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Introduction 
Greetings from the Wisconsin Conference of the United Church of Christ! 
 
You may be reading this introduction as a chosen chairperson for your new search 
committee, a search committee member, an interested church member, a pastor, or many 
other roles. Whatever the reason, we’re glad you are taking the time to familiarize yourself 
with the search and call process in the Wisconsin Conference of the United Church of 
Christ! You are beginning a vital, challenging, and exciting journey. On this journey you will 
examine your local church’s history and ministry, you will discern its leadership needs and 
hopes for the future, and you will enter into a time of intentional discernment.  
 
The Wisconsin Conference’s former Search and Call resource manual has been updated 
and revised into this manual to meet and adapt to the ever-changing needs and landscape 
of local churches in the United Church of Christ. This manual can be read and referred to at 
any point in the process, but we hope that church leadership will begin look through the 
manual, especially the beginning sections, as soon as a pastor announces their departure.   
 
In this manual you will find guides, processes, written resources, spiritual resources, and 
more as you begin the search and call process. There are hyper-links to various resources 
that are not printed in this manual as well. Throughout this manual, resources of the 
National Setting of the United of Christ, especially from the Ministerial Excellence, Support 
and Authorization Team (MESA) will be referred to, though not always cited.   
 
The following words of introduction come from MESA’s “Guide to Pastoral Search and Call: 
Notes for the Local Church”: The timeline for seeking and calling a new minister varies, 
though many congregations find that the process can be completed in a year. The process 
has three distinct seasons: a time of internal preparation before the search, a time of 
seeking and selecting new pastoral leadership, and a time of affirming and welcoming the 
newly-called minster. 
 
The search process in the UCC is a blend of employment work and spiritual work. We use 
the word call to reflect that that distinct blend of the practical and sacred. A congregation 
does not hire a new pastor but calls a pastor, following a careful business-like search that is 
infused with prayerful attention to God’s direction. Candidates do not seek a new job but 
enter into an employment process in order to be rooted in new ways within God’s call. For 
your church and for the candidates, the search and call process is a spiritual journey that 
trusts God to be an active participant…listening to God is the essential work of the process.  
 
Many blessings to you and your local church as you embark on this important journey 
together. 
 
In Christ, The Wisconsin Conference Staff                                 May 2025  
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Brief Overview of the Wisconsin Conference 

Search & Call Process 
• Pastor announces intention to leave: 

1. To the Associate Conference Minister in their region 
2. To the leadership of the congregation.  

  3. To the congregation. 
 

• Associate Conference Minister speaks with or meets with Congregational 
Leadership regarding: 

1. communication with congregation. 
2. a plan for transitional pastoral leadership. 

 
• Transitional pastoral leadership begins.  

 
• Profile Writing Team formed if separate from Search Committee.  

 
• Congregational goodbye to departing minister/ Service of Farewell. 

 
• Search Committee formed. 

 
• Search Committee meets with ACM for overview of search process and orientation 

to Local Church Profile. 
 

• Search Committee drafts and uploads local church profile for validation.  
 

• Search Committee meets with ACM for orientation to receiving candidates and 
process. 

 
• Receive candidate profiles, interviews, and discernment.  

 
• Search Committee identifies final candidate. 

 
• Search Committee and/or leadership negotiates call agreement with candidate.  

 
• Candidating Weekend is arranged. 

 
• Congregation meets the candidate for worship followed by meeting to vote on call. 

 
• Newly-called pastor arrives and begins ministry.  

 
• Pastor meets with Committee on Ministry for Transfer of Standing, and discuss 

installation service and date.  
 

• Installation of Pastor. 
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SECTION 1: Internal Preparation Before the Search 
 

SECTION 1:1 Announcing a Resignation 
 
When a pastor announces their intention to leave, they should do so in the following order:  
1. To the Associate Conference Minister in their region.  
2. To the leadership of the congregation.  
3. To the congregation. 
If you, as a leader in the congregation, have heard this news before the Associate 
Conference Minister or other leadership, please encourage your pastor to follow the above 
process.  
 
The transition time will be smoother if most members of the congregation receive 
information about their pastor's departure at the same time. A pastor who has agreed to 
accept the offer of a new call will usually consult with the president/moderator of the 
congregation and one or two other key lay leaders during the time leading up to the official 
resignation. 
 
The Tasks of the Departing Pastor 
The departing pastor: 

1. Prepares a carefully written resignation letter and has it ready to mail/email when 
they are meeting with the Governing Body to announce the departure. The letter 
should: 
-set the tone for the following weeks of closure; 
-contain an expression of genuine gratitude and an acknowledgement of the many 
emotions involved in such a transition; 
-provide an explanation of the ethical issues related to departure; 
-include the date of the pastor’s last Sunday/Farewell Service if this date has been 
agreed upon.  
Sending an all-church mailing is preferable to an unexpected announcement on 
Sunday morning. 

2. Meets with the governing body to announce the departure. At this meeting or 
subsequent meetings, a last date in the office and a final worship service should be 
agreed upon.  

3. Sends out the letter within a day after the Governing Body is made aware, 
preferably earlier in the week so church members have time to digest the 
information before the following Sunday’s worship service(s).  

4. Shares appropriate words in worship the following Sunday.  
5. Prepares A Transition Resource for the next pastor. [See Resource Manual Pages 5-

9 SECTION 1:1 Resource: A Transition Resource for Departing and Arriving 
Ministers.] 
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Not all pastors know of the above best practices regarding resignation and resignation 
letters. As a leader in your congregation, you may need to share this information with your 
departing pastor.  
 
The Initial Tasks of the Governing Body 
Once the governing body has heard of the departure by the pastor, the governing body: 
 

1. Contacts the Associate Conference Minister serving your region to discuss the 
departure and exit tasks of the outgoing minister and outline an appropriate timeline 
for the search. [See Resource Manual Pages 5-9 SECTION 1:1 Resource: A Transition 
Resource for Departing and Arriving Ministers]. 

