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Matt
Church Information Forms (CIFs) are now called Ministry Information Forms (MIFs).
Committee on Ministry (COM) is now called Parish Elders.�



Selecting a Pastor Nominating Committee 
(PNC) 

 
The slate for the PNC is recommended by the Nominating Committee 
and approved by vote of the congregation.  Following are some 
guidelines for forming a PNC: 
 
- Please have no more than seven to nine people. 
- In addition to one ruling elder and one ruling deacon, include on the 
team people who: 
 

- are mature Christians; 
 
- have a gift for vision; 

 
- are not afraid of change; 

 
- love their congregation; 

 
- have the time to commit to the process; 

 
- are realistic about the church’s strengths and 

weaknesses; 
 

- can see the big picture 
 

- do not have axes to grind; 
 

- have the courage to deal with conflict; 
 

- are not angry or bitter; 
 

- have the trust of the congregation; 
 

- have a voice in the congregation; 
 

- reflect a cross-section of the congregation (but who are 
not there to represent a particular constituency);are open 
to the leading of the Holy Spirit 
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COM—Committee on Ministry 
TL—Transitional Leadership 

PNC—Pastor Nominating Committee 
CIF—Church Information Form 

GP—General Presbyter 
BA—Business Administrator 

 Pastor announces 
departure to  

Session with COM 
liaison present 

Congregational 
meeting called / 
moderated by 

someone other 
than current pastor 

Congregation  
dissolves pastoral 

relationship 

Presbytery  
concurs with  

dissolution through 
COM 

Congregation 
plans farewell 

TL Team works 
with GP & COM to 
discern appropriate 
leadership for the 
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Contract with TL 
approved by Ses-
sion, COM, and 

Presbytery 

Congregation 
elects PNC if not 
already elected 

PNC prepares CIF 
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advertising by 

PNC 
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names for  

reference checks 
to GP 
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Interviews, offsite 
preaching & COM 

clearance for final can-
didates (including sex-
ual misconduct policy & 

background check) 
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Service /  

Congregation 
elects new pastor 

Presbytery  
approves Call 

Effective Date  
Pastor begins  

ministry / colleague 
in ministry assigned 

by COM 

Presbytery  
conducts  
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First Year-End-
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Search Process for Pastors & Associate Pastors 

Check each box as tasks are completed. 
This diagram might be used on a bulletin 
board to keep your congregation informed 

of the search process. 

 Pastor provides 
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call and/or  
retirement 

 Congregation  
discerns mission / 

Mission Study 
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Types of Pastoral Leadership 

Pastoral Designation Employment by 
Invitation of? Length? May be Called? 

Installed Minister    

 pastor, associate, co-pastor Congregation Indefinite Is called and installed 

 designated pastor Congregation 2-4 years Yes 

Temporary Relationships (ordained)    

 stated supply Session Up to one year No 

 interim, co-pastor, associate Session Up to one year No 

 organizing pastor Presbytery Until church 
i d

Yes 

 parish associate Pastor & Session Reviewed annually After 6 months away 

Other    

 commissioned lay pastor Session Up to 3 years No 

 student pastor Session None After 6 months away 

 temporary supply Session None After 6 months away 
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Discernment 
 

Beloved, do not believe every spirit, but test the spirits to see 
Whether they are from God; for many false prophets 

Have gone out into the world. 
I John 4:1 

 
 Discernment is the intentional practice by which a community or an 
individual seeks, recognizes and intentionally takes part in the activity of God in 
concrete situations.  The etymological basis of the term discernment comes from 
the Greek word that means “to sift through,” as in sifting wheat from the chaff. 
 
 It is impossible to discern God’s will apart from prayer.  Prayer is making 
ourselves present to God.  We pray in order to become more open to God.  And 
when we bring an openness and freedom to our prayer time, we are able to 
adopt an attitude of readiness to heed God’s call wherever it might lead us.  The 
communal practice of discernment places group decisions within the context of 
God’s transforming activity.  It trusts that decisions are based on something 
larger then self-interest.  It orients the process towards participation in God’s will 
and God’s call for and to us. 
 
