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SECTION 1 LINKS:

SECTION 1:1 LINK: The uCC Ordained Minister’s Code https://www.ucc.org/what-
we-do/justice-local-church-ministries/mesa/ministers/ministers_ordained-ministers-
code/]

SECTION 1:1 LINK: A Sure Foundation Resource https://wcucc.org/wp-
content/uploads/2022/04/A-Sure-Foundation.pdf (Page 43 begins section on Ethical
Departure Guidelines].

SECTION 1:2 LINK: The Call Agreement Workbook: https://wcucc.org/wp-
content/uploads/2023/09/Call-Agreement-Workbook. pdf

SECTION 1:2 LINK: wisconsin Conference website: www.wcucc.org

SECTION 1:2 LINK: sample Short-Form Local Church Profile:
https://www.ucc.org/wp-content/uploads/2024/07/ShortFormProfileSampleSmall.pdf

SECTION 1:2 LINK: Interim Ministry Contract Template

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.wcucc.org%2F

wp-content%2Fuploads%2F2023%2F09%2FInterim-Ministry-Contract-
.docx&wdOrigin=BROWSELINK.

SECTION 1:3 LINK: commissioning a Pastoral Search Committee
https://www.ucc.org/wp-content/uploads/2023/03/Litany-for-Commissioning-a-Pastoral-
Search-Committee.pdf
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SECTION 1:1 Resource: A Transition Resource for Departing and
Arriving Ministers

From MESA:

When a minister begins in a new setting, it is natural that they will have questions about the
practices, traditions, policies, and expectations of the people to whom they have been
called. While they may discover these in the first months or years, a new minister will
experience a greater sense of preparation and peace of mind and spirit if provided with a
packet of key resources beforehand. The outgoing minister is in a unique position to be
able to provide information as a final act of ministry on behalf of the people to supplement
the lay leadership’s role in the transition.

While not an exhaustive list, these questions provide a framework for information that the
new minister may need to have answered in order to experience a smoother transition into
their place of ministry. Outgoing ministers and the congregation are encouraged to compile
answers for their successor as thoroughly as they are able prior to departure.

Some of these may involve documents left with congregational leaders or staff to pass
along. Others would better necessitate a conversation with the departing minister (when
possible and appropriate) or lay leadership due to the nuanced and sensitive nature of
circumstances. These questions are divided into categories of each.

The outgoing minister helping to provide answers to these questions may also consult
MESA resources such as A Sure Foundation and the UCC Ministerial Ethics Code to discern
what may be most appropriate.

Documents

The Basics:
If not already provided during the search process, the outgoing pastor in
coordination with the search committee should provide informational church
documents including but not limited to the Constitution and Bylaws, a member
directory, building floorplan, church calendar, employee handbook/policies, recent
newsletters, annual reports, recent bulletins, historical information, contact info for
committee chairs, and the interim minister’s contact information.

The interim minister should complete a summary of their work.
Complete a list of keys, passwords, or codes that need to be transferred. This may

include access to office computers, websites, voicemail, building alarm systems,
social media, and resource accounts. Which of these are specific to the position of



Pastor/Head of Staff, and which are the passwords that are accessible to other staff
and/or volunteers?

Provide data about church membership, including the system or software used to
maintain up to date records. Identify who has access to it and who will help the

pastor learn what they need to utilize these systems.

Policies for Staff and the Congregation

Provide copies of Personnel Policies for staff, both for ministry and administrative
staff. Also provide information on how evaluations are conducted, including who
oversees them and how often. If the pastor is considered Head of Staff or a
supervisor of other employees, share what the expectations of this role will be.

Provide copies of any written safety plans in place for staff or parishioners, such as
a Safe Church policy, Conceal and Carry policies, Active Shooter protocols, and
medical response guidelines.

Finances

Provide information on the financial structure of the church, including annual
budgets, investments, endowments, and other sources of income. Who has access
to financial accounts? What systems are in place to ensure appropriate financial
oversight/accountability? Have any individuals been removed from financial
responsibilities due to impropriety?

Articulate the church’s understanding of the pastor as spiritual leader in all matters
of the church, including its financial life. What is the minister’s expected role in the
church’s financial life? What additional resources will the pastor need in order to do
this work appropriately?

Building Use

Identify who has access to the building.

e This mayinclude members who have keys to the best knowledge of church
leadership.

e [tmay also include what individuals are designated to open and lock the building
when member or guest groups hold events, or whether there is a key that members
may sign out upon request.

Identify what outside groups use the building (e.g., AA, sports teams, Scouts).

e Do they have their own access or does an individual unlock it for them?

e Whatis the state of the congregation’s relationship to these groups?

Provide copies of written policies and/or rental agreements that are in place for member or
outside groups regarding security or cleanliness.



e When have these agreements last been updated? How regularly are they reviewed,
and by whom?

e Have there been breaches of this trust in the past that has resulted in conflict or
ongoing tension?

Has the church restricted physical access to anyone or placed no-contact orders? Are
there congregants who have restraining orders that the pastor and leadership need to be
aware of? Are there limited-access agreements for members who have been identified as
sex offenders? What is the policy for these situations, e.g. escorts or spaces they may not
go?

Community Resources

Provide a list of trusted community resources does the church use for referrals for people
in crisis, e.g., psychiatric care, addiction/recovery, domestic violence, pregnancy
counseling.

Identify local agencies that provide food and financial relief, as well as their policies
regarding amount and frequency.
Provide local ecumenical or interfaith groups that the church's pastor typically attends, as
well as their expected involvement.
e Does this group share responsibility for a community ministry, such as a food
pantry?
e Does this group plan community events, such as annual worship services?

Weddings and Funerals

Provide copies of the church’s policy and schedule of fees for weddings.
e Do they differ for members and non-members?
e Whatis the church’s policy for alcohol on the premises?
e Are there outstanding weddings on the books that might involve the new pastor?
e How has the church articulated the authority of the pastor in performing, or
declining to perform, marriage ceremonies?
e Whatis the policy when a family requests a guest officiant for their ceremony?

Provide a list of funeral homes most commonly used by members.
e Are funeral homes given a suggested rate for accompanists?
e Arethere pending funerals that families have postponed due to COVID or for other
reasons?
e |sthere an expectation that the pastor be available to offer funeral services for
community members?



Conversation (When Possible)

Pastoral Care

What are the current pastoral care issues and available resources as of the minister's last
day? This may include:

A list of homebound members and members who have limited capability to be part
of church activities

A list of parishioners who are active military.

A list of parishioners who are snowbirds.

What relief funds are available to members and non-members? How are they
replenished?

Does the pastor or another person or committee control their disbursement?

Is there a group of laity that assists with pastoral calls and support, such as Stephen
Ministry or parishioners trained to use Called to Care?

How often are new members received into the life of the congregation? What is the process
by which people join the church?

Sacraments

What are the congregational views on sacraments?

What schedule does the church follow for observing communion?

What practices does the church follow for communion, e.g., intinction, trays passed
through the pews, etc.?

Are children allowed to receive communion?

Are non-members or community people welcome to have their babies/children
baptized?

Is there a regular schedule for baptisms, or are they done upon request?

Former Ministers

What are the congregation’s relationships to former pastors?

Are there any ministers who have emeritus/emerita status, and what is their role?
Are any former pastors still members, whether active orin name only?

What has been the congregation’s reaction to former ministers still being presentin
the life of the church?

Are there lingering conflicts or ongoing boundary issues?

Ministry Development

Does the church have anyone currently involved in discerning a call to ministry?



e If so, where are they in the process?

e Isthere aLocal Church Discernment Committee in place to help individuals
discerning a call to ministry?

e Whatis the MID process for your Association and/or who can they talk to on the
Association COM to learn about the process?

e What commitments has the congregation made to the Members in Discernment?

Systemic Conflict

What systemic conflicts are presentin the congregation?
e Doesthe memory of a past event still affect current relationships or decision-
making processes?
e Arethere groups or individuals whose behavior or opinions have an outsized effect
on the church, perhaps to the detriment or pain of others?

Relationship to the UCC

Whatis the church's relationship to the UCC?
e How active are they in Conference/Association activities?
e How familiar are they with their regional/conference staff?
e Arethere individuals who strongly identify with national stances or are especially
averse to them?
e Whatis the church’s level of giving to OCWM and special offerings?
e Whatis the church’s expectation for the pastor’s participation in the wider church?

The Current Minister’s Role

What is the church’s relationship to its pastor?
e What support structures are in place? Is there a Pastoral Relations Committee?
How is it formed?
e How does the congregation respond to different pastoral roles (e.g., preacher,
teacher, prophet, spiritual leader, etc.)?
e How is worship planned? Is there ateam? How is the music director involved?

Program Development

What are the projects or programs in development that may not have been named
elsewhere?

Likewise, are there new lay leaders emerging or groups forming that are experimental or
outside the formal structures?

Are there ministry areas where the outgoing minister sees potential?



SECTION 1:1 Resource: Sample Letter #1 for Communication
with the Congregation from the Governing Body after the
Resignation of a Pastor

Dear members and friends of Church,

In the days since Rev. sent her resignation letter, we have experienced a profound
sense of loss. Her eight years among us have been very significant in our congregation.
These next two months together will be a precious time, and we will inform you soon about
our plans for special events to celebrate Pastor ’s ministry before her departure.

We want to assure you that we have been in touch with our Associate Conference Minister,
Rev. , about the process of seeking new ministerial leadership. We will schedule
a special governing board meeting with him to learn about and begin UCC best practices
during a time of pastoral transition.

In the meantime, Rev. Keahi suggested that we share with you this brief overview of the
process:

1. The governing body will select an intentional interim pastor to provide continuity in
worship, pastoral care, and program/staff oversight. This pastor will not be a candidate for
the “settled” position as our pastor, but will help to facilitate our transitional work in
preparation for the settled pastor search. Rev. will advise us on this process and
provide ministerial profiles of intentional interim pastors for the governing board’s
consideration.

2. After the interim pastor is in place, we will invite all of you to be part of a self-study and
community learning process that will identify our church’s imagination for the future and
corresponding pastoral needs. We will develop a church profile for potential candidates,
and we will form and commission a search committee.

3. We will initiate a search process for a new pastor in accordance with our bylaws. Our
conference office will advertise our open position to UCC clergy across the country. Our
search committee will read ministerial profiles, screen candidates, conduct interviews,
check references, and eventually select a candidate who will be recommended to the
entire congregation.

4. Our goal is for the congregation to elect, in a unified way, a new pastor whose gifts God
can use with us and among us for the sake of the Gospel.

The tradition practiced in the United Church of Christ of “calling” a pastor affirms the active
presence of God’s Spirit in the search process. We will prayerfully seek a pastor with
particular gifts and skills while recognizing that candidates are also engaged in a Spirit led
discernment process. We will keep you informed on a regular basis as we move toward
God'’s future as a congregation.

10



For now, let us express our gratitude for Pastor ’s ministry and enter into a time of
celebration and prayer with her.

In Christ’s name,

The Governing Board
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SECTION 1:1 Resource: Sample Letter #2 for Communication
with the Congregation from the Governing Body after the
Resignation of a Pastor

Dear members and friends of St. Paul's Church,

Our congregation's traditional practice of "calling" a pastor affirms the active presence of
God's Spiritin the search process. We prayerfully seek a pastor with particular gifts and
skills while recognizing that candidates are also engaged in a Spirit-led discernment
process. Thus, our church enters into a covenant with a new pastor always knowing that
God may sometimes call that pastor to a new ministry setting.