2. Consults the local church’s bylaws to clarify relevant aspects of process and 
decision-making in your congregation.  

3. Communicates these processes to the congregation, including by letter to all 
church members. [See Resource Manual Pages 10-11 SECTION 1:1 Resource: 
Sample Letter #1 for Communication with the Congregation from the Governing 
Body after the Resignation of a Pastor.] [See Resource Manual Page 12 SECTION 1:1 
Resource: Sample Letter #2 for Communication with the Congregation from the 
Governing Body after the Resignation of a Pastor.] 

4. Plans a last date in the office and a final worship service with the departing 
pastor. Please contact the Associate Conference Minister serving your region to 
choose a date on which representation from the Committee on Ministry will be 
available and receive the Service of Farewell Liturgy from the UCC Book of Worship. 
[See Pages 7-8 below for more information on Farewell events]. 

5. Works with the outgoing minister to clearly outline and communicate ethical 
departure boundaries between the church and outgoing minister.  

6. Holds an exit interview with the departing pastor. [See Resource Manual Pages 13-
14 SECTION 1:1 Resource: Exit Interview Guidance.] [See Resource Manual Pages 
15-17 SECTION 1:1 Resource: Exit Interview Sample Questions.] 

7. Contacts the Associate Conference Minister to decide if your governing body and 
conference staff agree that an intentional interim or supply pastor is needed the 
position can be posted online by the conference right away to UCC Ministry 
Opportunities with information completed by the church’s governing body. 

 
Departing Pastoral Ethics  
The personal relationships established within a local church setting sometimes make it 
difficult for both pastor and people to remember that the role is a professional one 
governed by a professional code of ethics. That code of ethics mandates that the 
professional relationship cease at the end of the term of service in a church. Pastors have 
an ethical obligation not to "intrude upon the ministry of [their] successor." Intrusion 
includes performing pastoral services (funerals, weddings, baptisms) as well as conversing 
with members about church life or decisions the church is considering. [LINK: The UCC 
Ordained Minister’s Code https://www.ucc.org/what-we-do/justice-local-church-
ministries/mesa/ministers/ministers_ordained-ministers-code/] [LINK: A Sure Foundation 

https://www.ucc.org/what-we-do/justice-local-church-ministries/mesa/ministers/ministers_ordained-ministers-code/
https://www.ucc.org/what-we-do/justice-local-church-ministries/mesa/ministers/ministers_ordained-ministers-code/
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Resource https://wcucc.org/wp-content/uploads/2022/04/A-Sure-Foundation.pdf (Page 43 
begins section on Ethical Departure Guidelines]. 
 
It is the responsibility of the pastor, whether retiring or leaving to pastor another 
congregation, and the leadership of the local church to hold these boundaries. After 
departing, pastors who do not follow this professional code of ethics, whether they accept 
a new call in another ministry setting, retire, finish their ministry, etc., may be subject to a 
fitness review by the Committee on Ministry. [See Resource Manual Page 18 SECTION 1:1 
Resource: Sample Letters to the Congregation from the Pastor Regarding Ethics.] [See 
Resource Manual Pages 19 SECTION 1:1 Resource: The Retiring Pastor Who Remains in the 
Community.] 
 
Financial Matters and Benefits for the Departing Pastor 
The governing board:  

1. Designates someone (usually a member of the church committee that is 
responsible for financial matters) to work closely with the departing pastor regarding 
finances and benefits.  

2. With the departing pastor, makes certain the UCC Pension Boards receive proper 
notification of the resignation and the formal departure date. The pastor is 
responsible for making certain that arrangements for continuity of health insurance 
coverage are in place for either the pastor or the next calling body to assume 
responsibility of payment. In circumstances where the quarterly health insurance 
premium has been prepaid, it is often suggested that the pastor or the new calling 
body reimburse the former calling body for the portion of the insurance that is 
needed during the transition. 

 
The Parsonage 
If the church owns a parsonage, the appropriate body (Board of Trustees, Property 
Committee, Church Council, etc.) will be involved in meeting with the current pastor to 
discuss a timetable for vacating the home. While some transition pastors may have need of 
a parsonage others will not. Until the interim selection process has been completed, no 
steps should be taken to begin major repairs that would make it impossible for the interim 
to occupy the home. In interim situations where the parsonage will be vacant, some 
churches choose to rent the home after discussing the property tax implications with 
city/town officials. 
 
Farewell Events  
The church should plan one or more farewell events to express gratitude to the departing 
pastor and to celebrate the ministry they have shared together. Some churches prefer to 
schedule a celebration dinner while others organize a reception following the final Sunday 
of worship; presentation of a gift and/or a video, remembrance scrapbook, or something 
similar, as well as a churchwide collection of funds for one or more farewell gifts, are 
customary practices. As the governing board publicizes these activities, it is important to 
remember to extend invitations to other pastors in the area, community leaders, and 

https://wcucc.org/wp-content/uploads/2022/04/A-Sure-Foundation.pdf
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members of the Conference/Association staff. It is important to schedule and hold this 
Farwell service for both the congregation and the pastor. [Contact the Associate 
Conference Minister serving your region to plan the Farewell Sunday. The ACM and/or 
representation from the Committee on Ministry should attend and will provide the Liturgy of 
Farewell from the UCC Book of Worship]. 
 

SECTION 1:2 The Interim/Transitional Period 
 
One of the first tasks of the Governing Body of the congregation is to discern and determine 
what type of pastoral leadership is or will be needed when the current pastor departs. It is 
important that the Governing Body meet with and consult the Associate Conference 
Minister serving your region for this discussion. The Call Agreement Workbook [LINK: Call 
Agreement Workbook: https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-
Workbook.pdf] can be used to help to determine a Scope of Work and whether a full-time 
or part-time position is needed.  
 
