Candidating Procedure Checklist
Candidate’s Last Name ___________________________
First Name _______________

Date Procedure Started __________________  Completed  _______________________

Result ___________________________________________________________________

_________________________________________________________________________

Date Completed


Procedure  Item
__________
1.
A Recommendation Form is Required to Be Considered

No Candidate shall be considered before someone submits a letter of recommendation to consider them as a Candidate.

__________
2.
Only One Candidate Shall Be Considered at a Time 

When a name is put forward to consider, make it a matter of prayer and determine yes or no, before going on to another name. If numerous names are all presented at once, pray over them and determine one man to consider.  
__________
3.
Inform Anyone Speaking If They Are a Candidate

The Pastoral Search Committee shall not speak with, nor invite to speak in the church, anyone they are possibly considering as a potential Candidate, unless they have informed the person they are a Candidate.

__________
4.
When a Prospective Candidate is Identified:




If They Are Currently Pastoring a Church:

One or two members of the Pastoral Search Committee shall go hear them speak.  They shall not, at that time, tell anyone in the church they are there seeking a Pastor.

They shall report to the committee with a recommendation to proceed to consider them, or to look at someone else.  If they decide to proceed, then complete this step, sending them the Packet, as they would for Someone Not Currently Pastoring a Church. They are to be informed, that if they are interested, they do not have to inform their church, nor do they have to submit Reference Forms to leaders in their church, until after the first pulpit visit to your church, if you both decide to proceed.




If They Are Not Currently Pastoring a Church




They shall be sent a package to help them determine if they would 



be interested in being considered a Candidate. This should include 



the following:





-
Questionnaire




-
Reference Request Forms




-
A Brief History and Profile of the Church




-
The Church Constitution & By-Laws




-
A Profile of the Community with relevant demographics.




-
A Tentative Job Description, with an explanation it will be 




customized to the Pastor they call.




-
The Church’s Candidating Procedure


 

-
Basic Information regarding the proposed Compensation 




plan, which is subject to negotiation.




This shall NOT include the results of the Church’s Positions and 



Practices which the Pastoral Search Committee identified. 

__________

The Prospective Candidate shall be asked to respond with a written 


reply, either turning down the offer, or completing the Questionnaire 


within 
two weeks of receiving the letter.  In addition to the letter, he 


may also respond by phone.  

__________
If a response is not received in two weeks, a member of the Committee shall call him.

__________
5.
Prayerfully Review the Questionnaire and References

No one shall be submitted to the church as a Candidate, nor shall the Pastoral Search Committee invite someone to speak, until they prayerfully and carefully review the Questionnaire submitted to the Candidate, as well as his References.  
___________

Assign People to Contact and Confirm the Following:
___________

-
Educational Institutions 
___________

-
Ordaining Church or Body

___________

-
Most Recent Employer

___________

-
Previous Relevant Employer

___________

-
Each Reference Provided

___________

-
Criminal Background Check

___________

-
Online Search

___________

-
Reference Forms to Next Level References

__________
6.
Two Members of the Committee Shall Contact the Candidate

After review of the Questionnaire and References, two members of the Pastoral Search Committee shall be assigned to contact the Candidate via a conference call; a personal visit or electronic messaging, to ask any additional questions the Committee feels they need answered and to request any other information they feel is necessary to make a proper decision.  

Discuss general details about the Job 
Description and general, but not specific, details of the Basic Compensation Package. Determine if there is compatibility or significant differences between how he views the job of being a Pastor and what your church is looking for.  



Ask him to ask questions he feels he would like answered. The __________

Pastoral Search Committee shall then meet to discuss the results. 
They may wish to schedule a Conference Call with the Prospective Candidate, and the Committee, to answer any questions.

__________
7.
If the Prospective Candidate Does Not Pass the Review
He shall be dropped as a Candidate and shall be informed by a letter stating the reason why he is not being considered.  If he was recommended by someone in the church, you may inform them after the initial review, that the Committee decided he was not the one to be considered. Specific reasons as to why someone did not pass the review shall remain confidential.  