 When seeking to call a new pastor, discernment is an essential part of the 
process.  Not only do we recommend that you begin every gathering of the PNC 
with a time of prayer, but that you weave prayer throughout your time together.  
Take regular and intentional “prayer breaks” throughout your time together.  A 
good prayer ratio is 1/10 petition; 9/10 listening.  In the words of the Psalmist, we 
are to “be still and know that (God) is God” (Psalm 42:10). 
 
 But discernment is more than simply listening, it is listening for God 
through scripture.  The Apostle Paul warned against those who taught a different 
gospel, even if there were angels (Galatians 1:6-0).  Discernment is also looking 
for places where the fruit of the Spirit is present (Galatians 5:22-23).  Another 
indication of the work of the Spirit is a sense of inner authority and peace, a 
communal harmony as the PNC draws closer to extending a call (John 17:23; 
Acts 4:32; I Corinthians 3:1-3).  And throughout, discernment is at work when the 
process is guided by a sense of integrity.  Refusal to consider various 
alternatives, failure to heed advice, avoidance of issues of faith, and suppression 
of deep emotions, reflects a failure to place prayer and discernment at the heart 
of the PNC process.  One final note:  Discernment takes time and cannot be 
hurried.  When it is hurried, it is likely that those in leadership have already made 
up their minds about a solution and want a quick process.  Allow yourselves to 
live in God’s time as you prepare to seek and call a new pastor.  Allow 
yourselves to be passionate in your commitment to discern and heed God’s call 
and God will bless you! 
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The Mission Study 
 

Why do a Mission Study? 
For surely I know the plans I have for you, says the Lord, plans for your welfare 

and not for harm, to give you a future with hope. – Jeremiah 29:11 
 

In the opening paragraph of the Institutes of the Christian Religion, John Calvin states, 
“…knowledge of God and knowledge of self comes before all other knowledge.”  This may 
sound like a truism  for individuals only, but we believe this is true for the corporate body as well.  In 
order for any congregation to call the right person to lead a congregation in accomplishing their 
mission, they need to know God and themselves first.  A good mission study provides clarity as to the 
heart of the congregation and the needs of the community:  the place where God’s mission is made 
known. 
 A congregational mission study involves taking inventory of the people and resources within 
the congregation, while also looking afresh at the community in which God has placed you.  It 
involves asking the question, how is God calling us to make disciples in this place and time?  The 
answer to that question will define your church’s mission and direct your search for a new pastor.  
The six steps interwoven into the mission study process are: 
 

- Praying and studying God’s Word; 
- Getting to know your congregation (anew); 
- Exploring your community; 
- Asking the hard questions; 
- Naming God’s mission; 
- Choosing leadership . . . the search! 
 

What will you produce? 
 When you have completed the six steps which make up the mission study process, you will 
produce a report which will include: 
 

- Your Mission Statement; 
- Scripture that guided your study; 
- A brief description of the process that you followed; 
- Significant information about the congregation and the community that impacts your 

study; 
- A summary of the hard questions;  
- 3-5 specific 2-3 year goals for your congregation; 
- Recommendations regarding leadership; 
- A copy of your congregation’s current budget. 

 
This information will then be used to prepare a Church Information Form (CIF) which will be 
used to call a pastor.  Information needed for that form includes: 
 
Church Information  Mission Statement  Pastor Information  
average worship attendance  description of the ministry position description 
membership    gifts/skills/experiences  qualifications/skills 
church school enrollment  key theological issues  compensation 
curriculum        geographic choices 
ethnic composition of congregation     EEO 
community type 
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Choosing Leadership 
 

For he looked forward to the city that has foundations, whose architect and builder is God.  
 –Hebrews 11:10 