The first question for the Governing Body to consider is: What kind of interim pastoral 
leadership are we seeking? It may be appropriate for the Governing Body to include other 
leadership groups of the church and possibly the whole congregation in this discussion, 
especially if it is possible that the type of pastoral leadership may differ from previous 
models used by the church.  
 
Definitions of Pastoral Leadership Used in the UCC  
Settled Pastor: The goal of a settled pastorate is partnership in ministry over time. A settled 
pastorate may be full-time or part-time. Varieties of settled pastor titles include: Senior 
Pastor, Lead Pastor, Associate Pastor, Solo Pastor, Co-Pastor, Yoked or Shared Pastor. 
 
Interim Pastor: The goal of an intentional interim pastorate is a successful transitional 
season, with specific tasks that prepare the congregation for its next settled pastor. A 
congregation’s investment in an interim pastorate is typically 18 months with 
compensation equivalent to what will be provided to the settled pastor. 
 
Designated Interim/Pastor: The goal of a designated-term pastorate is to work toward the 
church’s declared purpose for a specific season; often the pastor’s skills match the 
congregation’s declared goals. Examples of designated- term pastors include New Ministry 
Start Pastor, Revitalization Pastor, Hospice/ Legacy Pastor, or other for the purpose of a 
merger, relocation, reunification, cultural reassessment, staff transition, selling a building, 
or healing a crisis. [See Resource Manual Pages 20 SECTION 1:2 Resource: The Designated 
Pastor Process.] 
  
Supply Pastor: The goal of a supply pastorate is to focus on the maintenance of pastoral 
care and regular worship for a year or less, usually at a time when the congregation is not 
positioned for an intentional process of pastoral leadership transition. 

https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
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The Governing Body should consult closely with the Associate Conference Minister 
regarding the above options. Some questions that may be helpful in the discussion are: 

• Is your church currently in crisis? If Yes: interim or designated term. If No: Interim, 
designated term, supply, or settled.  

• Do you anticipate this pastor will lead the church through transitional tasks? If Yes: 
interim or designated term. If No: supply or settled.  

• Is the church financially capable of ongoing support for a minister beyond the next 
three years? If Yes: settled or designated term or interim. If No: supply or designated 
term.  

• Is there a specific and significant change happening (e.g. merger, new church start, 
move)? If Yes: settled or designated term. If No: supply or interim.  

• Have there been tensions with the outgoing minister? If Yes: interim or designated 
term. If No: supply, settled, interim, or designated term.  

• Do you anticipate the pastor will help the congregation identify and live into a future 
vision for its ministry? If Yes: interim, designated term or settled. If No: supply.  

 
Hiring an Interim Pastor 
If the Governing Body and Associate Conference Minister conclude that an interim pastor is 
the best option for the transitional period, all parties will work together in the process 
below. It is important to note that the calling of an interim pastor may not always align with 
the timing of the departure of the current pastor. If this is the case, the Governing Body 
should work with the Associate Conference Minister to create a plan, which may include a 
supply pastor or supply pastors.  
 
The duration of interim ministry is, by definition, a limited one, limited by a clearly defined 
agreement among all the involved parties: the Interim Pastor, the local congregation, and 
the Conference/Association staff person. It is understood that all pastoral/professional 
relationships with the interim minister will terminate when the settled ministry begins. 
 
The Goals of the Interim Pastor Period:  

1. the interim will be time-limited; 
2. the interim period will offer the congregation an opportunity to assess its history, 

governance structure, bylaws, mission, and unique ministries; 
3. the interim minister and congregation will work together to address issues that 

would significantly impact the next settled pastorate, such as conflict, financial 
issues, staffing issues, facility concerns, etc.  

4. the interim minister provides for the ongoing worship life of the congregation, offers 
basic pastoral care and administrative leadership, and helps guide a church through 
the unique complexities, challenges and opportunities inherent in an "in-between 
time" experienced by the members after an unusually long or successful pastorate. 
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Identifying an Interim Selection/Search Committee 
UCC churches vary widely in the processes utilized for designating an Interim Selection 
Committee. However, there is one normative practice: the committee making decisions 
about transition should not be the Pastoral Search Committee for the called pastor. Many 
churches assign this interim selection task to the existing committee responsible for 
worship oversight and pulpit supply (deacons, elders, or other existing board); others 
designate a small subgroup (four to five) of the governing board. (Local church bylaws 
seldom include information about the process for selecting interim leadership; however, be 
certain to check yours before moving ahead.)  
 
The Interim Selection Process 
The Interim Selection Committee:  

1. Meets with the Associate Conference Minister in their region to discuss the 
process of securing an interim pastor.  

2. Maintains confidentiality as they follow the specific protocols recommended by 
the Conference office. The naming of the Interim Selection Committee should be 
communicated to the entire congregation along with a brief outline of the process 
the committee will follow. 

3. Learns about the uniqueness of intentional interim ministry. Understanding the 
interim tasks, discussing the emotional environment of your congregation, and 
talking frankly with one another about your own feelings related to this pastoral 
transition-all these topics must be addressed before you begin your review of 
potential candidates. Because you are in a discernment process, setting aside time 
for scriptural reflection and prayer will be essential components of your meetings. 

4. Determines whether the Interim Position will be full time or part time and any 
other specific tasks. [See Resource Manual Page 21 SECTION 1:2 Resource: The 
Interim Skills and Experience Checklist.] 

5. Determines the length of time for the interim. Typical interim pastor contracts 
may last 12-18 months but may be negotiated in three-month renewable 
increments.  

6. Determines the salary package for the interim position. The salary package 
offered the interim pastor should be consistent with Conference compensation 
guidelines, as should Housing, Other, and Professional Benefits [LINK: Wisconsin 
Conference website: www.wcucc.org.]  