In the days that have elapsed since Rev. Janet Chandler mailed us her resignation letter, we
have been keenly aware of God's new calling for her even as we have experienced a
profound sense of loss. Itis not easy to think about ending a Spirit-filled eight-year ministry.
These next two months together will be a precious time, and we will inform you soon about
our plans for special events to celebrate Janet's ministry.

The members of your governing board/council have already been approached by some of

you with the haunting question, "Our pastor is leaving. . . what will we do?" We want to

assure you that we have already been in touch with our Associate Conference Minister, Rev.

, We will schedule a special meeting of our governing board later this month

to hear directly from him about UCC procedures during a time of pastoral transition. Rev.
suggested that we share with you this brief overview:

1. We will select an interim pastor to provide continuity in worship, pastoral care, and
program/staff oversight. Rep. Parker will advise us on this process; he has assured
us that he has several excellent candidates available who offer the specialized skills
needed during a transition time. This pastor will not be a candidate for the "settled"
position.

2. After the interim pastor is in place, we will initiate a search process for a new pastor
in accordance with our bylaws. We will invite all of you to be part of a self-study that
will identify our church 's pastoral needs. And we will develop a church profile for
our potential candidates.

3. Our Conference office will advertise our vacancy among UCC clergy all across the
country. Our search committee will read ministerial profiles, screen candidates,
conduct interviews, check references, and eventually select a candidate who will be
recommended to the entire congregation.

We send this letter so you will know that we are taking steps to think about our future. We
will keep you informed on a regular basis. For now, let us express our gratitude to God for
Janet's ministry and enter into a time of celebration with her and her family. Please keep
them in your prayers even as you know from experience that she will be praying for us.

In Christ's name, The UCC Governing Board
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SECTION 1:1 Resource: Exit Interview Guidance

From the United Church of Christ National Setting Ministerial Excellence, Support and
Authorization Team

Exit Interview: A Time for Mutual Reflection

The Exit Interview is neither an evaluation nor a time to emphasize negative experiences. An
Exit Interview offers a time for debriefing, for recounting highlights of the pastor's ministry,
for stating the pastor's hopes for the church, and for clarifying the relationship the pastor
will have with the local church after she or he has left. The Exit Interview provides an
opportunity for mutual reflection: members reflect upon and articulate their experience of
the ministry of the exiting pastor, and the pastor reflects upon and articulates her/his
experience of ministry with the congregation. Itis a time for laughter, reminiscences, tears,
prayers for one another, acknowledgement of points of confusion in church life, and
discussion of ethical issues; the interview is an essential step toward overall closure of the
pastoral ministry,

One question that should be included in the Exit Interview—regardless of the resource
chosen—is the following: "How will your future relationship with our church and the
pastors who follow you conform to the principles of “The Ordained Ministers Code?" That
Code includes the following ethical precepts:

I will not, upon my termination and departure from a ministry position, interfere with or
intrude upon the ministry of my successor.

I will not perform pastoral services within a parish or for a member of a parish without the
consent of the pastor of that parish.

I will deal honorably with the record of my predecessor and successor.

The governing board may or may not be part of the actual Exit Interview; however, the board
is responsible for making certain that the interview is scheduled. Your UCC staff person will
inform you about common practices in your Conference or Association. Sometimes a
subgroup of the governing board participates; in other settings the responsibility rests with
the Personnel Committee or the Pastoral Relations Committee. Your church may have had
experience with previous interviews, and that precedent may be helpfulin your decision-
making about participants.

The person who facilitates the Exit Interview may be the Conference/Association Minister, a
member of the Association Committee on Ministry, or a lay leader from a neighboring
church. Common practices in your local church or Conference/Association will also
determine how the written summary of the interview is shared—whether with the interim
pastor, the Search Committee for the future pastor, and/or other UCC settings including the
Committee on Ministry.

From the “Call Process Manual” - Greater Milwaukee Synod of the ELCA
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For the Pastor who is Leaving: The Exit Evaluation and Interview

No one is in a position to have come to know the Congregation from the intimate
perspective of the pastoral office as has the Pastor who is leaving. Both the Congregation
and the Conference are well served to explore the insights that pastor has to share as she
or he takes leave. It is also a time for the congregational leadership to become more fully
aware of dynamics that might affect the next pastorate, both positively and negatively. It is
a conversation held in gratitude, honesty and charity. Both the Pastor and the governing
board should take the time to look back and reflect on the ministry.

The Process:

- Expectto meet about 1.5 hours.

- Choose a site that is comfortable and non-threatening, the Council meeting area for
example.

- Adopt the attitude that this should be a positive experience, both in terms of the reflection
that will be undertaken and the insights which will be gained about the future.

- Begin with prayer

- Those running the interview should be ready to comment, follow up on comments,
reinforce, clarify, etc. saying, in effect, “Here is something | can add...”

- Be attentive to both the intellectual and emotional content.

- Honesty, candor and respect should characterize the meeting. This is not a time to “vent”.
Itis an opportunity to rejoice in the ministry which has been completed and begin to
anticipate the future ministry.

- After the interview has been completed, the process ends with a closing prayer.

- Careful notes should be taken, to be shared with the search committee, the Conference
staff, and perhaps even the Pastor(s) being considered for Call. The event should be given
structure, but not to the extent that free and open dialogue is inhibited.

- If for some reason the Pastor is unable to be present, we recommend that the exit
evaluation process be completed without the Pastor.
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SECTION 1:1 Resource: Exit Interview Sample Questions

EXIT INTERVIEW ONE

Recommended Participants:

In this model two members of the Committee on Ministry and the Conference staff person
conduct the interview. They first meet alone with the pastor, then together with the pastor
and governing board, and finally with the governing board alone.

Pastor (30 minutes):

1. Who blessed your ministry here? Tell us a story of when you felt blessed.
2. Tell us one or two of your best experiences of ministry here.

3. What do you value about this congregation?

4. If you had three wishes for this congregation, what would they be?

Council and Pastor Together (30 minutes):

1. Tell us a story about the best worship experience you had together.

2. Tell us a story about a time at Church that you were aware of God’s
presence.

3. What do you value about the time you were in ministry together here?

4. If you had three wishes about your remaining time together, what would they be?

Council (30 minutes):

1. How were you blessed by the pastor’s ministry here? Tell a story of when you felt blessed
by Pastor .
2. Tell us one or two of your best experiences of Pastor ’s ministry.

3. What do you value about Pastor ?
4. If you had three wishes for Pastor , what would they be?

Name of Pastor

Name of Church

Date

Participants

EXIT INTERVIEW TWO

Recommended Participants:
In this model there are three participants: the president of the governing board, a
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person selected by the governing board, and a person chosen by the departing pastor.

Questions for the Pastor:

1. Describe your first meeting with this congregation and share some of your first
impressions.

2. What was the biggest surprise or difference between your first impression and the
church you have come to know?

3. Inwhat ways has the congregation grown and changed as a faith community?

4. In what ways has the congregation grown and changed in mission and ministry?

5. What do you see as this congregation’s greatest strength? The congregation’s most
significant “growing edge”?

6. Was there something you hoped to accomplish while you were serving this congregation
that you didn’t? Why?

7. What prayers or blessings would you ask God to grant for the congregation’s future
ministry?

Questions for the church members:

1. Describe the setting when you first met the pastor and share some of your first
impressions.

2. What was the biggest surprise or difference between your first impression and the pastor
you have come to know?

3. In what ways has the pastor grown and changed spiritually while serving this
congregation?

4. What do you see as this pastor’s greatest strength? The pastor’s most significant
“growing edge”?

5. Was there something you hoped would be accomplished while this pastor served this
congregation that didn’t happen? Why?

6. In what ways has the pastor grown and changed as a pastoral leader while serving this
congregation?

7. What prayers or blessings would you ask God to grant for your pastor’s future ministry?

Name of Pastor

Name of Church

Date

Participants
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EXIT INTERVIEW THREE

Recommended Participants:

This model is designed for reflection from a slightly larger group of church members. The
pastor and a small group of lay leaders (selected from the governing board, and/or
Deacons,

and/or Pastoral Relations Committee) complete the first six questions ahead of time. The
lay

leaders also complete question seven, and the pastor question eight. A meeting of those
persons is then convened to review the seven questions; it is suggested that the meeting be
moderated by someone from outside the local church community.

1. What was the church like when the pastor arrived - strengths and challenges?

2. What are some of your most joyful memories of this time? What will you remember about
this church ten years from now?

3. During this ministry, what do you think were the most significant accomplishments of the
congregation? Of what can the congregation be especially proud?

4. Does this church have Safe Church Policies and Procedures? If No, was any effort made
to work on Safe Church issues during the pastor’s tenure?

5. What are some of the things that you feel are being left undone?

6. What are the main challenges facing this church? What might be the obstacles that are
preventing the members from achieving their full potential as a congregation?

7. Are there particular affirmations to offer the pastor?

8. Are there particular affirmations to offer the church?

9. Other comments?

Name of Pastor

Name of Church

Date

Participants
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SECTION 1:1 Resource: Sample Letters to the Congregation from
the Pastor Regarding Ethics

Dear Congregation,

My final Sunday with you will be October 23, and at that time we will join together in
releasing one another from the vows and commitments we made 16 years ago at my
installation. You will be asked, 'Do you, the members and friends of church, release

from the duties of pastor?' One of the questions addressed to me will be, 'Do you,

, release this local church from turning to you and depending on you?' These vows
of release remind us that our bond within the Church of Jesus Christ will never change, but
the nature of our bond will indeed undergo significant change; the vows mean that | will no
longer be performing pastoral services for you, nor leading any worship services, nor
discussing any church matters with you. The vows mean that you will not expect me to
perform such services nor make such requests of me. "

OR

The purpose of the upcoming interim time is to enable you, the members, to separate from
me, your pastor of the past decade. Be open to that interim time so you will then be ready
to accept and welcome a new minister with the kind of excitement you showed when you
welcomed me. Nothing will give me greater joy than to know that you are continuing your
wonderful ministry in this place. However, for our separation to happen—as tempting as it
might be to make an exception—I want you to understand that | cannot and will not
officiate at any weddings, or funerals, or baptisms..."

OR
While our mutual love and affection remain, the professional relationship of pastor and

parishioner must end | will no longer be your pastoral advisor or spiritual advisor. Nor will |
officiate at Sunday services, weddings, funerals, or baptisms. "

18



SECTION 1:1 Resource: The Retiring Pastor Who Remains in the
Community

Is it wise for you to remain in the community where you ministered? NO. Is it sometimes
necessary? YES. It is simply not wise—for a host of reasons—for retiring pastors to remain
in the community where they ministered; rather, pastors are encouraged to make long-
range plans that will involve relocating to another community. However, there are
sometimes circumstances that make it impossible for the retiree and spouse/partner to
relocate.

If you plan to remain in the area, you should consult as early as possible with designated
UCC staff the Committee on Ministry and the president of the congregation. Talking with
clergy friends and recently retired pastors will be essential as you think through the
potential challenges and complications of your situation. Ideally you should make it clear
long before retirement that you will become an active participant in another congregation.
When involvement in another UCC church is impossible because of geographic limitations,
some pastors may choose to participate in a congregation of another denomination.

It should be noted that special sensitivity is required on the part of the congregation, the
pastor, and the pastor's family if the pastor has family members in the community (adult
children and grandchildren) who will continue to be active in the church.