 
…so that at the name of Jesus every knee should bend, in heaven and on earth and under the earth, and  

every tongue should confess that Jesus Christ is Lord, to the glory of God the Father.  
-Phillippians 2:10,11 

 
 As you have moved forward in your mission study, you have recommitted your lives and 
your church to a new faithfulness to Jesus Christ.  You know in a new and fresh way that 
Jesus is Lord and leader of the church.  You have discerned the mission that God has planned 
for your congregation and have set some specific, measurable goals to lead you forward 
according to your mission. 
 Now it is time to give careful attention to the people and organizations that will provide 
the human leadership for your congregation.  You may be engaged in this planning process in 
preparation for calling a new pastor for your congregation.  In that case, the task of the Mission 
Team (or Pastor Nominating Committee) will be to discern what particular gifts, skills, and 
experiences will be needed by the pastor or associate pastor who will lead your congregation 
forward in its mission. 
 However, examining leadership needs is an essential part of any planning process, 
whether or not you are preparing to call a new pastor.  There are four areas of leadership, 
outlined below, that you will want to consider.  In considering each of these, ask yourselves 
how much of the church’s leadership energy, time, and skill is directed inside the church, 
nurturing and caring for the church members, and how much is directed outward toward the 
un-churched, the community, and the world.  That ratio tells something about the priorities of a 
congregation. 
 

1. Pastoral leadership.  What gifts, skills, personality traits, and experiences are you 
looking for in a new pastor or associate pastor for your congregation?  What new 
skills will your current pastor have to acquire in order to lead your congregation 
through the changes you are proposing?  What changes will have to be made in the 
pastor’s job description if the church is to be faithful to its mission? 

2. Staff leadership.  What other staff positions are necessary?  Are you staffing for 
growth or for maintenance?  A growing church will have the equivalent of one full-
time program staff member for every 100 people in average attendance.  Program 
staff may include pastors, associate pastors, education directors, youth leaders, 
children’s ministry leaders, music ministry directors, evangelists, mission directors, 
or any others who plan and direct ministry and mission in the church and community. 

3. Church governance or decision-making.  Are your session and other key 
decision-making groups organized for spiritual leadership and efficient decision-
making?  Are the governing boards permission-giving?  Is the session a roadblock to 
progress?  Who are the key permission-givers in the congregation?  (List them by 
name.) 

4. Key volunteer leadership.  Most churches have key positions that are staffed by 
volunteers.  Do these volunteers receive the support they need?  Are they selected 
for competence and spiritual leadership or just because they are willing or have 
always done the job?  To whom are they accountable? 
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What to Do 
 

 Begin with Bible study and prayer.  Use both activities in this step to analyze your 
congregation’s current leadership structure and to make recommendations concerning 
appropriate leadership for the future. 
 

Bible Study 
 

 The next day John again was standing with two of his disciples, and as he watched 
Jesus walk by, he exclaimed, “Look, here is the Lamb of God!”  The two disciples heard John 
say this and they followed Jesus.  When Jesus turned and saw them following, he said to 
them, “What are you looking for?”  They said to him, “Rabbi” (which translated means 
Teacher), “where are you staying?”  He said to them, “Come and see.”  They came and saw 
where he was staying, and they remained with him that day.  It was about four o’clock in the 
afternoon.  One of the two men who followed Jesus after they heard John speak about him 
was Andrew, Simon Peter’s brother.  He first found his brother Simon and said to him, “We 
have found the Messiah” (which is translated Anointed).  He brought Simon to Jesus, who 
looked at him and said, “You are Simon son of John.  You are to be called Cephas” (which is 
translated Peter). 
 The next day Jesus decided to go to Galilee.  He found Philip and said to him, “Follow 
me.”  Now Philip was from Bethsaida, the city of Andrew and Peter.  Philip found Nathanael 
and said to him, “We have found him about whom Moses in the law and also the prophets 
wrote, Jesus, son of Joseph from Nazareth.”  But Nathanael said to Philip, “Can anything good 
come out of Nazareth?”  Philip answered, “Come and see.”  John 1:35-46 
 
Use the following questions to lead the discussion on the passage: 
 -What examples of leadership do you see in the passage? 
 -What did John, Andrew, and Philip do as leaders? 
 -What did Jesus do? 
 -What are some qualities of leadership you can identify? 
 -What is the primary job of leaders in the church? 
 