7. Creates a Short Form Local Church Profile for the Interim Position. The 
Associate Conference Minister and the Conference Office will assist in this project. 
This profile is completed online and lays out the specifics regarding the position for 
searching interim ministers. Contact your regional ACM to walk through this 
process. [LINK: Sample Short-Form Local Church Profile: https://www.ucc.org/wp-
content/uploads/2024/07/ShortFormProfileSampleSmall.pdf] 

8. Receives and reviews potential Ministerial Profiles and/or applications from 
potential interim pastors. All candidates that do not have a current UCC 
Ministerial Profile approved for circulation will need to have a current background 
check and a signed Statement of Consent. The ACM may assist in this process.  

file:///C:/Users/AndreaVik/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/SIPV094L/www.wcucc.org
https://www.ucc.org/wp-content/uploads/2024/07/ShortFormProfileSampleSmall.pdf
https://www.ucc.org/wp-content/uploads/2024/07/ShortFormProfileSampleSmall.pdf
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9. Interview potential candidates for interim pastor. [See Resource Manual Pages 
22-24 SECTION 1:2 Resource Sample Interim Pastor Interview Layouts #1 & #2.] 

10. Communicates with the Governing Body regarding progress without sharing 
confidential details.  

11. Prepares an Interim Pastor Contract, which the interim pastor and local 
congregational leadership will sign. [LINK: Interim Ministry Contract Template 
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.wcucc.
org%2Fwp-content%2Fuploads%2F2023%2F09%2FInterim-Ministry-Contract-
.docx&wdOrigin=BROWSELINK.] 

12. Makes a final selection and announces to the Governing Body.  
 
Non-Candidacy of an Interim Pastor 
The professional and ethical norm throughout the United Church of Christ is that those 
doing interim ministry are not candidates for the settled position. Both the congregation 
and the interim pastor are responsible for adhering to this normative practice, and a non-
candidacy agreement should be clearly stated in the interim covenant. A designated may 
or may not be considered for a settled position.  
 
A Word of Caution: Consider Only Recommended Candidates 
Because of the vulnerability of a congregation during a transition time, it is extremely 
important that you work closely with your regional Associate Conference Minister as you 
review applicants for your interim vacancy. Only UCC interim pastors-or interim pastors 
from partner denominations whose resumes and credentials have come to you through the 
Conference office should be considered for this position. 
 
The interim time should never be viewed as a time to save money by reducing pastoral 
coverage or by choosing less than fully qualified interim pastors. It is often the case that 
unemployed clergy from various denominational backgrounds will hear of a vacancy in 
their geographic area and offer their services to the church leaders. Such persons may 
have had troubled pastorates, or they may have credentials whose accuracy cannot be 
verified. The pastor's theological views or pastoral skills often prove to be an inappropriate 
match, or the pastor may lack the training to provide leadership to a church in transition. 
Rather than an interim period that offers healing and growth for the members, the presence 
of a non-recommended interim pastor can instead result in division, conflict, and a delay in 
moving toward a search process. 
 
Completing the Process of Hiring an Interim Pastor  
Once the Interim Selection Committee has completed its work, the practices of your local 
church will determine which group makes the final decision to offer a covenant/contract to 
the selected transition pastor. Customarily the Interim Committee will make its decision 
and recommend the candidate to the governing board; the governing board will finalize the 
process, approve the contract, and offer the position. Rarely is the entire congregation 
involved unless church bylaws require a congregational vote. While intentional interim 
ministry is indeed a "calling," the interim pastor usually is not "called" to an interim position 

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.wcucc.org%2Fwp-content%2Fuploads%2F2023%2F09%2FInterim-Ministry-Contract-.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.wcucc.org%2Fwp-content%2Fuploads%2F2023%2F09%2FInterim-Ministry-Contract-.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.wcucc.org%2Fwp-content%2Fuploads%2F2023%2F09%2FInterim-Ministry-Contract-.docx&wdOrigin=BROWSELINK
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by the entire congregation; rather the interim provides vital ministry between the tenures of 
"called" pastors. 
 
Welcoming the Interim Pastor  
The congregation should be informed as soon as possible when an interim pastor has been 
chosen. A brief biography that highlights the person's experience and skills should be 
included as well as an announcement of the first Sunday the interim pastor will be leading 
worship. The mailing (or newsletter article) should also explain the reasons that the interim 
pastor cannot be a candidate for the settled position. [See Resource Manual Page 25 
SECTION 1:2 Resource Sample Liturgy of Welcome for an Interim Pastor.] 
 
The Interim Pastor and the Search Process 
Interims often have both specialized skills and extensive experience in assisting both a 
Pastoral Search Committee and a congregation during a self-study and evaluation process. 
The specific role that an interim pastor will play in terms of a congregational self-study as 
well as the preparation of the Local Church Profile will vary a great deal from one 
Conference setting to another. Any interim involvement with the search process must be 
clarified with the Conference staff person. If the interim pastor does engage in consultative 
work with the Search Committee, all involvement must conclude before the committee 
begins considering ministerial profiles; names of candidates should remain confidential 
within the Search Committee and should never be shared with the interim pastor. 
 
Some candidates may ask to speak with your interim pastor. Interim pastors will only 
respond to such requests at the invitation of the Search Committee and in consultation 
with the Conference staff person. 
 

SECTION 1:3  The Search Committee 
 
The congregation will elect a Search Committee to serve on their behalf with wisdom, 
maturity, and creativity. Typically, the Search Committee is comprised of 5-9 people: 
-who have relational and detail skills and a willingness to dedicate time to meetings;  
-who are compelled less by a personal agenda and more by a commitment to the future of 
the church;  
-who represent diverse ages, races and cultures, genders, life experiences and 
perspectives present in the church. [See Resource Manual Page 26 SECTION 1:3 Resource: 
Selecting a Search Committee.] [See Resource Manual Page 27 SECTION 1:3 Resource: 
Qualities and Attributes to Consider in the Selection of Search Committee Members.] [See 
Resource Manual Page 28 SECTION 1:3 Resource: Five Commitments of Search 
Committee Members.]  
 