__________
8.
If  the Prospective Candidate Passes the Review
He shall be informed by letter he is a Candidate. In addition to a letter, he may also be informed by a phone call. Encourage him to review the Candidating Procedure you included in the packet so he sees there are still many steps ahead.
__________
9.
Present the Candidate’s Name and Profile to the Church  
Officially present the name of the Candidate, to the church, along with a brief profile.  Individuals may submit any questions regarding the Candidate to the Pastoral Search Committee in writing.   

__________
10.
The Candidate Shall Come Speak in the Church.  

Invite the Candidate to come speak at your church. It is advisable he speak at all services normally covered by the Pastor.

__________
11.
The Committee Meets Privately with the Candidate

The Pastoral Search Committee shall meet privately with the Candidate, after he speaks, to answer any additional questions in person.  

__________
12.
The Committee Meets After the Interview

The Pastoral Search Committee should meet after the interview, to determine its recommendations. It’s recommendations will be made as a motion to the church at a special business meeting.

__________
13.
A Special Business Meeting is Held

A Special Business Meeting should be scheduled, in advance, to take place no later than one week after the Candidate has filled the pulpit. The Pastoral Search Committee shall present to the church its recommendation whether the Church should continue to pursue the candidate or not. They shall take questions from the floor. 
__________
14.
The Church Shall Vote to Proceed or Not

The church shall vote at that meeting whether to proceed to pursue the Candidate or not. 
They are not voting to call the Candidate at  that time, but on whether to proceed to the next step or not. 
__________


If Additional Information is Requested
Contact the Candidate and request the additional information. Schedule another business meeting to discuss the results. After the additional information is discussed, vote to proceed or not.

__________


If They Vote Not to Proceed with the Candidate
The candidate may not be considered again, and shall be informed of the decision by a 
letter, and a phone call, stating   

__________


If They Vote to Proceed with the Candidate
They shall contact him by letter, and with a phone call, to inform him of 
the church’s continued interest and to schedule a follow-up date for the Candidate to return to speak.  

__________
15.
The Candidate Shall Customize the Job Description

The Candidate shall be requested to customize the Preliminary Job Description to match their gift and abilities. 

They shall also prepare their Philosophy of Ministry and explain how they feel it is compatible with your church.

__________
16.
The Candidate Shall Present His Philosophy of Ministry 

Schedule the Candidate to return. When the Candidate returns for the follow-up visit, he shall be provided the opportunity to present his Philosophy of Ministry to the church, whether in Sunday School or in a regular church service.

__________
17.
Hold a Question & Answer Question Session with the Church

A Question and Answer Session shall also be scheduled to be held the day he returns to speak. Members may ask the Candidate questions. The Chairman of the Pastoral Search Committee shall moderate the meeting.

__________
18.
A Special Business Meeting Should Be Held




A Special Business Meeting should be scheduled, in advance, to be 


held no later than one week after the Candidate’s return visit, to vote 


on extending a call to be Pastor or not.

__________
19.
If the Church Votes Not to Call the Candidate



He shall be informed by letter, and by phone, stating the reason.
__________
20.
If the Church Votes to Extend a Call to the Candidate
The church shall authorize the Pastoral Search Committee to finalize the Job Description and to begin negotiations for a Compensation package. They shall contact him by letter and by phone.
__________
21.
The Committee Negotiates the Details with the Candidate

The Pastoral Search Committee shall negotiate the Final Job Description and details of the Compensation package. This may take a few Special Business Meetings to work out the details.
__________
22.
The Committee Presents the Results to the Church for Approval




The Pastoral Search Committee must present the results of ongoing 


negotiations to the church for final approval. 

__________


If the Church Does Not Approve the Package 
The Candidate shall be informed by letter, and by phone, stating the reason. This is the same as not calling the Candidate.  

__________


If the Church Approves the Package





The church shall authorize the Pastoral Search Committee to 



set the date he officially becomes the Pastor.

__________
23.
Schedule an Installation Service

The Pastoral Search Committee’s last duty is to schedule an Installation Service for the New Pastor.
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