As the retiring pastor, you clearly have the ethical responsibility to sever the pastoral
relationship and to make absolutely clear your support for the new ministry. Itis
particularly important that you not engage in conversation about the work of the transition
period, the work of the interim pastor, the overall search process, or the selection of the
newly called pastor. In smaller communities where residents are likely to run into one
another in informal settings, it may take "practice" on the part of parishioners, the retired
pastor, and the pastor's family members for this norm to be established.

Even for retired clergy who exhibit the best of boundaries, your very presence in the
community may hold back the potential growth of the members and the ministry of your
successor. It helps to remember that the congregation must be truly free to discern its own
future mission and ministry. You help create openness for the work of God's Spirit by
stepping back as much as possible, thus relieving the parishioners of the worry that their
decisions will somehow offend their beloved former pastor.

There have been rare situations where the retiree and spouse/partner have successfully
removed themselves from all contact with the church for a lengthy period of time and then
have been able to gracefully make the transition back in the new role of "church member,"
Consideration of this possibility requires strong boundary commitments on the part of all
parties. And such a step should not be explored during the interim period or during the
early stages of a new pastor's ministry.
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SECTION 1:2 Resource: The Designated Pastor Process

If early discernment by the governing body points to a possible designated-term pastorate
instead of a settled pastorate as the next chapter for the church’s ministry, then the
governing body might choose to act as a Search Committee: reviewing UCC Ministerial
Profiles, holding interviews, and recommending a final candidate for congregational vote.
The choice to search for a designated-term pastor and the use of the governing body as a
Search Committee are best undertaken in conjunction with the whole church’s
discernment.

Here again, a separate team may be useful to guide church-wide discussions and activities
that will inform the Local Church Profile. Such a transition team could be small but would
provide critical leadership for the congregation and perspective for the governing body. In
addition, this team may be called upon to support the designated-term pastor in pursuing
the designated-term visions articulated by the congregation in its development of the Local
Church Profile.

At the end of the designhated-term, a church might create a Search Committee to prepare
for the search of a settled pastor. Whether or not the designated-term pastor is considered
as a candidate for a settled position depends upon the original terms of the designated-
term call agreement. See the Call Agreement Workbook for examples.
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SECTION 1:2 Resource: The Interim Skills and Experience
Checklist

Interim pastors are expected to carry on the traditional work of the parish including worship
planning, preaching, pastoral care, weddings and funerals, administrative oversight, and
work with boards and committees. In addition, pastors who serve as intentional interim
ministers often have specialized training as well as experience serving in specific settings
(for example: in a church where the congregation had experienced staff conflicts). Using
the following checklist, identify the skills and previous experiences you will look for in your
new interim pastor.

__ Parish Self-appraisal __ Professional Boundary Training
__ Fiscal Management ___Church Revitalization
___Small Group Process ___Church Closing

__ Transition Issues __Dynamics of Long-term Pastor
__ Conflict Mediation __ UCC Polity

___Strategic Planning ___Multi-Staff Issues
___Federated, Union, Yoked/United Parishes __Following Pastoral Misconduct
__ Experience with Racial/Ethnic Churches __ Experience with ONA Process
____Church Size Transitions ___Death/Illness of Previous
Pastor

___Presence of Previous Pastor, Retired/Member ____Connection with the UCC

__ Worship Changes, Inclusive Language __Organizational Restructuring
__LayLeadership Empowerment __ Stewardship Development

__Evangelism/Church Growth
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SECTION 1:2 Resource Sample Interim Pastor Interview Layouts
#1 & #2

Sample Interim Pastor Interview Layout and Questions #1

CHURCH NAME & LOCATION

Before the interview, divide up the questions. Have everyone circle the questions they are
asking. Ask if there are any more they want to add. Tell everyone the goal is to stick to the

questions, but if someone present has a question arise that they want to ask, they can of

course.

Remind everyone: Personal characteristics that have no relationship to candidates’ skills in
ministry include marital status, disability, sexual orientation, age, national origin and
ethnicity should not be asked (because asking for some of that information is illegal). If the
person volunteers this information, that is fine. Interview questions about past ministry
experiences, challenges and accomplishments, strengths and weaknesses are important.

WELCOME

Once Rev. is on the Zoom call, welcome her/him. Tell her/him
thank you for their interest and that the group is looking forward to getting to know her/him
more. Say that the goal is to have a 30-45 minute interview with a time for questions from
them as well.

INTRODUCTIONS

Tell Rev. that everyone presentis going to introduce themselves
and say where they’re involved in the life of CHURCH NAME. Go around the room and have
everyone give their name and what they do in the church (Moderator/Council President,
Treasurer, committee chair, etc.).

QUESTIONS:

1. Tell us about your ministerial history and your most recent ministry experience.

2. Tell us about your interim ministry training. What are the marks of a good interim
minister?

What is your approach to an interim ministry process?

3. Tellus why you feel called to or interested in this particular interim ministry opening.
4. What are your most significant strengths or accomplishments in ministry? What are
some of your growing edges?

5. What is your approach to church conflict/difficulty?

6. What is your approach to staff management? (For a head of staff position)

7. Describe your approach to sermon preparation.

8. What worship styles do you feel most comfortable leading?
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[9. Our understanding is that you live in STATE IF OTHER THAN WISCONSIN OR CITY IN
WISCONSIN. If you are called to this position, would you plan to relocate or would you plan
to commute?] - This question is only for the first interview.

10. Do you have any questions for us?

POSSIBLY ADD QUESTIONS REGARDING SCHEDULE IF POSITION IS LESS THAN FULL-
TIME.

Thank you for meeting with us! We appreciate you answering our questions. We have a
couple more interviews to do and will be back in touch.

Sample Interim Pastor Interview Layout and Questions #2
CHURCH NAME & LOCATION

Before the interview, divide up the questions. Have everyone circle the questions they are
asking. Ask if there are any more they want to add. Tell everyone the goal s to stick to the

questions, but if someone present has a question arise that they want to ask, they can of

course.

Remind everyone: Personal characteristics that have no relationship to candidates’ skills in
ministry include marital status, disability, sexual orientation, age, national origin and
ethnicity should not be asked (because asking for some of that information is illegal). If the
person volunteers this information, that is fine. Interview questions about past ministry
experiences, challenges and accomplishments, strengths and weaknesses are important.

After the interview, give the candidate a tour of the church.

LIFE & MINISTRY

1. Tell us about yourself. What are you interests outside of ministry?

2. Tell us about your ministry experiences, a brief description of the churches you’ve served
and your time there.

3. Please tell us about your work as an interim and what gifts you bring to interim ministry.
4. What areas of interim ministry have you found to be life-giving and energizing?

WORSHIP & PREACHING

5. Tell us about your preaching preparation and style.

6. What types and styles of worship do you feel most comfortable?

7. How do you do worship planning (planning ahead and working collaboratively with music
staff)?

LEADERSHIP

8. How would you describe your leadership style?
9. How would you become familiar with CHURCH NAME staff and congregation?
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10. How would you approach conflict in the church in leadership or within the
congregation?
11. What would you envision to be an office schedule?

CHURCH LIFE

12. How do you approach and what is your experience with pastoral care?

13. CHURCH NAME an Open and Affirming Congregation. What does being an ONA
congregation in the UCC mean to you?

14. Are there any particular areas or tasks of interim ministry that you feel would be
important for CHURCH NAME?

15. Do you have any experience with Christian Education and will you be comfortable giving
guidance to our CE Committee

16. What more can we tell you about CHURCH NAME?

17. Do you have any more questions for us?

GIVE ATOUR.

THANK the pastor and tell them you will be in touch soon.
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SECTION 1:2 RESOURCE: Sample Liturgy of Welcome for an

Interim Pastor

CONGREGATIONAL LEADER: Dear Christian Friends: Today we give thanks to God for the
Ministry that God has given to the people of Church, and for the faithful service of its
members and former pastors.

And now we begin a new part of the journey with our interim pastor. We ask God's guidance
for our ministry as we join together in prayer.

ALL: Gracious God, You have blessed and sustained us for many years and have given
us this life together in the Christian community of this congregation. Be with us now,
we pray, as we enter this in-between time. Comfort us as we grieve the past or look
anxiously to the future. Bless us and guide us as we reflect upon our history and dream
dreams about our future, so that we might be prepared for the next stage in this
congregation's life. Give us courage, patience, and vision; and strengthen us in our
Christian vocation of witnhess to the world and service to others, through Jesus the
Christ. Amen.

INTERIM PASTOR: As we begin this interim time together, we begin new relationships. | have
been called as your interim pastor, to be God's servant among you during this special time,
until that time when you call a settled pastor. | pledge to you my commitment as a minister
of the gospel among you: | will pray for you, listen to you, assist you in the tasks of this
interim period, encouraging and challenging you as we move through this time together.

CONGREGATION: And we, the people of Church, receive you as a
servant of God and pledge our partnership as we continue to use the gifts God has
given us, in the many ministries of the gospel in this place: in worship, education,
withess, service and stewardship.

INTERIM PASTOR: May God bless us and lead us as we together embark on this interim
journey. And may we view this time as a time of learning and growth as God's spirit
instructs and prepares us for the future mission and ministry of the church in this place.
Amen.
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SECTION 1:3 Resource: Selecting a Search Committee

The search for a new pastor is a deeply spiritual process requiring prayer, discernment, and
wisdom.
e Committee Member Selection:
o Should be approached with sensitivity and awareness of who God may be
calling.
o Publicize criteria for membership and invite congregation members to
submit nominations.
o Nominations should include a brief explanation of why the individual would
be a valuable member.
e Review & Appointment:
o Asubcommittee may vet nominees based on criteria and recommend a slate
to the governing board.
o Finalappointment is made by the governing board or, if required, ratified by
the congregation.
o BestPractices:
o Avoid assignhing automatic slots to existing church boards or committees
unless bylaws require it.
o Review church bylaws before beginning the process.
e Composition Guidelines:
o Choose members based on specific qualifications—not positions held
elsewhere in the church.
o Avoid including two people from the same family.
Strive for diversity: gender, age, tenure in the church, ministries involved,
and demographic representation (racial, cultural, economic, sexual
orientation, gender identity, etc.).
o Include at least one youth member, and ensure all are full members of the
congregation.
¢ Expectations & Commitment:
o Clearly outline responsibilities to those invited to serve.
o Provide a written summary of commitments for those considering this
service.

26



SECTION 1:3 Resource: Qualities and Attributes to Consider in
the Selection of Search Committee Members

RESOURCE: QUALITIES AND ATTRIBUTES TO CONSIDER IN THE SELECTION OF SEARCH
COMMITTEE MEMBERS

a passionate commitment to Christ's church;

a positive attitude (no grudges!);

a capacity to approach the task with openness rather than a pre-determined
agenda;

a sense of integrity and respect for others;

an ability to be absolutely confidential;

a capacity to listen, to participate in a group, and to come to consensus.

an active supporter of the church as demonstrated by worship attendance, financial
support, and participation;

trusted and respected by the congregation;

willing and able to make this responsibility a very high priority.

The experience of other churches would suggest that the Search Committee be composed
of five to nine members.
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SECTION 1:3 Resource: Five Commitments for Search
Committees

A Faith Commitment ...The task of the Search Committee is very simple and very complex.
Initially the task is spiritual. Search Committee members make a faith commitment to
develop as faith-centered, prayer-directed people of God willing to listen to God in the
process of seeking a new pastor. Search Committee members engage in a 4-Way
Covenant-a Covenant with their prospective pastor, the congregation, the Conference and
Association, and the Holy Spirit.