Your local church’s bylaws should lay out the process for securing and guidelines for a 
Search Committee. It is recommended that a Search Committee be commissioned in a 
regular worship service [LINK: Commissioning a Pastoral Search Committee 
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https://www.ucc.org/wp-content/uploads/2023/03/Litany-for-Commissioning-a-Pastoral-
Search-Committee.pdf.] 
 
Before diving into business, the Search Committee should take time to build intra-
committee relationships and a shared openness to the work of the Holy Spirit in your 
midst. [See Resource Manual Page 29 SECTION 1:3 Spiritual Resource: Litany Through the 
Search.] 
 
Initial Tasks of the Search Committee  
The initial tasks of the Search Committee are to:  

1. Meet with the Associate Conference Minister to hear about the process of the 
search.  

2. Sign the Pastoral Search Covenant. [See Resource Manual Page 30 SECTION 2:1 
Resource: Pastoral Search Process Covenant.] 

3. Clarify the Search Committee’s role and work. It has been helpful for some 
churches to divide the work of preparing a Local Church Profile Writing Committee 
where their focus is on the tasks of completing the [See Page 14 #3 Prepare the 
Local Church Profile below for more information on the Local Church Profile writing] 
and conducting the search into two separate teams. Contact your regional ACM for 
more guidance.  

4. Get organized. Choose a chairperson (co-chairs if necessary), vice-chair (if 
necessary), secretary, and treasurer. Some Search Committees choose a chaplain, 
who will give opening/closing prayers and possible devotions for the committee 
throughout the process. [See Resource Manual Page 31 SECTION 1:3: Resource 
Getting Organized.] [See Resource Manual Page 32 SECTION 1:3 Resource: 
Technology and Communication for Search Committees.] 

5. Commit to clear definition of consensus and reiterate commitments to 
confidentiality. 

6. Establish a sacred pattern of work: a meeting calendar with dedicated time to 
prayer and team-building. [See Resource Manual Page 33 SECTION 1:3 Spirituality 
Resource: Goals for Search Committees.] [See Resource Manual Page 34 SECTION 
1:3 Spiritual Resource: How are we with each other?] 

 
 
 
 

 
 
 
 
 
 

https://www.ucc.org/wp-content/uploads/2023/03/Litany-for-Commissioning-a-Pastoral-Search-Committee.pdf
https://www.ucc.org/wp-content/uploads/2023/03/Litany-for-Commissioning-a-Pastoral-Search-Committee.pdf
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SECTION 2: Seeking and Selecting New Pastoral Leadership /  
The Search 

 
SECTION 2:1 The Tasks of the Search Committee During the Search 

Once the Search Committee is established and ready to move forward, it undertakes the 
following tasks:  

1. Meet with Associate Conference Minister. The ACM serving your region will meet 
with the search committee and give an overview of the search process, including 
this manual and its resources. You will be asked to covenant with the Wisconsin 
Conference, your ACM, candidates, and God in your search process. [See Resource 
Manual Pages 30-31 SECTION 2:1 Resource: Pastoral Search Process Covenant.] 

2. Communicate with the Congregation and the Governing Board. It is important for 
the Search Committee to give periodic updates to the congregation, which may 
include the basic steps involved in the UCC Search and Call process, information 
about how the congregation will be able to give input for the Local Church Profile, 
updates one both process and progress. While they cannot know the names of 
individual candidates, the members will benefit from specific information about the 
status of your committee's work; regular updates will reduce anxiety and create a 
sense of partnership with the entire church as you move through this discernment 
process. [See Resource Manual Pages 37-38 SECTION 2:1 Resource: Initial Letter 
Samples to the Congregation from the Search Committee.] 

3. Prepare the Local Church Profile. The task of preparing the Local Church Profile 
may be prepared by a profile writing team, the governing body, or it may be assigned 
to the Search Committee (the interim minister may be a helpful resource in 
preparing the Local Church Profile). While each church delegates these tasks 
differently, what matters most is clear conversations and communication to form a 
cohesive process encouraging maximum participation by the whole congregation. 
The Local Church Profile is prepared online in consultation with the Associate 
Conference Minister, who validates the profile. The Search Committee may work 
with the Governing Body process of preparing the Local Church Profile will help the 
Search Committee to determine compensation guidelines, housing expectations, 
and a description of the Scope of Work for the position. [See Resource Manual 
Pages 39-40 SECTION 2:1 Resource: Preparing the Local Church Profile.] [See 
Resource Manual Pages 41-43 SECTION 2:1 Resource: 12 Steps for Local Church 
Profile Completion.] [LINK: Sample Local Church Profile Standard 
https://www.ucc.org/wp-content/uploads/2024/07/StandardProfileSample.pdf .] 

4. Finalize the Local Church Profile with references and the statement of consent, 
then ask the conference to validate it for circulation. Your conference will post the 
Local Church Profile online at UCC Ministry Opportunities. 

5. Establish a process for reading, reviewing, and reflecting before the first profiles 
are received.  

https://www.ucc.org/wp-content/uploads/2024/07/StandardProfileSample.pdf
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-Read the ministerial profiles from beginning to end, considering all presented 
information and reflecting on the candidate’s self-presentation alongside the 
references’ perspective on the candidates. 
-Where do you find something exciting and compelling in a particular profile? Which 
candidates do you want to know more about?  
-View the vocational history and criminal background check with respect to the 
interpretation of that history in the profile’s supplemental materials.  

