduate who is assigned to us. 
 
In the name of:            

               (name of institution or board) 
 

 
   

 
     (President) 

 

 

 

 
                  (Secretary) 
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REQUEST FOR TEACHING CANDIDATE FROM THE ASSIGNMENT COMMITTEE 

Due at the District President’s office by May 1, 2017 

Congregation/School:                                                                                            ID #  

Street:                                                                                            Phone:  

City, State, Zip:                                                                                            E-Mail:  

 

Assignment Committee Meeting Date:  May 11-12, 2017 

 

    Male teacher         Female       Either   

    Married:         Single:      Either  

 

 

Duties:  Mark ONLY what applies.  Our gracious God has not given all of our candidates all of these gifts.  

Remember, the more restrictive you are in duties, the more difficult it will be to make an assignment.  Because of 

the availability of candidates and the gifts the Lord has given to them, the Assignment Committee may need to 

give consideration to candidates who have been blessed with some, but not all of your desired gifts.  Place an “X” 

behind each desired duty.  After you’ve “Xed” the appropriate duties, rank them in order of importance beginning 

with 1 as most important.  This ranking will be used as a guide in making an assignment.   
 

Duty X Rank 

Administration   

Adult Bible Study   

Children’s Ministry   

Evangelism   

Family Ministry   

Member Care   

Volunteer Coordination   

Youth Work   

 

 

What are the two most important ministry qualifications which you desire in the staff minister?   

 

1.  

 

2.   

 

Describe the particular needs, requests, and/or unique challenges that has led your congregation to seek a staff 

minister at this time:  

 

 

 

  



Salary Considerations:  As congregations prepare to request a call or come to the assignment 
committee, the Conference of Presidents wants to underscore that it considers the base salary of 
the code to be a reasonable wage. This would include benefits such as VEBA, pension, housing, 
half of Social Security, and mileage. Congregations not presently at code should present a plan 
that would bring the salary to the level of mission code within three years and provide an annual 
report to the District president regarding their progress. 
 
The following salary and financial items need to be addressed PRIOR to submitting the call 
request to the assignment committee. Please do not  enter “Synod Code” Enter a specific dollar 
amount. The following fill in the blank form is based on the items found in WELS Compensation 
Guidelines.   (Information can be obtained at                                                                          click on 
“Human Resources” in the right-hand column, then click on “Compensation.” Here you will find a 
“Compensation Guidelines Worksheet” as an Excel file.) 
 
You may refer to the accompanying instruction sheet for additional information on each line 
item. 

 
Sample salary calculation 

Example: Male teacher graduate assignment, 0 years of experience, column A. 

1. Base salary: $30,807  base salary from synod salary table (use table for current year) 

2. Cost of living: x 1.025 = sample ACCRA COLI multiplier 
$31,577  adjusted base salary 

3. HUD FMV 3BR: $    1,350 per month 
$16,200 per year 

4. Car allowance: $   3,600 static allowance, estimate 9,000 miles, $0.40/mile 

Total of bold: $51,377 

5. ½ FICA/SECA: $   3,930 7.65% of salary added to compensation 

Total salary: $55,307 

Notes 

Salary tables for the current year are available from the district website at  

Local cost of living index information is available from the WELS Human Resources Department. 
    414-256-3269 

Current rates for WELS VEBA medical plans are available from the WELS Benefit Plans Office. 
     414-256-3245 

HUD FMR figures are available online at .  Search for “FMR.” 

 

NOTE: Because we are blessed with second-career graduates, please indicate whether or not the 
congregation is willing to adjust the base salary to reflect prior work experience and to begin 
compensation at a level higher than that of a first-year teacher: 

We can adjust compensation upwards based on prior career experience: 

 Yes If yes: We can adjust salary upward to a maximum equivalent of ____________ years of experience. 
 No  
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https://wels365.sharepoint.com/sites/hr/Shared%20Documents/Compensation/Proposed%20Salary%20Matrix%202017-18.pdf
www.hud.gov
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Application for Staff Minister Candidate instructions 

Base salary: Base salary amounts are available from the synod salary code table (obtain a current copy from the 
WELS Human Resources Department). Typical compensation columns for teachers are A-D.  

Cost-of-living adjustment: Determine the cost-of-living index (COLI) for your immediate area. You may use the 
ACCRA Index or another local index that accurately reflects the cost of local adjustments. Apply the index factor to 
the base salary to adjust the base salary up or down.  

Example: The index for your area is 1.03 (3% above the national median). Multiply the base salary by .03 
and include the amount on the “Cost-of-living adjustment” line. 

Example: The index for your area is 0.88 (12% below the national median). Multiply the base salary by .12 
and include the amount as a negative value on the “Cost-of-living adjustment” line. Note: If the local index is 
less than 1.00, some congregations choose not to apply a reduction to the base salary. 

Housing allowance: If you are not providing a residence for the staff minister to live in, he or she will need to rent 
or purchase a home to live in. The base salary does not include the housing allowance. The housing allowance is 
based upon the HUD fair market rental value of homes in your area. The monthly allowance figure is available from 
the HUD website. Use the 3-bedroom amount under most circumstances. If you expect your teacher to maintain an 
office at home, use the 4-bedroom amount. Multiply the monthly HUD figure by 12 to get the annual amount. 

+2% equity allowance: If the congregation is providing a residence for the called worker to live in, the salary is to 
be adjusted upward by 2% of the base salary to compensate for the equity that he will not be gaining from owning 
his own home. 

Total salary: Add the base salary, COLI adjustment, and the housing allowance or equity allowance. 