(This Bible study was adapted from E. Stanley Ott, “Guided Bible Study,”  The Vital Churches Institute, PO Box 
18378, Pittsburgh PA  15236. 
 

Bible Study 
 

 I left you behind in Crete for this reason, so that you should put in order what remained 
to be done, and should appoint elders* in every town, as I directed you:  someone who is 
blameless, married only once, whose children are believers, not accused of debauchery and 
not rebellious.  For a bishop*, as God’s steward, must be blameless; he must not be arrogant 
or quick-tempered or addicted to wine or violent or greedy for gain; but he must be hospitable, 
a lover of goodness, prudent, upright, devout, and self-controlled.  He must have a firm grasp 
of the word that is trustworthy in accordance with the teaching, so that he may be able both to 
preach with sound doctrine and to refute those who contradict it.  Titus 1:5-9 
 

*“Bishop” and “elder” are two of the terms used in scripture for officers in the church.  It is 
difficult for contemporary Christians to identify exactly what is indicated by the terms.  Here, we 
will study the passage as if it were referring to any leader in the church. 
Use the following questions to lead discussion on the passage. 
 -What are some important qualities of church leaders? 

8



 -What are some warnings to those who would be leaders of the church? 
 -How might this passage provide guidance for your church in seeking pastoral and lay 
             leadership? 
 -What qualities are sought in leaders in your congregation? 
 

Prayer Guide 
 

 Pray for the new pastor that God has in mind for your congregation. 
 Pray for the church staff. 
 Pray for the elders, deacons, and other leaders of the church. 
 Pray for those who have to make decisions for your congregation. 
 Pray that God would raise up new leaders for your congregation. 
 

Drawing Conclusions (after completion of the activities) 
 

 What qualities, skills, and experiences will you look for in your next pastor? 
 
 What other staff positions are needed by this congregation? 
 
 What key volunteer leadership is essential to the mission of this congregation? 
 
 What church governance format do you recommend for effective decision-making? 
 

How much of the church’s personnel (professional and volunteer) and money are 
directed outside your own congregation? 
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Church Leadership Connection PC(USA) 
Instructions for Entering a Church Information Form (CIF) 

www.pcusa.org/clc 
1-888-728-7228 ext. 8550 or clcstaff@pcusa.org 

Church Leadership Connection (CLC) hopes these instructions will assist you in entering your 
Church Information Form (CIF) with CLC.  Review all the instructions before you begin. 

BEFORE YOU BEGIN 
1. Make sure your computer will run the CLC system.  “CLC Minimum Operating System 

Requirements” can be found at “Printable Forms” on the CLC website. If your computer 
does not meet these requirements, make the appropriate upgrades to your computer or use a 
computer that meets the minimum requirements. 

2. Download blank CIF Forms and Helps.  From the CLC website, download and/or print 
from “Printable Forms” copies of CIF Part I, CIF Part II, and Yoked Church Information (if 
needed).  You will also need these Instructions for Entering a Church Information Form, 
Skills List, and CIF Tips for a specific position type (if needed).  All of these can assist you 
in preparing to enter your CIF with CLC.    

3. The wisdom of a draft CIF.  Completing a draft of your CIF, off-line, gives you the time 
needed to gather information and compose answers without the CLC system time-out 
constraint.  It gives you the time needed to edit your answers so they fit within the system’s 
character limitations. CLC strongly encourages you to answer the more lengthy sections of 
the CIF, especially the narrative questions, in a word processing document.  The advantages 
are:  

-- it will shorten the time spent in actually entering your CIF, helping you avoid the 25 
minute system time out, 

--you will be able to copy sections of your CIF word document and paste them into your 
on-line CIF,  

-- the handy-dandy word processing character count tool can let you know how close you 
are to the 1500 character limit for each narrative question, and  

-- you will have a back-up copy of your CIF just in case information is lost while entering 
your CIF on-line (it has been known to happen).   