6. Receive UCC Ministerial Profiles and begin confidentially reviewing them. It is that 
you contact and meet the with ACM to do an orientation on reading and reviewing 
candidate profiles.  
-Any minister with a validated UCC Ministerial Profile may request that the 
Conference send their profile for the open position.  
-The UCC Ministerial Profile provides the committee with the candidate’s self-
assessment of gifts and skills in ministry, along with the wider church’s 
ecclesiastical verification of ministerial standing (or approval for standing). [LINK: 
Sample UCC Ministerial Profile, https://www.ucc.org/wp-
content/uploads/2024/01/SereneDavisSample.pdf .] 
-Your conference may also, at its discretion, pass along ministerial profiles or 
equivalent documents from other candidates from the Presbyterian Church (USA), 
the Evangelical Lutheran Church in America or the Reformed Church in America 
according to the Formula of Agreement, as well as profiles from the Christian 
Church (Disciples of Christ) or the United Church of Canada (whose ministers also 
may be eligible to use the UCC Ministerial Profile). These ecumenical opportunities 
are shaped by established denominational agreements. [See Resource Manual 
Page 44 Section 2:1 Resource: Ministers from Other Denominations.] 
-The committee’s confidential treatment of profiles means that no one – except the 
conference staff assisting the search process – knows or is able to identify the 
candidates whose profiles have been received by the committee. 

7. Communicate with candidates of all UCC Ministerial Profiles received.  
-The Search Committee is under no obligation to let candidates know their profiles 
have been received, but the Wisconsin Conference recommends doing so. [See 
Resource Manual Page 45 SECTION 2:1 Resource: Email Template for Profiles 
Received.] 

8. Review UCC Ministerial Profiles received.  
-There is no “right” number of UCC Ministerial Profiles for Search Committees to 
receive and no “one” way to process the profiles as a committee.  
-Some committees like to read through the entire stack of profiles to determine 
which candidates to interview. Others read through small batches of profiles to 
identify candidates to interview, returning later to the remaining profiles for 
consideration. 

9. Determine which candidates will be interviewed with encouragement to be 
generous in your willingness to be surprised by the Holy Spirit [See Resource Manual 
Pages 46 SECTION 2:1 Spiritual Resource: Face to Face.] [See Resource Manual 

https://www.ucc.org/wp-content/uploads/2024/01/SereneDavisSample.pdf
https://www.ucc.org/wp-content/uploads/2024/01/SereneDavisSample.pdf
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Pages 47 SECTION 2:1 Spiritual Resource: Reflections on Decision-Making for 
Search Committees.] 

10. Plan for the interview process.  
-Gather and create interview questions based on your Local Church Profile. [See 
Resource Manual Pages 48-50 SECTION 2:1 Resource Sample Interview Questions.] 
[See Resource Manual Page 51 SECTION 2:1 Resource: Common Interview Pitfalls.] 
-Consider also using the Marks of Faithful and Effective Authorized Ministers [LINK: 
MARKS OF FAITHFUL AND EFFECTIVE AUTHORIZED MINISTERS IN THE UNITED 
CHURCH OF CHRIST https://www.ucc.org/wp-content/uploads/2021/11/Marks-of-
Faithful-and-Effective-Ministers.pdf], a rubric of eight areas of expected excellence 
for UCC ministers, to shape some of the interview questions.  
-Some teams find it helpful to practice interviewing a minister who is not a 
candidate. 
-Personal characteristics that have no relationship to candidates’ skills in ministry 
include marital status, disability, sexual orientation, age, national origin and 
ethnicity; questions about these are inappropriate. Interview questions about past 
ministry experiences, challenges and accomplishments, strengths and weaknesses 
are important. Include questions that will draw out the pastoral perspective and 
biblical imagination of candidates. Plan to ask the same questions with each 
interviewed candidate, knowing that additional questions and surprises will surface 
naturally in conversation.  

11. Send interview request to chosen candidates. [See Resource Manual Page 52 
SECTION 2:1 Resource: Sample First Interview Request Email] 

12. Make a plan regarding how and when to communicate with candidates that are 
no longer under consideration. [See Page 53 SECTION 2:1 Sample Rejection 
Email.] The committee may want to wait to release candidates from the process 
until after initial interviews have concluded. If the committee is certain it does not 
want to move forward with a candidate, it should communicate that as soon as 
possible. 

13. Hold initial interview(s) for chosen candidate(s) using Zoom or Teams or some 
other appropriate online venue.  
-If the candidate is local, it is acceptable to invite them for an in-person interview, 
but online is still recommended. 

14. Discern together after initial interviews.  
-The committee decides which interviewees were compelling and reviews online 
materials shared in the Ministerial Profiles (with caution against bias).  

15. Determine which candidate(s) will receive follow-up interviews.  
16. Communicate with candidates that are no longer under consideration. [See 

Resource Manual Page 54 SECTION 2:1 Resource: Sample Candidate Rejection 
Email after Interview.] 

17. Invite candidate(s) to follow-up interview(s).   
-It is typical for a Search Committee to hold a follow-up interview online to ask more 
in-depth questions of the candidate.   
 

https://www.ucc.org/wp-content/uploads/2021/11/Marks-of-Faithful-and-Effective-Ministers.pdf
https://www.ucc.org/wp-content/uploads/2021/11/Marks-of-Faithful-and-Effective-Ministers.pdf
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18. Discern together after follow-up interviews and checking references. 
-If the committee feels they want to move forward with one or more candidates, 
after the follow-up interviews the committee checks candidates’ references from 
Ministerial Profile (via phone call) and considers whose availability for ministry 
could feasibly support the congregation’s stated goals in its Local Church Profile. 
[See Resource Manual Pages 55-56 SECTION 2:1 Resource: Checking References.]  
-Communicate with candidate that you plan to contact references.  

