





TO CALL COMMITTEE CHAIRPERSON:

Subject:

9acket of Information to be Sent to Candidates

(Suggested) Items to be included:
1. Job Description
Congregational Profile
Pictorial Directory
Recent annual report
Several recent Church Bulletins, Newsletters
Congregational Constitution
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Community information: local newspaper, information on cultural and
recreational opportunities; things to see and do in the region.

8. Picture and background information of each member of Call Committee
9. Map - directions from major arteries

gnterviewing g)rocess

1. Open the session with prayer, suggest it be by a Call Committee member.

2. Set the tone at the beginning of the interview, informal, enthusiastic about the
congregation and possibilities of the candidate, and a two-way dialogue.

3. Be sure to designate one person to take careful notes on the answers to each
question. All should take notes, however, to help in your committee recap later.

4. Every person should introduce himself/herself, identifying length of membership and
areas of service and leadership.

5. Listen carefully to the candidates answer to each question and when necessary ask a
follow up question to get more specific (examples of results).

6. Be sure to allow ample time for the candidate to ask questions. Allow different people
to respond, not have one person do all the talking.

7. Close with prayer, possibly asking the candidate to lead it.

8. After the candidate leaves, the Committee should meet immediately (or very soon
thereafter) to reach consensus about the candidate. It is important to have this
session and agree in writing on strengths, weaknesses and fit, prior to interviewing
another candidate.
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9. Possible questions to help you evaluate the climate of the candidate visit and
responses to the questions asked:

(@) Does the candidate understand the mission of the Church and our
congregation’s Mission priorities?

(b) Does the candidate have a record of results that would be positive indicators
for our Mission priorities?

(€) Does the candidate have leadership skills to equip us to accomplish our
Mission?

(d) What are the candidate’s weaknesses?

Gall Committee Recommendation

1. Objectively evaluate each candidate still on the list, being sure to apply the principles
you signed up for in the beginning.

2. Allow ample time for dialogue, being sure that everyone’s point of view gets on
the table.

3. Arrive at a consensus decision and notify the congregation council.

4. Schedule a second interview with the candidate to clarify any remaining questions. At
this second meeting, the total salary package should be discussed, to ensure that the
candidate’s needs fit within the range provided by Council. The final details will be
worked out between the candidate and the Congregational Council.

5. Contact the recommended candidate and arrange for a meeting with the council.

6. Notify each released candidate verbally and then with a follow-up letter. It is
important to be as specific as possible to help them with future interviews.

7. Notify the Office of the Bishop of the recommendation and the released candidates.
If all candidates are being released, arrange next steps to get more candidates.
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SAMPLE LETTERS

.....................................................

1. A sample letter from the call committee chair to a
candidate confirming first meeting details.

Dear Pastor Jones:

I'm writing to confirm our telephone agreement concerning your
meeting with our call committee at St. John's Church. We shall meet at
the church at 2 p.m. on Tuesday, January 13. We expect the conversation
to last two hours. The most likely route for you to take to the interview
should be (include route numbers or street names, landmarks, mileage,
etc.). If you have trouble finding us, telephone us at 243-1234. (If the
candidate is located at a distance: We're making arrangements for your
travel as follows. We will reserve a room for you at the Livingston Motel. I'll
meet you at the airport when your flight arrives.)

Enclosed are a congregational newsletter, church bulletin, annual report
and other information for your review. It will help us if you review them
before our meeting. At your earliest convenience, please send us similar
sample materials from your experience so we will be better prepared for
the interview. If you need other information from me, please feel free to
call me at my work or home (give numbers).

At the interview, we will be seeking dates from you to attend a service
of worship at which you are the principle leader and preacher.

We pray for the Holy Spirit’s guidance in our process together.
Yours in Christ,

Joan Smith, Chair

St. John’s Call Committee
Dear Pastor Smith:

We sincerely appreciate your willingness to consider a call to St. Paul’s
Church and have been most grateful for the opportunity to meet and
worship with you.

We enjoyed learning of your approach to the pastoral ministry and
especially appreciate your strengths as a preacher and in creating
imaginative programming for youths and young adults.

However, after prayerful consideration, it is the opinion of our
committee that at this time your strengths and skills do not match the

2. Sample letter to a requirements of our congregation. (You should mention a specific area

candidate no
longer under
consideration for
a call, to be sent
by the call
committee chair
as soon as a
decision has been
made .

of concern, such as “We feel we need to call a pastor who has a stronger
interest il7 handling administrative details. “Or,“Given our financial status,
we do not feel we can meet the needs you've expressed for yourself and
your family.” It is probably better to be candid and specific, but use care
for the sensitivities of the candidate.)