4. Obtain a user login and password.  
 For church positions.  Obtain your user login and password from the moderator of COM 

or the Executive/General Presbyter.  Your user login will begin with a letter, followed by 
two numbers then followed by your five digit PC(USA) church PIN number.  For 
example: P0150639.   

 For Designated Pastors, New Church Developments or Pastors for a parish. Obtain 
your user login and password from CLC, 1-888-728-7228, ext. 8550. 
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 For Governing Body, Seminary and College, or Other Non-Parish Positions.  Obtain 
your user login and password from CLC, 1-888-728-7228, ext. 8550. 

You will need a user login and password to enter your CIF into CLC.  Your password will be 
a hodge-podge of case-sensitive letters, numbers and symbols.  After logging in, CLC 
suggests you immediately change your password to one that is more easily remembered.  Go 
to “Admin” at the top of your screen.  Click on “Change Password” and follow the 
instructions.  If you forget your login ID or password, call or email CLC. 

5. CLC tips and hints for entering a CIF 
 There is a mandated 25 minute system time-out.  After twenty-five (25) minutes of 

working within the CLC application and never saving, the system will log you out of the 
application and you may not even know it.  This means that you may lose some of the 
information you were working on before and after the time-out.  Remember to save, save, 
save on CLC because every time you save, the 25 minutes clock starts over.  Also having 
a draft back-up on your personal computer guarantees that your information is not truly 
lost. 

 There are mandated character limits.  The Brief Church Mission Statement and 
answers to the three (3) narrative questions in Part II, Page 2 of 6 and the Position and 
Characteristic Descriptions in Part II, Page 4 of 6, are limited to 1500 characters each, 
including spaces and punctuation. 

 Save your CIF early and often.  So as to not lose what you are entering on-line, CLC 
recommends that you save your CIF at the completion of each screen by clicking on 
“Save my place and return later” located at the upper left corner of your screen.  This will 
take you out of the CIF but it will save what you have completed.  To get back to where 
you left off, click on “Resume” to the right of your CIF number, name and last update. 

 CLC can help you.  The knowledgeable personnel at CLC can walk you through most 
problems.  CLC consultants are available Monday through Friday, 8 a.m. to 5 p.m. 
Eastern Time, at 1-888-728-7228, ext. 8550 and will, also, return calls, so leave a 
message.  Or email at clcstaff@pcusa.org. 

ENTERING CIF, PART I 
Part I of the CIF has five (5) steps asking for general information about your church or 
organization.  If you are prepared and efficient you can move through the five screens quickly 
and then submit Part I before needing to save.  If, however, you are prone to worry, believing 
that the system could take your work and never give it back, or prone to wander, leaving your 
computer to go look up an address, answer the door, or take a phone call, then you may wish to 
“Save my place and return later” located at the upper left hand portion of your screen, when you 
have finished each screen. 

1. Enter the CLC System. 
Go to pcusa.org/clc.  Click on “User Login” and using your user login and password enter the 
CLC system. 
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2. Entering CIF Part I.   
On the menu bar at the upper part of your screen, go to “CIF” scroll down to “Part I” and go 
to the right and click on “Update CIF Part I”. 

3. Step 1 of 5.  General Contact Information of your Church/Organization. 
Most PCUSA churches already have most of the church contact information in the CLC 
system.  Update and/or enter information as needed then click on “next” at the bottom. 