19. Decide if a neutral pulpit is needed. 
-If the committee believes one is needed, please contact your ACM. Search 
committees should not plan a neutral pulpit without ACM involvement.  
-If no videos of preaching are available, a neutral pulpit invitation may be extended 
to one or more candidates, providing travel reimbursement to those candidates.  
-The neutral pulpit is also the opportunity for an in-person interview, if one has not 
already been conducted in the initial and follow-up interviews.  
-Most Search Committees find online videos of preaching and worship leadership 
sufficient in the search. A neutral pulpit should not be planned if unnecessary.  
-An alternative to a neutral pulpit is that the Search Committee ask the candidate to 
preach and lead a mini-worship service for the Search Committee only at an in-
person interview.  

20. Decide whether to invite any candidates for in-person interviews.  
-Search Committees may invite more than one candidate for an in-person interview, 
but it is recommended that the committee come to a consensus on one candidate 
at a time.  
-It is appropriate for a Search Committee to wait to release a candidate until after 
another candidate has been interviewed in person, but this must be done with care 
and ample communication with the unreleased candidate that the committee is still 
discerning and a possible timeline for more information and decision.  

21. Communicate the names of any candidates that will be invited for an in-person 
interview to the Associate Conference Minister. 
-The Associate Conference Minister will then do a Conference-to-Conference 
judicatory reference check on the candidate. 
-A judicatory reference check is highly confidential and comes from the ACM or 
Conference Minister and may include information that is not in the profile. Your ACM 
will share with you the outcome of that reference or will share questions and/or 
concerns you can discuss with candidate.  
-If the candidate is a non-UCC candidate, your ACM will also do judicatory check 
but will likely do this much earlier in your process with a candidate. 

22. Communicate with any candidates that are no longer under consideration after 
a second interview.  

23. Plan the in-person interview.  
-The in-person interview typically includes informal conversation time with the 
Search Committee, a tour of the community, initial compensation talks, and a tour 
of the church. Make sure to include a tour of the parsonage if this is applicable.  
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-Because of a wide diversity of neutral pulpit practices, communicate your purpose, 
your timeline for final negotiations and decision-making, and if there are any other 
candidates who are coming for an-person interview.  
-Financial expectations for candidates’ travel should be clarified in advance; costs 
are expected to be borne by the church.  
-The committee should plan at least two possible sets of dates to be offered to the 
candidate for flexibility.  
-Keep in mind that the candidate may have local church commitments at their 
current ministry setting that cannot be moved.  
-This stage of interviewing should be kept confidential by the committee.  
-Any Search Committee visits to a candidate’s current ministry settings are 
discouraged. [See Resource Manual Pages 57-58 SECTION 2:1 Resource: Planning 
the In-Person Visit and Interview.] 

24. Invite the candidate to the in-person interview.  
-Keep in mind that although the Search Committee has decided to invite for the in-
person interview, the candidate may need some time to discern.  
-This is not necessarily a sign of uncertainty, but rather of faithfulness in the 
discernment process.  

25. Hold the in-person interview(s).  
26. Discern together after the in-person interview(s). If the committee wants to move 

forward in calling the candidate as the settled pastor, move to #27 below. If the 
committee does not want to move forward, communicate this decision with the 
candidate by phone.  

27. Negotiate the terms of call with the final candidate before the candidating 
weekend is held. The Search Committee, in collaboration with the Governing Body, 
negotiates the call agreement. The Conference has resources which include a Call 
Agreement Workbook  [LINK: The Call Agreement Workbook: https://wcucc.org/wp-
content/uploads/2023/09/Call-Agreement-Workbook.pdf.] [LINK: The Call 
Agreement Template: 
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2
Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-
2023.docx&wdOrigin=BROWSELINK.] [LINK The Wisconsin Conference 
Compensation Guidelines: www.wcucc.org.] [See Resource Manual Pages 60-61 
SECTION 2:1 Resource: Assessing Finances.] 

28. Invite final candidate to a candidating weekend.  
-When the Search Committee has clarity on its final candidate, make an invitation to 
schedule a candidating weekend and ask the final candidate to seriously prepare to 
say “Yes” to being called with your church toward God’s future.  
-If a candidate declines the invitation to a candidating weekend as a result of their 
own discernment, the Search Committee continues its prayerful consideration of 
profiles. [See Resource Manual Page 59 SECTION 2:1 Spiritual Resource: The Work 
is Almost Completed.] 
-The Search Committee or Governing Body negotiates. The Conference has 
resources which include a Call Agreement Workbook  [LINK: The Call Agreement 

https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
http://www.wcucc.org/
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Workbook: https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-
Workbook.pdf.] [LINK: The Call Agreement Template: 
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2
Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-
2023.docx&wdOrigin=BROWSELINK.] [LINK The Wisconsin Conference 
Compensation Guidelines: www.wcucc.org.] [See Resource Manual Pages 60-61 
SECTION 2:1 Resource: Assessing Finances.] 

29. Prepare the Call Agreement and send to the candidate.  
-These terms of call are not expected to change after the candidating weekend, 
although the call agreement is not signed until after the congregational vote. 
-If all are in agreement, announce the candidating weekend to the congregation.  

30. Complete a Three-Way Covenant or Four-Way Covenant. These covenants are 
completed with and approved by the Committee on Ministry. [LINK: Three-Way 
Covenant 
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org
%2Fwp-content%2Fuploads%2F2023%2F04%2FThree-Way-Covenant-Template-
ERD-edits.docx&wdOrigin=BROWSELINK .] [LINK: Four-Way Covenant: 
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org
%2Fwp-content%2Fuploads%2F2023%2F05%2FFour-Way-Covenant-Template-
ERD-edits-5.8.23.docx&wdOrigin=BROWSELINK .] 

31. Plan the Candidating Weekend.  
-The Search Committee may choose the Candidating Sunday with other church 
leadership and the candidate.  
-The Search Committee should discuss with the candidate what percentage of 
approval they expect to receive in the congregational vote in order to accept the call; 
often the expectation is 90% or 95% approval. [See Resource Manual Page 62 
SECTION 2:1 Resource: Planning the Candidating Weekend.] 