A Time Commitment...Search Committee members make a time commitment. By the time
the search process is completed (from first organizational meeting to the calling of a new
pastor) the committee may have been working together for as little as 9 months or as long
as 18-24 months. Initially most Search Committees meet weekly. Once committees begin
considering pastoral profiles and scheduling interviews, the frequency of meetings
increases. At times the Search Committee must travel to hear prospective pastors preach.
Allin all, itis a significant time commitment.

A Commitment to Confidentiality ... Search Committee members make a commitment to
confidentiality. Members must not talk about the content of their work. That is to say, the
sharing of names of individuals under consideration is a serious breach of process. Even to
speak in generalities about location or experience or gender can risk folk guessing who the
committee is considering. The congregation must be kept informed at every step of the
process. Sharing where the Search Committee is in the process is critical. However, until a
final candidate is presented, all conversation about any candidates is closely guarded.

A Commitment to Openness ... Search Committees make a commitment to genuine
consideration of all candidates. The commitment involves understanding that the gifts,
skills, and experience of candidates are primary in determining their ability to serve the
congregation.

A Commitment to Consensus ... Finally, Search Committee members make a commitment
to consensus. Members need to be of one mind in recommending their prospective pastor
to the congregation. Any unreadiness on the part of any member of the Search Committee
can and often does spell disaster down the road. Everyone must be able, with a clear and
positive conscience, to support and endorse the individual presented before the
congregation.

(Adapted, the Penn Central Conference)
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SECTION 1:3 Spiritual Resource: Litany Through a Search

For God’s holy presence amidst change, we pray.

For comfort because loss is part of change, we pray.
For Christ-like steadfastness during the challenges of
transition and seasons of faith, we pray.

For reassurance through frailty and failings, we pray.
For the abundant creativity the Spirit provides, we pray.
For our loved ones in this community of faith, we pray.
For God’s children beyond this community, we pray.
From MESA
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SECTION 2:1 Resource: Pastoral Search Process Covenant

As your congregation undergoes the search for new pastoral leadership, the staff and
congregations composing our Wisconsin Conference family of the United Church of Christ
covenant with you in the following ways:

We promise to:

1. Provide spiritual and moral support to your fellowship during this interim period
between past and future pastoral leadership.

2. Provide names of qualified clergy persons whom the congregation may wish to
consider to serve as Interim Minister.

3. Assist in your search for new pastoral leadership by

a) advertising your vacancy nationally,
b) introducing tested denominational materials to aid in your search,
c) instructing the Search Committee as to how it may best use these resources,
d) seeking potential candidates.

4. Furnish information regarding salary, housing, and benefit guidelines as well as
arrangements operative in other congregations of comparable size within the
Conference family.

5. Evaluate the Local Church Profile before it is circulated among potential
candidates, suggesting ways in which it might be strengthened.

6. Share other materials and information as requested by the Search Committee, or as
may be deemed helpful by the Conference/Association Staff Person.

7. Supply ministerial profiles for all candidates who request that their names be

shared with the Search Committee, as well as those suggested by the staff person,
upon obtaining the candidate’s permission.

8. Instruct the Search Committee as to how best to study and evaluate a ministerial
profile, make a comparative analysis of such a profile, and develop a ranking
system.

9. Offer a personal and candid evaluation of any candidate upon request. If additional

information is needed about the final list of candidates, the staff person will do
whatever research is necessary to gather the missing data.

10. Be responsive to all other requests of the Search Committee and congregation for
additional assistance.

Conference Staff Person Date

The Search Committee of , United Church of
Christ, agrees as its responsibility to our mutual covenant, to the following:

1. Interpret to the congregation why the Interim Minister willnotbe considered as a
candidate for the pastoral leadership position.
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2. Complete the Congregational Profile as carefully, accurately and rapidly as possible,
having sought input of the whole congregation.

3. Correspond at least twice with each candidate whose profile we have received:
a) to confirm that we have received the profile and are considering it;
b) to notify candidates no longer under consideration as soon asthat decisionis
made.

4. Consider only clergy persons recognized as having professional standing within the
United Church of Christ or those non-UCC clergy persons who have been granted a
current privilege of call by an Association within the United Church of Christ.

5. Inform the Conference/Association Staff Person of all names of candidates received
independently of the Conference Office; cease interaction with such candidates and
inform them that you will only consider those profiles and applications which come
through the UCC office.

6. Strictly respect the confidentiality of the candidates, and maintain that confidentiality
in discussions with others outside the Search Committee.

7. Give equal consideration to all candidates regardless of their age, race, gender,
nationality, marital status, or sexual orientation.

8. Schedule face to face interviews with candidates only after the
Conference/Association Minister has been requested to secure references from other

Conference Staff.

9. Invite only the Search Committee's recommended candidate to preach before your
congregation.

10. Consult with the Conference/Association Staff Person before making revisionsinthe
recommended pastoral search process.

11. Keep both congregation and Conference/Association Staff Person regularly apprised
of our progress, seeking clarification and counsel when needed.

Chairperson, Pastoral Search Committee

Date
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SECTION 1:3 Resource: Getting Organized

The organizational and practical work begins with the selection of persons for leadership of
the committee (unless already designated by the governing board). Customarily there will
be a chairperson, a secretary, and a chaplain.

The chairperson will: serve as the primary liaison with the Conference/Association staff
person; facilitate all meetings of the committee; oversee and organize the work flow; move
the process along in a timely fashion; encourage discussion of various viewpoints; make
certain that each member has an equal voice; ensure that decisions reached are the
consensus of the group; ensure that the committee follows non-discrimination guidelines;
remind members of their confidentiality pledge; make certain that hospitality
arrangements are in place; report regularly to the congregation.

The secretary will: correspond with all candidates in a timely fashion;
maintain a careful "tracking" system on the status of candidates; facilitate the circulation
of ministerial profiles among the members; record the major decisions of the committee.

The chaplain will: consult with the chairperson and incorporate regular times for study and
prayer within the meeting agendas; remind members of the need for scripture and prayer
when they face difficult discernment moments; encourage the congregation to hold the
committee in prayer.
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SECTION 1:3 Resource: Technology and Communication for
Search Committees

Committees usually rely heavily on email for their basic, non-confidential communications
with one another (schedules, meeting arrangements, etc.). All communication about
candidates is confidential and care must be taken to prevent others from seeing
confidential emails. Members should never write disparaging or flippant remarks about
candidates in email correspondence, on social media, nor in text messages. The computer
will be utilized for the composition of the Local Church Profile and the transmission of
various documents; additionally, in many Conferences, Ministerial Profiles for candidates
are transmitted to Search Committees electronically. It will be essential for the chairperson
and the secretary to have basic computer skills and email availability, and the overall work
will go quickly and smoothly if all members have email access.
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SECTION 1:3 Spiritual Resource: Goals for Search Committees

o] Be fully present, extending and presuming welcome.

Listen generously and suspend judgement about one another’s stories. Hold stories
with care and respect.

Author your own story and share your own gifts.

Wonder. Welcome discomfort. Love the questions.

Be mindful and respectful of time.

Practice hospitality and inclusion, especially where diverse cultures meet.

Believe that it is possible to emerge from our time together refreshed, surprised, and
less burdened than when we came.

(@]

O O 0O OO
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SECTION 1:3 Spiritual Resource: How are we with each other?
Each Search Committee is a snapshot of the whole congregation. Among you are some
lifelong members as well as some newer members; you represent many ages, gifts, and
areas of church involvement. You may have varied religious backgrounds; some may have
had no formal religious involvement until recently. A few may have previous experience
serving on a Search Committee while others may feel bewildered about the process. Some
will approach this work analytically while others will lean on intuition to aid in the
discernment process.

Whether you are a choir member or church treasurer, a person with personnel experience
or a newcomer to this work, a confirmand or a regular at the men’s breakfast, you are a
member of the Search Committee because you care deeply about the ministry of your
church and the quality of pastoral leadership needed to carry out that ministry.

Because you will work together for many months, you will find it beneficial to become
acquainted with one another at a deeper faith level than may customarily happen in church
meetings.

Read Matthew 20:1-16 together.

A first reaction to this parable is often, “It’s not fair!” As a Search Committee, focus less on
the economics of the parable and more on the image of God’s relationship with us: giving
the same blessing to the newest and to the longest-serving persons, to the last as well as
the first.

How do you feel about the image of God presented in this parable? How can this parable
help your committee respect and listen to one another with equal grace and authority?
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SECTION 2 LINKS:

SECTION 2:1 LINK: sample Local Church Profile Standard Form
https://www.ucc.org/wp-content/uploads/2024/07/StandardProfileSample.pdf

SECTION 2:1 LINK: Ssample UCC Ministerial Profile

https://www.ucc.org/wp-content/uploads/2024/01/SereneDavisSample.pdf

SECTION 2:1 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

SECTION 2:1 LINK: The Call Agreement Workbook: https://wcucc.org/wp-
content/uploads/2023/09/Call-Agreement-Workbook.pdf

SECTION 2:1 LINK: The Call Agreement Template:

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

SECTION 2:1 LINK

The Wisconsin Conference Compensation Guidelines: www.wcucc.org
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https://www.ucc.org/wp-content/uploads/2024/01/SereneDavisSample.pdf
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
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/

SECTION 2:1 Resource: Initial Letter sample to the Congregation
from the Search Committee

The Search Committee of United Church of Christ, agrees as its
responsibility to our mutual covenant, to the following:

1. Interpret to the congregation why the Interim Minister will not be considered as a
candidate for the pastoral leadership position.

2. Complete the Congregational Profile as carefully, accurately and rapidly as
possible, having sought input of the whole congregation.

3. Correspond at least twice with each candidate whose profile we have received:

a) to confirm that we have received the profile and are considering it;

b) to notify candidates no longer under consideration as soon as that decision is

made.

4. Consider only clergy persons recognized as having professional standing within the

United Church of Christ or those non-UCC clergy persons who have been granted a

current privilege of call by an Association within the United Church of Christ.

5. Inform the Conference/Association Staff Person of all names of candidates received
independently of the Conference Office; cease interaction with such candidates
and inform them that you will only consider those profiles and applications which
come through the UCC office.

6. Strictly respect the confidentiality of the candidates, and maintain that
confidentiality in discussions with others outside the Search Committee.
7.Give equal consideration to all candidates regardless of their age, race, gender,

nationality, marital status, or sexual orientation.

8. Schedule face to face interviews with candidates only after the
Conference/Association Minister has been requested to secure references from other
Conference Staff.

9. Invite only the Search Committee's recommended candidate to preach before
your congregation.

10. Consult with the Conference/Association Staff Person before making revisions in
the recommended pastoral search process.

11. Keep both congregation and Conference/Association Staff Person regularly
apprised of our progress, seeking clarification and counsel when needed.

Chairperson, Pastoral Search Committee Date

(Adapted, Michigan Conference and Minnesota Conference Pastoral Search Covenants)

Dear Friends,
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As members of the Search Committee, we want to express our gratitude for the trust you
have placed in us. This past week we concluded our orientation meeting with

Rev. , our Associate Conference Minister who will work closely with us.
The purpose of this letter is to share with you a brief summary of the Search and Call
process in the United Church of Christ.

1. We will seek your perspectives on our church and its ministry through a questionnaire
and a series of small group meetings; as a result of this listening process, we will
incorporate your ideas about new pastoral leadership into the "Local Church Profile" that
we will develop.

2. Our vacancy will then be listed in "UCC Employment Opportunities.”

3. Persons who have been authorized to complete a UCC Ministerial Profile will submit
profiles for our committee through the Conference office. The Ministerial Profile includes
information about the candidate's educational background, experience, a detailed faith
statement, eight written references, a background check form, and a criminal background
check.