Social security assistance: Male staff ministers are considered to be employees of the congregation for income tax 
purposes, but they are considered to be self-employed for Social Security purposes. This means that male teachers 
are responsible for paying their own self-employment tax to the Social Security Administration. The synod code 
provides for congregations to add 7.65% to the “Total salary” to assist male teachers with this additional obligation. 

Female staff ministers are not considered “Ministers of the Gospel” for tax purposes. They are considered employees 
of the congregation and will have federal and state tax withheld from their paychecks, as well as withholding for 
Social Security and Medicare taxes. You do not need to include an amount on this line for female called workers. 

Travel allowance: Some congregations include in the compensation a fixed amount to cover anticipated travel 
expenses (mileage costs). Other congregations request that the teacher submit reimbursement requests for non-
commuting, school- and church-related mileage actually driven. If you provide a fixed mileage compensation, 
include the annual amount here. 

Final amount: Add the total salary plus additional assistance for Social Security and travel reimbursement. This is 
the number that is to be included on the call form. 

Additional expenses: The congregation should plan for additional expenses as part of the salary package. These 
include the costs of benefits paid by the congregation, such as major medical insurance, disability insurance, and the 
like. These costs are not paid to the called worker, but they should be factored into cost calculations by the 
congregation. 

Additional benefits provided under synod code compensation: 

1. Coverage in a family medical plan, WELS VEBA or equivalent. $1,000 deductible (VEBA Plan 2) is the 
baseline. 

2. Coverage for long-term disability. 

3. Participation in WELS pension plan. The congregation will pay pension premiums to the WELS Benefit Plans 
Office. 

4. Paid vacation, according to synod schedule: 
0-7 years of service: 2 weeks 
8-15 years of service: 3 weeks 
16+ years of service: 4 weeks 

  



Salary worksheet 
As congregations prepare to come to the assignment committee for a teacher or staff minister, the Conference of 

Presidents wishes to underscore that it considers synod code to be a reasonable wage. This includes benefits such as 

VEBA (medical and disability insurance), pension, housing, half of Social Security (male workers), and mileage. 

Congregations not presently at code should present a plan that will bring the salary to the level of synod code within 

three years and provide an annual report to the district president regarding their progress.  

Please use the following worksheet to calculate the annual salary for your new teacher or staff minister. If you do 

not use synod code calculations to determine your called worker’s salary, you may fill in only the line for “Final 

amount.” The Conference of Presidents requests that the final amount be the equivalent of synod code or higher, 

unless special circumstances have been addressed with your district president. You may refer to the accompanying 

instruction sheet for additional information on each line item. 

Base salary:   

Cost-of-living adjustment:   

Housing allowance:   A parsonage is not provided 

+2% Equity allowance:   A parsonage is provided 

Total salary:   

Social Security assistance:  7.65% of “Total salary” 

Travel allowance:   

Final amount:   

WELS VEBA (medical 

insurance): 

  

WELS Pension for 2017:   

Total cost of benefits:   

Total salary and benefits:   

Number of weeks of vacation:   

 

Moving costs should be included in the congregation’s planning. 

Commission on Lutheran Schools following the assignment of a candidate. 

We, the undersigned, hereby formally petition the Assignment Committee of the Wisconsin Evangelical Lutheran 

Synod to assign to us a teacher or staff minister candidate to serve in our (school) ministry. 

Signed and dated in the name of the congregation: 

 
_________________________________________________ ____________________________ 
Congregation president    Date 
 
_________________________________________________ ____________________________ 
Congregation secretary    Date 
 
_________________________________________________ ____________________________ 
School principal     Date 

 

Submission deadline: May 1, 2017 

Assignment Day:  May 15, 2017 
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Directions To The Assignment Committee 

Should a candidate possessing the specific skills/gifts/grade level you are looking for not be 
available among the graduates, what direction would like the District President to give to the 
Assignment Committee?      
 

Please indicate the order of your preferences by marking them with a 1 – 2 – 3 and  4. 
 
           Assign a candidate who fills as many of the requirements of the Call as possible. (This 

assumes that the Assignment Committee would continue to try to honor your preference 
of male or female if you indicated such a preference). 

 
         Assign a female candidate possessing the skills/gifts we desire, if no male candidate with 

those skills/gifts is available. (This assumes you requested a male candidate.) OR 
 
         Assign a male candidate possessing the skills/gifts we desire, if no female candidate with 

those skills/gifts is available. (This assumes you requested a female candidate.)  
  
         Assign, if available, ___ a male ___ a female  ___either   candidate for a 1 year Call to carry out 

the classroom duties, and we will call from the field during the year to meet our specific 
needs. 
 

         Do not assign a candidate, but withdraw our Call from consideration. 
 

 

ASSEMBLING YOUR CALL PACKET 

 

Please compile your call packet that will be presented to the candidate following the call service. You may 

use the following checklist for items to be included with the call packet: 

 Completed call form. A number of call forms are available for download from the website of 

Northwestern Publishing House free of charge:  

 Cover letter to the candidate, including details about your congregation, your community, 

special ministry opportunities, etc. Make sure the letter includes contact information for 

key individuals in the congregation.  

 Additional information of interest about your community, materials from the Chamber of 

Commerce, etc. (These additions to your call packet are optional.) 
 
DIRECTION FOR SAVING AND RETURNING this document:  
 
1. Before you begin to change the file, select SAVE AS as the method of saving it.  
2. Use a file name that is peculiar to you.  What will usually work is your congregation’s name and the date 

you are sending the file to me:  e.g.  MountOliveMar2017.     
3. Make changes and additions to it and email it back to me as a PDF document.   
4. If you do not have PDF capabilities, you can print the document and fill it out. Save your completed 

document and send it back as an e-mail attachment. 
5. If you prefer a Word document, please send an e-mail requesting the same.   
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