32. Prepare and send a letter/invitation to the congregation regarding the 
Candidating Weekend.  
-The committee’s letter presenting the candidate to the congregation should be sent 
with enough notice for a congregational meeting to be held according to the 
church’s bylaws. [See Resource Manual Pages 63-66 SECTION 2:1 Resource Sample 
Letters to the Congregation: Candidating Weekend Invitation.] 

33. Hold the Candidating Weekend.  
-During the candidating weekend, the congregation meets the candidate at one or 
multiple events, and then experiences worship with the candidate leading and 
preaching, after which a congregational vote is held by members in attendance.  
-The Search Committee may participate in the worship service. 
-After the worship service, the candidate (and family if applicable), is/are excused.  
-The Search Committee takes the lead in presenting the candidate to the 
congregation, celebrating the discernment process and the movement of the Holy 
Spirit, and affirming the candidate’s suitability to the vision expressed in the Local 
Church Profile.  

https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
https://wcucc.org/wp-content/uploads/2023/09/Call-Agreement-Workbook.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwcucc.org%2Fwp-content%2Fuploads%2F2023%2F11%2FCall-Agreement-UPDATED-october-2023.docx&wdOrigin=BROWSELINK
http://www.wcucc.org/
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F04%2FThree-Way-Covenant-Template-ERD-edits.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F04%2FThree-Way-Covenant-Template-ERD-edits.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F04%2FThree-Way-Covenant-Template-ERD-edits.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F05%2FFour-Way-Covenant-Template-ERD-edits-5.8.23.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F05%2FFour-Way-Covenant-Template-ERD-edits-5.8.23.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.ucc.org%2Fwp-content%2Fuploads%2F2023%2F05%2FFour-Way-Covenant-Template-ERD-edits-5.8.23.docx&wdOrigin=BROWSELINK
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-The governing body conducts the vote prayerfully and in accordance with the 
church’s bylaws.  
-If the congregational vote is affirmative, welcome the candidate (and family if 
applicable) back into the meeting and celebrate. 
-The candidate then signs the call agreement and the three-way covenant and 
copies should be sent to the Wisconsin Conference office.  
-Follow the candidate’s lead in determining when to publicize their candidacy and 
new call, out of respect for setting(s) they currently serve. Be sensitive about how 
and when the candidate’s name is communicated before and after the candidating 
weekend. [See Resource Manual Page 67 SECTION 2:1 Resource: A Suggested 
Process for the Congregational Meeting.] 
-Keep in mind that the new pastor may not begin until 90 days due to their current 
call.  
-If the congregational vote is negative or if the candidate declines the call (for 
example if the vote is less than 90% favorable), the governing body and Search 
Committee, in consultation with their ACM, work together to comfort the 
congregation and guide its continued discernment and search. 

34. Complete the reimbursement of the new pastor’s Criminal Background Check 
fees (from their UCC Ministerial Profile). 

35. Complete the reimbursement of costs associated with relocation as provided in 
the call agreement.   

36. Keep a copy of the Local Church Profile and call agreement for the sake of 
periodic evaluation and updated negotiation with the new minister.  

37. Send signed copies of the call agreement and the three- or four-way covenant 
to the Wisconsin Conference Office (searchandcall@wcucc.org). 

38. Conclude the search. Once the congregation has called the new pastor, the work 
of a Search Committee is complete (The Search Committee most likely be involved 
in the planning of the Installation Service). While some of you may be asked to 
participate in new support structures for the incoming pastor, your final task 
together as a Search Committee is to celebrate your time and faithful work. [See 
Resource Manual Page 68 SECTION 2:1 Spiritual Resource: A Time for Rejoicing.] 
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SECTION 3: Affirming and Welcoming the Newly-Called Pastor 
 

SECTION 3:1 The Concluding Tasks of the Governing Body 
The governing body may request the assistance of the search committee in the following 
tasks: 

1. Plan the final Sunday and celebration of the interim pastor’s ministry. [See 
Resource Manual Pages 70-71 SECTION 3:1 Resource: Interim Pastor Departure 
Liturgy.] 

2. Help support the new pastor in relocating and getting established in the 
community. This may include announcements in local media (once the minister 
allows this information to be public).  

3. Form a Pastoral Support/Relations Committee. It is recommended that some 
members of the Search Committee form the initial Pastoral Relations Committee, a 
group that attends prayerfully to the qualities and habits of relationships between 
minister and congregation. [LINK: A Sure Foundation Resource 
https://wcucc.org/wp-content/uploads/2022/04/A-Sure-Foundation.pdf (Page 13 
begins section on Pastoral Support Committees].  

4. Encourage the new minister to request a Transfer of Standing with the 
Committee on Ministry. The new minister can be in contact with the regional 
Associate Conference Minister or the Committee on Ministry to initiate this process. 
The minister must join the local church as a member before initiating this process. 
[LINK: Transfer of Standing Procedure https://www.ucc.org/wp-
content/uploads/2022/03/MOM-Sect3-Transfer-of-Ministerial-Standing.pdf .] 

5. Plan an Installation Service. This is planned with the Committee on Ministry and a 
Service of Installation Liturgy is available in the UCC Book of Worship.  

6. Help the congregation observe boundaries with the previously-departed 
minister and the now-departing intentional interim minister. The goal of these 
boundaries to protect the beginning bonds between the newly-called pastor and the 
congregation, so that healthy habits of communication are established in the 
pastor-parish relationship and the new pastor is granted the opportunity to earn 
trust and authority with the congregation. 

7. Celebrate and begin your new ministry together! 
 

https://wcucc.org/wp-content/uploads/2022/04/A-Sure-Foundation.pdf
https://www.ucc.org/wp-content/uploads/2022/03/MOM-Sect3-Transfer-of-Ministerial-Standing.pdf
https://www.ucc.org/wp-content/uploads/2022/03/MOM-Sect3-Transfer-of-Ministerial-Standing.pdf