4. While the work on the Local Church Profile requires the input of many in the
congregation, the names of candidates are held in strict confidence within our committee;
we ask you to respect the essential confidentiality of this process. We will make every effort
to keep you informed on a regular basis-about our progress

5. We will share our Local Church Profile with candidates, and we will begin to follow up
with persons in we have particular interest. The follow up will include reference checks,
interviews, and requests for sermon videos. While pursuing these steps, we will also
continue to evaluate new Ministerial Profiles.

6. We will select a small number of candidates for interviews via Zoom.

7. We will invite some candidates back for second interviews, and may make arrangements
for our Search Committee members to worship with them, most often in a church setting
arranged by our Conference office.

8. We will then invite one more top candidates for an in-person interview, following which
we will seek God's guidance and prayerfully make a decision on a candidate.

8. If the candidate we recommend chooses to accept, compensation arrangements will be
clarified, and a date for a "candidating Sunday" will be established.

9. You will have an opportunity to meet the candidate (and family) that weekend in an
informal setting as well as the formal worship service where the candidate will preach. A
congregational meeting following the worship service will offer each member an
opportunity to ask questions of the Search Committee, and to vote on the Call to our new
pastor.

We are grateful during this time for the excellent interim leadership of Rev.

We profoundly trust that God will guide both our candidates and the members of our
Search Committee. We ask you to pray for us regularly. We are blessed with a wonderful
church community; with hard work and God's guidance, we will be blessed with a
wonderful pastor to guide us as we minister in the name of Jesus Christ.

Blessings, The Search Committee
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SECTION 2:1 Resource: Preparing the Local Church Profile

The Local Church Profile is a document that, when completed, becomes the foundation of
your Search Committee's work. This can be done by a Profile Writing Committee and/or the
Search Committee. The narrative portions of the profile challenge you to discern and
discover what it means to your Community of Faith to name your unique
identity/calling/vocation as a Body of Christ. The document enables you to tell the story of
your relationships with previous pastors and to describe your town, city, or suburb. The
profile tells future candidates about your history, your financial situation, and your
relationship with the United Church of Christ. The LCP is both a discernment opportunity
and a recruiting tool. The various processes suggested here all encourage you to involve a
large group of members in sharing their thoughts, beliefs, disappointments, and hopes for
the congregation. When this work is done carefully, your congregation as a whole and your
Search Committee will have a better sense of how you understand your gifts, vocation, and
identity as God's People. The more clearly you can identify and name your gifts and
strengths, the clearer will be the picture of the kind of pastoral leader you are seeking to
complement and challenge you as "partners in Christ's service."

The preparation of the Local Church Profile invites you to take responsibility for describing
yourselves accurately and truthfully. Pastoral "mismatches" often can be traced to Local
Church Profiles that presented the congregation in unrealistic or inaccurate terms, thus
attracting candidates who were not appropriate "fits" for the church as it actually was.
Contrary to the fears of some Search Committees, a realistic assessment of the church's
present situation need not be negative; rather, such a document will have integrity and a
clear sense of authenticity. In your interactions with candidates, an honest profile
establishes a foundation that allows you to explore truthfully both your history and your
hopes for the future. On occasion, your committee may be surprised at the level of
difficulty involved in preparing such a comprehensive document. At such moments, itis
especially important to pause and pray for wisdom.

Completing the UCC Local Church Profile is a required step in our Search and Call process.
Clergy who are seriously interested in your position anticipate studying your document,
and they will be particularly attentive to the thoroughness of your profile. When you
interview ministerial candidates, you will discover that many of the questions they address
to your Search Committee are based on the contents of the church profile.

Suggestions for a Comprehensive Process

The identification of the group to oversee data-gathering and preparation of the Local
Church Profile should be a decision of the church governing board. While many churches
assume that this work is automatically assigned to the Search Committee, there are other
models that churches have found helpful. If you have an interim/ transition pastor in place,
that individual may have experienced a variety of discernment/discovery/data-gathering
processes and will be a helpful resource as you make this decision.

One of two models is commonly followed.
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Search Committee Oversight:

In this model, the newly designated Search Committee assumes full responsibility for
gathering all the data and preparing the Local Church Profile, drawing on information and
suggestions from other committees, small group gatherings, and all-church
guestionnaires.

Governing Board Oversight

In this model the governing board of the church assumes full responsibility for the
preparation of the Local Church Profile. The board may appoint a profile writing committee
to prepare the LCP draft and submit it to the total governing board for final approval. If your
church has recently completed a mission study or engaged in a long-term planning
process, you may want to involve one or more members of that group in the profile
preparation. Whatever group the governing board selects, it is very important for at least
one person who is serving (or will be serving) on the Search Committee to be involved in the
congregational data-gathering and the preparation of the profile.

Interim/Transition Pastor Assistance

Your Conference/Association staff person will advise you on the appropriate role your
interim pastor will assume during the preparation of the Local Church Profile. The interim
pastor may have received specialized training in congregational self-studies; if so, the
interim will be an invaluable advisor for the group preparing the profile. Some Conference
staff encourage the involvement of the transition/interim pastor while others prefer

that the interim pastor take a less active role. If the interim is involved in a less direct way,
he/she may be asked to help identify discussion questions for the small group gatherings,
serve as a "listener" at one or more of those gatherings, and offer suggestions to the group
preparing the profile without meeting directly with them.

If the interim pastor is not otherwise involved in the data-gathering process, it is extremely
important to give that person an opportunity to offer feedback on an early draft of the Local
Church Profile. It is unethical for the interim pastor to have any further involvement with the
work of the Search Committee once the committee receives candidates’ names and
ministerial profiles.
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SECTION 2:1 Resource: 12 Steps in Profile Completion

1. The group designated to prepare the Local Church Profile begins by contacting the
Search and Call Coordinator at the Conference Office (searchandcall@wcucc.org)
for access to online portal for local church profile.

-Gather committee members’ emails and request that your ACM send a request to
have the local church profile set up. You should receive an email confirming your
access so you can get online and “look around”. You will have to set up an account
to gain access.

2. Register for and attend an online training with the UCC Ministerial Excellence,
Support and Authorization Team (MESA) on how to create your profile. Ask your ACM
for upcoming training dates. Please reach out to Rev. Jeff Nelson, UCC Minister for
Ministerial Calls and Transitions (nelsonj@ucc.org) if you have questions.

3. You will note that the profile asks for various kinds of information depending on
whether you choose the Standard Profile or the “short form” profile. Please consult
your ACM as to which type of profile is best for your church’s situation.

4. The profile group identifies some sections of the profile that could best be
completed by others (church secretary/clerk) or by other committees (CE Board,
Mission and Outreach Committee, Finance Committee, Property Committee). The
profile group sets deadlines and identifies a liaison to follow up with the designated
individuals or groups, answering questions, sharing resources, and researching
information that may be needed. Deadlines are essential.

5. Important data on membership, faith formation participation, worship attendance,
church budget, and mission giving can be found in the UCC 11-Year Statistical
Report for your church. This data is sent annually to each Conference and your
Conference staff person can easily obtain the page that pertains to your church.
Studying the 11-year figures not only makes your work easier but also helps you
identify trends.

6. An essential part of the Local Church profile is the description of your proposed
compensation package. Itis recommended that a small group (possibly selected by
the governing board with representatives from Finance/Budget Committee) focus
exclusively on a financial assessment of the church and the development of the
compensation package utilizing the most updated Wisconsin Conference
Compensation Guidelines. (These can be found at wcucc.org in the “Search and
Call” section or through your Associate Conference Minister). In order to complete
the profile and before you can begin receiving candidates, the Search Team must be
clear on the congregation’s true financial picture and the range available for full
compensation package.
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**Developing a Call Agreement and Full Compensation Package -- Once the initial
salary figures, housing figures, and benefits have been determined and included in
the Local Church Profile, there is still additional work to be done on overall
compensation matters. The Search Committee will move ahead with its work once
all the necessary information is included in the profile and the material is
ready for circulation. The financial assessment group will continue its work and
develop a draft “Call Agreement” using the “Call Agreement Workbook” Resource
available on the Conference Website or from your Association Conference Minister.

Detailed 'Terms of the Call" will be negotiated directly with the candidate chosen by
the Search Committee before information about that candidate is released to the
whole congregation. While basic financial decisions will have been made before the
search began, flexibility and sensitivity will be needed in order to finalize
negotiations that take into account the unique situation of the pastor who has been
selected by the Search Committee.

. The group working on the profile will develop plans to collect reflections, ideas and
comments from the entire congregation. Such data-gathering will be particularly
useful if the content remains focused on the ways in which members understand,
experience, and value your church. It is not helpful to ask the congregation to spend
time praising or denouncing the previous pastor, nor is it useful to focus energy on a
vision of “the perfect pastor.”

Each church is free to design this portion of the data-gathering in a way that is
appropriate for the customary patterns of your congregation. Possibilities include:
Conversations following worship; On-line chats; Evening potlucks; Neighborhood
gatherings, other small group sessions; Saturday or Sunday afternoon coffee and
dessert times; Congregational Meetings; Interviews with committees as they gather
for regular meetings; Questionnaires.

Sample questionnaires are available from your Associate Conference Minister.

As you tally the results of your questionnaires and review notes from small group
discussions, it will be important to keep the congregation informed as to the
feedback your committee has received.

. The local church profile also asks for data and information from your community.
You can find information on your community from the Association of Religion Data
Archives (ARDA). LINK: How to fill out the ARDA and use itin the Local Church
Profile: https://wcucc.org/wp-content/uploads/2023/08/Profile-and-the-ARDA.pdf

Now is the time for the best writer(s) on your committee to assemble the gathered

material. Because the search process is competitive, it is important to fill your
profile out as carefully and as completely as possible.
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10. When a completed DRAFT of the Local Church Profile is available, the entire Search
Committee will want to review it very carefully.

11.The DRAFT Local Church Profile should then be "reality tested" with a group of
congregational leaders, the interim pastor, and your Associate Conference Minister.
In some settings the profile is made available (usually on-line) to any interested
person in the congregation; a feedback session is then held following Sunday
worship so the Search Committee can receive comments indicating whether the
members believe the content actually reflects who they are and accurately
describes the kind of pastor they are seeking.

12. Your ACM will “validate” the profile and the document is ready for posting on the
ministry opportunities website (www.oppsearch.ucc.org)
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SECTION 2:1 Resource: Ministers from Other Denominations

The UCC Search and Call process facilitates the circulation of Ministerial Profiles in order
to assist and serve UCC congregations and UCC authorized ministers in the discernment
of call. There have been occasions where ordained ministers from other denominations
have requested to interview with a UCC congregation. There have also been occasions
where ministers who are not ordained have asked to interview with UCC congregations.

Search Committee members, local church members, and anyone who may be contacted
by an ordained minister from another denomination or a minister who is not ordained
should always ask the person to contact the Associate Conference Minister. No minister,
whether they are ordained or not, should be engaging in direct conversations with a UCC
local church without first going through the Wisconsin Conference.

There are times where an ordained minister from another denomination or a minister who
is not ordained may contact the Associate Conference Minister in your region and request
to interview with your search committee. The ACM will meet with the minister and, if the
ACM feels itis acceptable to move forward, will require a background check of the minister,
a judicatory check from their denomination of origin, and commitment from the minister to
pursue standing in the UCC if they are called to the UCC local church. The ACM will then
ask the minister to prepare their application materials and will submit them to the search
committee. Profile materials may look different than the UCC Ministerial Profile. The ACM
will meet with the search committee to explain the details around receiving application
materials from ministers outside of the UCC.
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SECTION 2:1 Resource: Email Template for Profiles Received

Dear ,
This letter comes to you from the Search Committee of , United
Church of Christ, located in . We want to acknowledge

receipt of your UCC Ministerial Profile.