Please accept our sincere thanks for your time and interest and our
regret for any disappointment our decision may cause you. We will
continue to keep your candidacy in strict confidence. We pray that the
Holy Spirit will continue to guide you in your ministry and in our search.

Yours in Christ,

Pamela Smith, Chair

St. Paul’s Call Committee
cc: The Bishop
Southeastern PA Synod
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CHECKLIST FOR THE CALL COMMITTEE

As We Start:

0 Selection of call committee by council

0 Meeting with the synod representative

] Selection of chair (and secretary if needed)

Before candidates have been identified:

0] Meet with Congregation Council to receive clear direction on the church’s Mission
and the compensation package ranges.

0 Design communication process

O] Committee get to know each other

O Write principles to define how committee will operate

O] Organize materials to be sent to candidates Identify materials to be received from
candidates prior to interview

O Organize questions to be asked and by whom

0] Authorization from council for travel expenses as needed (general but not specific
to candidate)

O Receive biographical material for candidate(s) from synod representative

L] Meeting of the committee to review information about candidate(s) received from
synod office and to identify additional information to be requested by the commit-
tee chair from candidates

0] Telephone call from chair to candidates to obtain possible interview dates,
request information to be mailed, etc.

O Determination of dates when members can be available to interview candidates

Scheduling of the first interview for each candidate:

] Chair confirms with each candidate and the committee the date, time and loca-
tion of interviews (and any other events)
O First round of interviews completed (each candidate interviewed)

After completion of the first round of interviews:

0] Committee chair reports status to synod representative and notifies if one or more
neutral sites should be provided for candidate(s) to be observed preaching and
leading worship

O Dates selected for call committee to hear each candidate preach and lead worship

After call committee has heard candidate(s) preach and lead worship:

L] Committee discussion of candidates and selection of preferred candidate(s)
O Committee reports to synod representative on selection
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Written notification from chair to each candidate discontinued from consideration
with concurrent notification to synod representative

Confirmation of continuing interest of preferred candidate(s) in the search
(committee chair talks to candidate(s) by phone)

Determination of additional material to be sought from the preferred candidate,
issues to be resolved

Determination of responsibility for community tours and other events prior to second
interview

Schedule the second interview with candidate, confirm with committee members,
discuss financial needs during the interview

Second interview with preferred candidate completed

O 0o 0O da o O

After preferred candidate has been interviewed, the second time and
assuming confirmation of continuing interest at end of that interview:

[] Meeting of call committee to discuss preferred candidate and to prepare
recommendation for the congregation council

Committee chair reports selection to synod representative

Request by committee chair by phone for dates when recommended candidate could
meet with council

Request by committee chair that president of council call a special meeting of council
(on date agreeable to candidate) to meet the candidate

O Od

Before the meeting to introduce the recommended candidate to the

congregation council:

[] written confirmation of date, time, location of candidate's meeting with congregation
council (to call committee members, as well) from committee chair

[] Preparation of a written report from the call committee chair to the congregation
council, including the rationale for the committee's selection

[] Communication of the preliminary compensation package, identifying potential

issues council may wish to consider before the meeting with the candidate

(e.g., housing needs)

Introduction of primary candidate to congregation council

Introduction of council-approved candidate to congregation

Planning and execution of a celebration by the call committee when members have

completed all the above, the candidate has been elected by the congregation and the
call has been accepted!

oo
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CONGREGATION COUNCIL INTERVIEWS CANDIDATE

N ook

10.
11.
12.

13.

Council President contacts recommended candidate to select an interview date with
the council. Send a list of Council members names and areas of responsibility.

Biographical information should be distributed to council members in advance. This
information must be held in strict confidence, not even shared with family members.

Council should meet in advance to decide on process to be used with candidate.

a. Option—provide hospitality for spouse while the candidate is being interviewed;
introduce to council as courtesy prior to start.

b. Option—invite call committee (voluntary) to sit in the "back row" to observe
listen to the process (as a courtesy and knowing of their deep commitment to
the candidate and process).

c. Suggest assigning areas of questions to specific council people to ask,
preaching style, personal devotional life, outreach, youth ministry, music, etc.

Set tone of the interview to be "upbeat”, friendly and informal.
Name tags are helpful.
Interview should be opened with prayer, led by a council member.

Allow ample time for candidate to ask questions of council and be sure different
people have a chance to respond.

Clarify the details of the total compensation package (some prefer to work this out
with the Exec. Committee).

Conclude interview with prayer--ask candidate to lead it.
Dismiss candidate and call committee.
Immediately reconvene, discuss the interview and vote.

Inform the candidate immediately, next day at the latest, to let him/her know the
council's decision.

If yes, confirm congregational meeting dates; notify the Office of the Bishop of
decision and date of meeting (a deputy will be assigned by the Office of the Bishop to
conduct the meeting).
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