We are very grateful for your interest in our pastoral position, and we want to assure you
that your profile will be read carefully and will receive thoughtful consideration by the
members of our Search Committee.

As you know, the process of reading and evaluating Ministerial Profiles is a time-consuming
one. We plan to move as quickly and prayerfully as possible, and we will be back in touch
with you after all of our members have had an opportunity to review your material.

If you are no longer interested in our position, please let us know.

We pray for God's continued guidance on your search process.

Sincerely,
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SECTION 2:1 Spiritual Resource: Face to Face

You have thought carefully about the pastoral role to be filled, and nhow you are ready to
meet candidates who God might have available to fill that role.

Read 1 Samuel 16: 1-13 together.

One of the most difficult tasks during the interview process is to treat candidates fairly. Like
Samuel, we can assume that we’re looking for the tallest and handsomest candidate, or
the most educated or most experienced candidate, or the candidate who looks and thinks
just like us. Sometimes it’s difficult to determine what s in the heart of a person because
we stumble over their age, gender, race, sexual orientation, weight, disability, appearance,
or family composition. Each of us has a mental picture of the ideal candidate, but then we
interview candidates who are quite different. Judging not by appearances is a great
challenge and can only be done with the wisdom and insight that comes from honest
sharing and mutual accountability within the committee and before God.

Obviously, you seek a well-qualified candidate. The power of this 1 Samuel story is its
reminder that God may choose an unlikely candidate and call you to do the same. Itis a
reminder of the importance of praying for God’s guidance at every step in your committee’s
work.

How are you working together to make certain that personal biases or discriminatory

assumptions do not influence your shared decision-making?
How can we listen to God’s guidance when it comes to us in subtle ways?
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SECTION 2:1 Spiritual Resource: Reflections on Decision-Making
for Search Committees

With the Local Church Profile completed and the arrival of your first stack of Ministerial
Profiles, this is good time to come to agreement about the process you will follow in your
decision making.

Read | Kings 3:3-14 together.

The wisdom needed to make careful decisions about candidates comes from being
attentive to the Holy Spirit and to one another. In scripture, wisdom is viewed as a quality of
the heart as well as the head and often described as a companion along the journey.
Reflect on the passage from | Kings. As a committee, how will you ask God to give you wise
and discerning minds? Discuss different patterns of decision-making, and evaluate your
early habits of working together, listening to one another, and making decisions. How are
you each contributing to the collective wisdom of the committee? How is the committee
functioning so far?

Reflect further:

What do you understand the word “consensus” to mean? Can someone disagree with a
decision and still support the work of the committee?

What are the dangers of “voting” on candidates and letting the majority rule?

What will you do if one member discerns God'’s will in a way that is different from the
others?

How will you maintain confidentiality about your various candidates?

CAN YOU SEE ANYTHING?

Read Mark 8:22-26 together.

This healing episode, recorded only in Mark’s gospel, is a peculiar little story. Although the
man is healed of his blindness, his vision is restored in stages. Jesus appears to need extra
time for the man’s vision to develop before the man can see with absolute clarity.

So itis with reading ministerial profiles. The process can be overwhelming, and it may feel
difficult to differentiate among candidates - like a forest of trees walking. You may not
recognize in the candidates what you hoped to see: extensive pastoral experience,
perhaps, or stellar preaching credentials or particular administrative skills.

Reading this healing episode may be very instructive for your Search Committee. Even with
Jesus’ best efforts, the man’s vision was still distorted. Healing took longer than expected.
Even for Jesus, the process of carrying out God’s will was slow. Yet by the end, the man saw
clearly. Relying on God’s grace and guidance, so will you.

What can you learn from this story that will help you read profiles carefully?

What are the dangers of rushing through the reading process in search of the “right” one?
How will you know when you have found candidates who seem to “fit” your church setting?
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SECTION 2:1 Resource: Sample Interview Questions

Question topics that are not allowed: Age, race, gender, family structure, sexual
orientation, and gender identity.

These questions may be useful for an initial interview and/or a later interviews. They should
most likely not all be asked in one interview.

1)

Choose questions to be asked of each candidate you will interview. For example:
What is it about our church profile that attracted you?

What strengths, skills, talents, do you see yourself bringing to our church and its
stated needs and challenges?

What is one thing in our church's profile that will be hardest for you to accomplish?
What is your weakness? The most difficult thing for you to do?

What has been your most challenging experience so far? Most rewarding?

What is your favorite part about ministry?

What do you do for fun?

What are some of the most important things to do when beginning as a pastorin a
new church?

How might you go about (building a stewardship program) (managing church
conflict) (participating in Christian education programming) (supporting lay
leadership) (pastoral visitation)?

How do you see yourself relating to the community? To other churches and faith
communities?

Describe how you approach your preaching preparation.

How do you take care of yourself? How do you expect to maintain boundaries
between home and ministry?

Add those questions which grow out of particular profiles. For instance ... "You've
always lived in urban/suburban areas. What led you to apply to a church located in a
rural setting?"

Develop case studies-based on your church's experience--that are designed to test
leadership style, flexibility, sensitivity or a particular expertise required by a church.
For instance, how the candidate might manage the handling of a conflict your
church has experienced; a temperamental organist; church school creativity, etc.

The following questions are not intended to be exhaustive, but to stimulate thinking. The
qguestions are designed to enable you to learn enough about a candidate so you can
determine if the candidate meets the needs of your parish. Adapt or change them as your
congregation's needs see fit. It is suggested that you ask the same questions in the same
order at each interview.
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Mission and Ministry

1. What is the purpose of the church?

2. How do you measure success in the church?

3. What roles or functions do you see the pastor assuming? The laity assuming?

Worship in the Church

1. What concepts do you hold relating to "innovation" in traditional worship?
2. What is the role of the laity in regard to corporate worship?

3. What subjects have you dealt with in sermons in recent months?

4. How do you determine subjects for sermons?

5. What is your style of preaching?

6. How would you describe yourself as a worship leader?

Pastoral Ministry

1. In what ways do you seek to provide pastoral care for individuals?

2. Tell something of your style of ministry with weddings, funerals, baptisms.

3. How much of the responsibility for visitation should be shared with trained groups of
laity.

4. How do you identify, recruit, and train lay persons for this ministry of visitation?

Evangelism

1. What plans do you envision for training children, youth and adults for church
membership?

2. What is your understanding of the good news"?

3. What motivates you to invite persons into church membership?

4. What types of programs do you now use in order to maintain and increase spiritual
growth among your members?

Christian Education

1. Reflect on your understanding of the teaching role of pastor.

2. How do you view the role of Christian Education in the church?

3. What are your views on training, assisting and supervising the teaching staff?

4. Have you been involved in planning and/or leading retreats with persons from your
church? If yes, can you share the format, participation and outcome?

Administration

1. How do you allocate your time as a pastor? What takes priority?

2. How do you deal with persons who fail to fulfill the tasks or responsibilities they have
accepted? If they are paid staff? If they are volunteers?

3. Is there a plan for developing leadership in your current church?

4. Describe the administration of your present church; for example, committee structure,
evaluation processes, setting of goals, program planning, budgeting.

Community and Denominational Relationships
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1. What involvements have you had beyond your local church? (in the secular world,
ecumenically and within the United Church of Christ)

2. How have you encouraged/supported Association, Conference and Denominational
involvements?

4. What socialissues are important to you?

5. What is your concept of the pastor's role in the community?

Continuing Education

1. What experiences have contributed most to your growth as a pastor in the past five
years?

2. What book or books have you read recently that have challenged you the most?

3. What plans do you have to continue to remain fresh and current in your ministry?
4. How have you integrated your new learnings into the life of your church?

Personal Life

1. Do you have regular times for relaxation, hobbies and rest? What do you like to do?

2. Does your vocation as pastor enhance or strain your family?

3. What prompted you to say "yes" to the call to become a pastor? What keeps you at it?
4. Who ministers to your needs? How do you tend to your spiritual life?

Miscellaneous

1. What experiences in your present call have you found satisfying?

2. How do you deal with religious or social extremists of any kind?

3. How would you describe God? What is your favorite image of God in scripture?
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SECTION 2:1 Resource: Common Interview Pitfalls
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Not asking questions clearly.

Interrupting when interviewee is doing preparatory thinking before answering.
Cutting off responses interviewee thinks are important.

Overlooking "little clues" of a "big negative."

Probing beyond an interviewee's willingness to talk.

Permitting an interviewee to wander.

Using leading questions (Would you say ...?).

Asking questions which can be answered by a yes or a no.

Determining response based on your agreement with their philosophy, theology
rather than their ability.

Please note: When conducting Zoom interviews, the best experience for candidates
is when every Search Committee member is on their own screen in their own
location.
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SECTION 2:1 Resource: Sample First Interview Request Email

Dear

The Search Committee of Church has completed our careful review of your UCC
Ministerial Profile. We would like to schedule an initial interview with you. Please let us
know your availability for an interview by Zoom/Teams on any of the following days and
times:

Should you be moving toward a final interview for any other position, please keep us
informed of this timeline. Meanwhile, we look forward to further conversations with you.

Blessings,
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SECTION 2:1 Resource: Sample Rejection Email

Dear

The members of our Search Committee have prayerfully and carefully reviewed your
Ministerial Profile. At our most recent meeting we came to the point of decision about your
materials, and we want you to know that you are no longer under consideration **

Making these decisions is a painful process — for committee members and candidates
alike. We are grateful for your interest in our church, and we ask that God continue to bless
your life and ministry.

Sincerely,

** Your Search Committee could be more personal and more specific in the next sentence,
sharing information that may help the candidate understand why you made your decision,
such as, “We made the decision to eliminate you from our pool of candidates because one
of our expectations is that the new pastor will have ...

several years of previous parish experience ...

more experience working with small, family-sized churches ...

firsthand experience with mission and outreach programs...

more experience supervising church staff.”
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SECTION 2:1 Resource: Sample Candidate Rejection Email after
Interview

Dear ,

The Search Committee of Church moved to a point of decision based on our
prayerful discernment after recent interviews. We write to let you know that you are no
longer under consideration for the position. We wish you well in the directions

God will lead you.
Thank you for your prayer, participation and time in this process.

Sincerely,

54



SECTION 2:1 Resource: Checking References

When you have identified the candidate(s) you wish to interview in person, then it will be
wise to check the three references listed on the ministerial profile. Remember that you may
not violate the candidate's confidentiality by phoning persons other than the ones on the
reference list. If you happen to know someone who attends the pastor's church or you have
a family member in that community, do not call and ask questions about the pastor. If you
want additional phone references, ask the candidate for more names. If you have
guestions/concerns, ask your Conference/Association Minister.

As a committee, develop a list of questions you would like to ask a candidate's telephone
references. Itis best to have one committee member speak with all references for any
single candidate. There may be a new question that grows out of one conversation that
requires follow up or clarification with the other references. Take careful and extensive
notes on each conversation in order to report back to the Search Committee.
1. Create a connection.

a. Introduce yourself and your reason for calling.

b. Askifitis a good time for an extended conversation of about the candidate. If

not, set up another time.

c. Briefly describe your church setting and your pastoral needs.
2. Seek specifics - for instance ...
a. How closely have you worked with or known this person?
b. What do you most like or appreciate in this person?
c. Inwhat kind of congregation do you think this person would be most effective?
d. Can you tell me of a time when this person had to handle conflict in his/her ministry?
e. What are this person's strengths ... weaknesses ...? Give me some examples.
f. These are some of our pastoral needs. These are some of the things our
congregation values. What do you know of this person's experience and skill in these
areas?
g. Is there anything else you want to tell me about this person?
3. Thank the reference for their time. Ask if you might call again if more information is
needed or another question arises.
4. Trust your instinct if there appears to be any hesitation or lack of enthusiasm on the part
of the reference. Follow up.

Other possible questions with phone reference:
Background Information on Reference
1. How long have you known the candidate?
2. Whatis/was the nature of your relationship to the candidate?
3. What church/ministry position is the candidate currently serving?
Administrative Qualities, Style, Effectiveness
4. How effective an administrator do you consider the candidate to be?
5. How would you describe the candidate's administrative style?
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6. Isthe candidate organized in his/her work and personal habits?
7. Would you consider the candidate to be goal oriented?
Preaching Ability and Style
8. On ascale of 1-10, how effective was/is the candidate in his/her preaching?
9. Would you consider the candidate's preaching style to be.
10. How long, on average does the candidate preach?
Church Programming & Implementation
11. What do you know about the growth of the church during the candidate's years?
12. What kinds of programming did the candidate initiate during their most recent
ministry?
13. What kind of emphasis does the candidate place on missions?
14. What has been one of the candidate's most effective programs?
Relationships with People & Ability to Motivate
15. How would you rate the candidate in ability to get along with others?

16. Is the candidate able to motivate people? If yes, in what ways?
17.Inyour opinion, is there any reason the candidate should want to leave their current
position?

Gifts, Graces and Growing Edges
18. What would you say are some of the candidate's greatest gifts in ministry?
19. What would you say are some of the candidate's growing edges in ministry?
20. From your experience with the candidate, what would you say could be done to help
the candidate become more effective in ministry?
21.1s there anything else you would like to add about the candidate?
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SECTION 2:1 Resource: Planning the In-Person Visit and
Interview.

The Search Committee should plan an in-person visit and interview that meets the needs
of the candidate and the committee. Both committee members and candidate should have
clarity about the time frame and clear directions to the location. Candidates and
partners/spouses who come from a distance will need overnight accommodations. This
expense is the responsibility of the church. If a spouse/partner accompanies the
candidate, it is important to have an informal social event so committee members can chat
with him or her as well as with the candidate. A snack or light supper before the interview
usually works best. Restaurant meals may offer delicious food but rarely give the candidate
or spouse an opportunity to get to know more than one or two people seated nearby. The
spouse/partner should not be present for the formal interview; someone whose
confidentiality can be trusted (often someone from a committee member's family) should
invite the spouse/partner to spend the interview time at their home.

Visiting the Church and Parsonage

If the church owns a parsonage and it is occupied, arrangements should be made with the
occupants for a showing of that home. It will also be necessary to walk through the church
building during a time when other church activities have not been scheduled; encountering
church members unexpectedly can create a very awkward situation. Unless they are
already familiar with the area, most candidates will also want to spend some time
becoming acquainted with the community.

Reimbursements

Candidates will want to know when to expect reimbursement for their expenses; if a
candidate has purchased an airline ticket, have the person send you documentation before
the interview so you can have that check ready when you first meet the candidate. Motel
costs, travel miles, meals, and other expenses should be reimbursed as promptly as
possible.

The Interview

Interviewing offers an opportunity for Search Committee members and candidates to look
at the whole ministry of your church. As such, the interview time is neither a casual
conversation nor arigidly designed "grilling" of the candidate. The goal is one you and the
candidate hold in common: seeking the guidance of God in order to discern whether you
and the pastor are being called by God to serve together in this one particular community
of Christ's church. It is an awesome responsibility, and committees and candidates view it
as the most important part of the search process. As such it deserves careful planning,
thoughtful preparation, and gracious hospitality.

Where to Hold the Interview?
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The committee may choose a "private" room in the church, the living room of one of the
committee members, or a community room (such as might be found in the town library). A
cold room in the church basement conveys little sense of welcome! A comfortable place
where there will be no interruptions is essential. Remember the commitment you have
made to confidentiality, and be certain that church members do not "accidentally"
encounter you and the candidate.

Remember Throughout the Interview that This Is a Mutual Discernment Process.
e Review the candidate's profile prior to the interview.
e Review your church's Local Church Profile.
e Wear name tags.
e Planthe interview questions carefully.
e One person, usually the chair, should manage the flow of the interview.
e Praytogether.
e Planfor no more than 1%z hours.
e Leave ample time for the candidate's questions of your committee.
e Listen.
e Ask questions for clarification but do not argue with the candidate.
e Avoid the danger of "side conversations" with one another.
e Be honest about the church.
e Know the duties, expectations, salary and benefits of the position.
e Take notes.
e Treat all candidates fairly.
e Be clear about your time frame and your next steps.
e Never offer the position to a candidate during the interview.

Organizing Your Questions

See Resource Manual Pages 52-54 SECTION 2:1 Resource: Sample Interview Questions.
Your committee should be selective in identifying the essential questions you intend to
address to each candidate. Divide the questions among the committee members so that
those most interested in a particular topic/issue can ask those specific questions. In
addition, you should identify specific questions that relate only to that particular candidate
based on your reading of the individual's profile.
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SECTION 2:1 Spiritual Resource: The Work Is Almost Completed

Informed by the congregation’s work on its Local Church Profile, with a spirit of
discernment surrounding the interviews, confident in the skills a candidate brings to
minister among you, you are ready to choose the final candidate who best correlates to the
vision expressed by the congregation. Almost.

Read Nehemiah 1:4-11 together.

Nehemiah led a group of Hebrew exiles from Babylon back to Jerusalem where he
personally spent many years supervising the overwhelming task of rebuilding the wall that
had surrounded the entire city. The dedication of the wall represented the successful
completion of his work and leadership. But Nehemiah was equally concerned with
rebuilding the ruins of the people’s faith. Prayers and sacred rituals had disappeared from
the lives of the people; they had lost their awareness of their own faith traditions because
they had lived for decades among people who worshiped many gods. Nehemiah prayed
constantly for God’s active guidance in both “rebuilding” efforts. When he and the priest,
Ezra, read sacred texts aloud to the assembled people, they all wept to make a new
commitment to their own faith heritage.

As you prepare to choose your final candidate, take time to reflect on the ways your
community has been “rebuilt” during this interim time.

What is your prayer as you make this decision?

Assuming that your candidate accepts your offer, how can you—like Nehemiah— tell the
congregation about the role God played in your decision-making processes?

Do you feel that your work has come to a successful conclusion? Is it also a faithful
conclusion?

Are there issues of transition for your staff or your congregation that still need “rebuilding”
as you anticipate calling a new pastor?
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SECTION 2:1 Resource: Assessing Finances

In order for a church to attract and retain qualified, competent, gifted, and compassionate
pastoral leaders, the church must offer an attractive financial package that is consistent
with the community. In the United Church of Christ, each local congregation creates its
own budget and develops its own compensation package based upon the gospel call to
sacrificial giving and the realities of its particular situation. And yet the development of a
compensation agreement is also a reminder that our local churches do not function in
isolation; congregations are connected through their covenantal relationships with their
UCC Conference and Association.

Thus, the local congregation does its financial work remembering that mutual ministry
takes place not only within their one local church but also in relationship to other parts of
the "the body of Christ." Those covenantal entities will provide the church with
compensation guidelines that are normative for their region. Responding faithfully, the
local church will then make every effort to meet those compensation guidelines, offering a
base salary and housing figure-as well as the standard UCC benefits-in order to meet the
recommended compensation guidelines.

The Twenty-Fifth General Synod of the United Church of Christ adopted a "Fair and Just
Compensation” Resolution. The theological and ethical rational for that resolution was as
follows: "The Church's advocacy for decent working conditions, including equitable
compensation, has long recognized that those conditions are based on principles of
economic justice and personal respect. In Luke 10:7 Jesus affirms that the labors of the
seventy, being two by two, are to be honored .. for the laborer deserves their wages '
Again, in Romans 4:4 we find 'Now to one who works, wages are not reckoned as a gift but
as something due.

On these rest an employers' caring responsibility to provide for employees that serve."
Candidates for pastoral positions pay close attention each month to United Church
Employment Opportunities, a publication that lists vacant churches, their membership,
and their advertised salary. Pastors who are actively engaged in a search process and find
themselves interested in your church will carefully read the information on your listing. Your
own Local Church Profile will give the candidates additional information about your
proposed compensation. The profile will indicate whether your church follows the
Conference guidelines and will include your salary history with previous pastors. That
information is also of great interest to potential candidates because of their desire to
assess the fairness of your compensation history.

Preliminary financial decisions must be made in order for the Search Committee to
complete the Local Church Profile and begin recruiting candidates. The Local Church
Profile must include a cash salary (or salary range), housing allowance or parsonage
information, and a list of benefits customarily paid.
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Realistic planning for the advertised pastoral compensation package involves research,
prayer, trust, hard work, and close consultation with Conference staff. Understanding
some of the unique aspects of clergy compensation is an educational process that cannot
be rushed. Nothing is more disastrous than trying to speed up the search process by
advertising an artificially high salary ("Put an attractive figure in there, and then we'll work
things out when we have a candidate.) or an artificially low salary ("Put in a low number;
we'll plan to raise it if we find the right person.) Such misrepresentations lead to
disappointments for Search Committees and create distrust on the part of candidates.

Taking time to do adequate financial work at the beginning will move the timeline along at a
good pace and will signal candidates that your church intends to be open, straightforward,
and honest about your financial realities.

Initially the group or committee working on compensation guidelines must educate itself,
study the compensation guidelines for the Conference, consult with the governing board,
and recommend to the governing board the salary and benefits that will be listed in the
Local Church Profile. However. the "Pastoral Call Agreement" will not be completed until
the Search Committee has chosen a final candidate; it is then customary for the Search
Committee and the candidate to engage in a detailed negotiation process prior to the
candidate being presented to the congregation for a vote.
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SECTION 2:1 Resource: Planning the Candidating Weekend

Informing the Congregation

The call to the congregational meeting should include background information on the
candidate, her/his family, experience in ministry, and educational background. It is helpful
to share the enthusiasm of the Search Committee by including comments that will indicate
the ways in which this candidate possesses the skills and gifts identified in the Local
Church Profile. A reflection on the spiritual journey the committee traveled is often
included. The letter also should contain specific information about the arrangements for
the candidating weekend and an indication of the start date.

If you wish to announce the date for the candidating Sunday on your church web page, do
not reveal the name or other specific information about the candidate. Information about
the candidate belongs in an all- member mailing but not in a setting where people "around
the world" may discover it. Remember that a pastor cannot resign from her/his present
position until after the new congregation has actually voted to extend a call.

Preparations for Candidating Weekend

This weekend should be a time for "getting acquainted" as well as conducting the formal
business needed to meet your bylaw requirements for calling a pastor. Both the pastor and
the church members will want to have a time for socializing before they join together in
worship. Informal gatherings will offer an opportunity for the pastor to share a bit about
her/his background, special interests, faith journey, and perspectives on this new
opportunity. These occasions should not have the context or feeling of a "formal interview."
The pastor's family members may also be given an opportunity to tell about themselves.

Churches can be creative about the weekend arrangements in order to offer one or more
possibilities for members to meet the candidate in a personal way. Be certain the schedule
is not so full that it will exhaust the pastor! Options for one or more informal events include:

= all church dinner Saturday night;

= coffee times with the pastor at a couple of desighated hours on Saturday;

= agathering specifically for members of boards and committees;

= lunch with the youth.
The candidate will want to be involved in designing the worship service within the context of
the church's standard worship format. Following the worship service, someone should be
desighated to spend time with the pastor and family in another area of the church or even a
nearby home. They will wait there until the conclusion of the congregational meeting. If
your church has a tradition of meeting for this purpose at some time other than
immediately after worship, arrangements should be made with the candidate so she/he
will know when to expect the information about the call.
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SECTION 2:1 Resource: Sample Letter to Congregation:
Candidating Weekend Invitation

Dear members and friends of Church,

As members of the Search Committee, we want to express our gratitude for the trust you
have placed in us. This past week we concluded our prayer-filled process of reviewing
profiles and interviewing candidates, ultimately reaching a unanimous decision.

We are pleased to recommend to you our final candidate for the position of ,to be
considered by the congregation at a special meeting on Sunday, , following worship.
We are grateful to our Conference Minister, Rev. , who worked closely with us in
the Search and Call process. To review our steps that led us to this point of confidence in
the Spirit’s leading:

1. The governing body sought your perspectives on our church’s ministry through a
questionnaire and a series of small group meetings. Your insights and ideas were
incorporated into the Local Church Profile that candidates read.

2. Our vacancy was listed in UCC Ministry Opportunities where hundreds of ministerial
candidates saw it. We also publicized the vacancy within our local networks, and directed
any interested candidates to the conference.

3. Persons authorized to complete a UCC Ministerial Profile submitted their profiles
through the conference office for our committee. These profiles had information about the
candidates’ sense of calling, formation for ministry, faith and leadership experience,
references, an ethical self-disclosure form, and a criminal background check.

4. We received profiles, reading with our own Local Church Profile in mind. We arranged a
select number of initial and follow-up interviews. We called references and completed due
diligence through the conference, before inviting our top candidates to a “neutral pulpit”
interview. We hosted three neutral pulpits, so that we could hear what God might be saying
to us through a diversity of candidates.

5. Following the neutral pulpits, we sought God’s guidance and prayerfully made a
decision. We were glad when our top candidate responded enthusiastically to our
invitation for a candidating weekend. Terms of call were explored by the candidate and our
governing body, with agreement.

6. Confidentiality has been essential to the entire process of profile review and interviews,
so we kept you in necessary suspense. It was important to honor the integrity of our
committee’s discernment and to respect candidates’ current ministry settings. Now, we
ask you to keep in close confidence the candidate’s name their current ministry, until such
time as the congregational vote is affirmative and we have the candidate’s consent to
publish the news of their new call to ministry with us.

7. Our candidate is . Their letter of self-introduction is attached.

8. You will have an opportunity to meet the candidate on , inan informal setting on
Saturday and in worship on Sunday when will lead worship and preach. A
congregational meeting following worship will offer each member an opportunity to ask
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guestions of the Search Committee and to vote on the call to our new pastor. We have
been grateful during this search process for the excellent interim leadership of Rev.

, and for their support and assistance with appropriate communication
throughout our church. Please plan to attend church on to hear more from the
Search Committee as we present our candidate to you. You can review our congregation’s
Local Church Profile ahead of time, found online at ____ and also posted in the church
office. We are blessed with a wonderful church community. With hard work and God'’s
guidance, we will be blessed with a wonderful pastor to guide us as we minister in the
name of Jesus Christ.

In Christ’s name,
The Search Committee
Another Example:

Announcing Arrangements for a Candidating Weekend NOTE: This particular all-church
mailing often contains two or more documents. The firstis the formal "Call" to a
congregational meeting; such a notice should be crafted in accordance with your bylaws
and signed by the elected leader (secretary/clerk/president) who customarily announces
such meetings. (Some bylaws also require announcements from the pulpit on Sunday or
Sundays prior to a congregational meeting.)

Church bylaws usually will specify who is eligible to vote for a new pastor and the
percentage of affirmative votes required to extend a call. It is often helpful to summarize
those bylaw requirements in the letter. Some church members may have no previous
experience participating in this process; such would particularly be the case if the previous
pastor's tenure extended over many years.

The second letter usually comes from the Search Committee. The committee may also
choose to prepare a brochure with more information about the candidate and family.

SAMPLE LETTER FROM SEARCH COMMITTEE

Fifteen months ago, the members of this church entrusted the Search Committee with the
responsibility of prayerfully selecting a candidate for your approval. We gathered "input"
from many of you as we assembled our Local Church Profile. We carefully reviewed the
UCC Ministerial Profiles of 24 candidates; after checking references, we interviewed four
candidates and arranged to hear three of them preach. Following second interviews with
two candidates, we unanimously selected-through prayer and mutual consent-The Rev.
Sandra Johnstone as our candidate for the ministry of our church.

Sandra was raised in lowa and has been part of the United Church of Christ since

childhood. She pursued her undergraduate studies at Carleton College in Minnesota;
following college she returned to Des Moines and worked in health care administration for
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ten years. She often wondered whether God was "calling" her to consider pastoral ministry,
but she was actually at the point of applying for graduate work in business administration
when she realized that God was clearly leading her to enroll in the UCC United Theological
Seminary of the Twin Cities. She received her Master of Divinity degree from the seminary
this past May. Her seminary field education experience included opportunities to preach
regularly, plan special worship services, conduct funerals, support and train church school
teachers, and work closely with the stewardship drive. Following our candidating Sunday,
Sandra will forward a copy of the terms of her pastoral call to her Committee on Ministry in
lowa and move toward completion of her ecclesiastical journey toward ordination.

Sandra met her husband, Patrick, at Carleton College. He is a copy editor for a publishing
house in Minnesota, and he has continued to do this work from their home during their 10
years in lowa. He competes regularly in marathons, and Sandra is an enthusiastic
gardener; they both enjoy sports, outdoor activities, movies, a wide range of music, and
volunteer work with an affordable housing project in Des Moines.

Sandra will bring many gifts to our church. She is wise and mature, a strong preacher and a
creative worship leader. She possesses a compassionate spirit and a keen sense of humor.
The following comments were made by some of her references:

"...an amazingly deep sense of faith ... "

"Sandra is trustworthy and confidential. "

"The Bible study sessions she led made the prophet Jeremiah 'come alive. "

"Sandra was a natural at preaching; she was always well prepared and comfortable in the
pulpit. She is one of the finest public speakers and best story-tellers I've ever
encountered.”

"She is comfortable with persons of all ages. I've observed her interacting with noisy
toddlers and withdrawn teens, overwhelmed single parents, and the long-time members of
our church. She built strong relationships because she focused on each one individually. "
"You experience Christ's love when you talk with her."

The members of our committee look forward to talking with you about our joyful
interactions with Sandra. We hope you will make every effort to attend the Saturday night
potluck supper where you will meet Sandra and Patrick in a more informal setting as well as
the Sunday morning worship service and congregational meeting.

Saturday night, February 3, 6:00 p.m. All church potluck. A program will be available for
young children following the supper; older children and youth are encouraged to
participate in this opportunity to become acquainted with two wonderful people.

Sunday morning, February 4, 10:00 a.m. worship Sandra will conduct the worship service.
Following the service, a congregational meeting will be held to hear a detailed report from
the Search Committee, discuss the terms of the Call Agreement, and vote on the
recommendation to call Sandra Johnstone as our new pastor.

Assuming a positive vote, itis our hope that Sandra will start with us on April 15.
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We believe that God has led us to this exciting moment in our ministry ... and so does
Sandra. We look forward to growing together as a faith community, serving others and
proclaiming the good news of God's love.

Thank you for the privilege you have given us. Sincerely,

The Members of the Search Committee
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SECTION 2:1 Resource: A Suggested Process for the
Congregational Meeting

Suggested Process for the Congregational Meeting:

meeting is called to order;

prayer for guidance is offered;

a motion is presented to extend the call and approve the compensation
arrangements following the Search Committee report and discussion;
Search Committee presents a thorough report summarizing its search process;
Search Committee members describe the particular reasons they were led to
choose this candidate;

Search Committee members respond to questions;

compensation agreement/terms of the call are presented;

additional questions;

a time of prayerful discernment;

congregation votes on the motion according to its bylaw procedures.

The interim pastor should not be present during this meeting. It is often the custom for the
interim to have the weekend off.

Assuming an affirmative vote, the pastor and family return to the congregation where the
pastoris given an opportunity for a brief response to the congregation's action. The
covenant should be signed that same day and a copy mailed or scanned and emailed to
the Conference office.

If the pastor is being called to a Shared Ministry, there should be one candidating Sunday at
one location that both congregations attend.
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SECTION 2:1 Spiritual Resource: A Time for Rejoicing

Once the congregation has called the new pastor, the official work of a Search Committee
is complete. 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. Serving on a Search Committee is an intense experience! You have
prayed together, laughed together, disagreed together, even cried together. Your faith has
deepened, and your understanding of the congregation has grown and changed.

Read Philippians 1:3-11 together.

Written from prison to parishioners he loved, Paul gives thanks for their faithfulness and
expresses confidence that the work they have done in the name of Jesus Christ will bear
fruit.

What hopes do you have for the fruit that will ripen as a result of your committee’s work?
How was the experience of Search & Call: Local Church 30 digging, planting, waiting,
watering, and waiting some more for discernment to grow among you?

These words from Paul’s prayer may form an appropriate blessing for the conclusion of the
Search Committee: “And this is my prayer, that your love may overflow more and more with
knowledge and full insight to help you determine what is best...having produced the harvest
of righteousness that comes through Jesus Christ for the glory and praise of God.”
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SECTION 3 LINKS:

SECTION 3:1 LINK: A Sure Foundation Resource https://wcucc.org/wp-
content/uploads/2022/04/A-Sure-Foundation.pdf

SECTION 3:1 LINK: Transfer of Standing Procedure https://www.ucc.org/wp-
content/uploads/2022/03/MOM-Sect3-Transfer-of-Ministerial-Standing.pdf

SECTION 3:1 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

SECTION 3:1 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
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SECTION 3:1 Resource: Interim Pastor Departure Liturgy

Interim Pastor: Last (date/month), | took on the responsibility as your Interim Pastor. | was
responsible for worship and all services of this church, for pastoral care of this
congregation and for assuring Christian education of these people. Will you release me
from these responsibilities of Interim Pastor?

People: We will.

Interim Pastor: Together we have sought to maintain the life of this church and to grow in
love and understanding and faith. Will you continue on this path?

People: We will, with God's help.

Interim Pastor: As your Interim Pastor, | took on a leadership role as you reviewed your
history, explored needed leadership changes, resolved old conflicts, explored new
directions in ministry, and prepared to move forward with new pastoral leadership. Will
you, with me, give thanks to God for the hard work we have done?

People: We will, with God's help.

Interim Pastor: You have grown in readiness for a new Permanent Pastor. Will you be patient
as your new pastor begins his/her ministry among you and support his/her efforts?

People: We will, with God's help.

Interim Pastor: Will the (council/consistory) please come folward (all stand)? You are the
elected leaders of this church. Will you ensure that the responsibilities | carried be carried
on?

Leaders: We will, with God's help.

Interim Pastor: Will all of the members of the congregation support the elected committee
members of this Church?

Leaders: We will, with God's help.
Interim Pastor: | thank you for that trust.

Moderator/President: We express to you our gratitude and love for your wise and faithful
leadership during this transition time.

Interim Pastor: My prayers will be always with you.
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People: And ours with you.

Interim Pastor: Let us pray (Prayer)
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