4. Step 2 of 5.  Additional Church Information.   
Update this information.  NOTE: Non-parish positions enter N/A and then you may skip this 
step. 
a) Church Size. On the pull down menu select the appropriate number of church members. 
b) Average Worship Attendance. Enter your average worship attendance for all regular 

worship services.  Do not include special or one-time services. 
c) Church School Attendance. Enter the number of people (children through adults) who 

attend church school. 
d) Curriculum.  List (within 100 characters, including spaces and punctuation) the 

curriculum most commonly used in church school. 
e) Seminary Debt Assistance Program.  If your church has fewer than 150 members AND 

a budget less than $250,000 check the box “Certified as eligible for participation in the 
Seminary Debt Assistance Program”.  See www.pensions.org for more information. 

Click on “next” at the bottom. 

5. Step 3 of 5.  Racial Ethnic Composition of Church/Organization.   
Using whole numbers that add up to 100% enter the current racial ethnic composition of your 
church or organization. 

Click on “next” at the bottom. 

6. Step 4 of 5.  Presbytery and Community Type.   
a) Presbytery. On the pull down menu, select the Presbytery where your church or 

organization is located. 
b) Community Type. On the pull down menu, select the community type where your 

church or organization is located.  You may leave it N/A for positions that are not 
centered in a particular location. 

Click on “next” at the bottom. 

7. Step 5 of 5.  Clerk of Session/Contact Person Information.   
For church positions.  Enter the contact information for your Clerk of Session. 
For Designated Pastors, New Church Developments or Pastors for a parish. Enter the 
presbytery contact person. 

12



  03/13/09 

For Governing Body, Seminary and College, or Other Non-Parish Positions.  Enter the 
contact information for a person CLC can contact.  This may be the secretary of the search 
committee, the Synod Executive, or your Human Resources person. 

Click on “Submit Completed CIFI” at the bottom. 

8. Corrections.   
The system may ask for corrections to your CIF.  Simply go to the screen where the 
correction needs to be made, make the correction and click, again, “Submit Completed 
CIFI!”  

ENTERING CIF, PART II 
Part II of the CIF has seven (7) pages asking for more in-depth information about your church or 
organization, including answers to narrative questions.  Answering the narrative questions, on-
line, has been where users have been known to lose their work, mostly due to the system’s 25 
minutes mandated time-out.  CLC strongly urges you to answer the questions in CIF, Part II 
off-line, in a word processing document, where the information can be saved and then 
copied and pasted into the on-line form.  NOTE:  Responses to each narrative question are 
limited to no more than 1500 characters, including spaces and punctuation.  Clicking on “Save 
my place and return later” at the completion of pages (2 through 5) is also strongly 
recommended. 

1. Enter the CLC System. 
If you are not already in the CLC system, go to pcusa.org/clc.  Click on “User Login”.  Enter 
your Username ID and Password. 

2. Entering CIF Part II.   
On the menu bar at the upper part of your screen, go to “CIF” to “Part II” and click on 
“Create CIF Part II”.   

There will be a CIF number listed at the top of the page (example: 10001.aa or 10001.ab).  
This is your CIF number. 

3. Step 1 of 7. Position Type and Requirements. 

a) Position Type.  On the pull down menu, click on the position type you are seeking.  
Specify the title of the position if there is one. 

b) Employment Status.  Click “Full-time” for a full-time position or “Part-time” for a part-
time position.  Use the “Open to both” button only if it applies. 

c) Experience Desired.  On the pull down menu, click on the minimum number of years of 
experience you are willing to consider.  Your CIF will be matched with all persons who 
have this level of experience and above.  If you are open to all levels of experience click 
on “First Ordained Call”.   

d) Language Requirements.  Click on the language(s) in which the person who fills this 
position needs to be fluent. 
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e) Deadline date.  CLC does not recommend entering a deadline date unless you believe it 
to be absolutely necessary. If you enter a deadline date know that the CLC system will 
purge your CIF from the system when the deadline arrives.  This will mean that you will 
need to re-enter your CIF if you wish to continue your search beyond the deadline date.  

When this step is completed click on “next” at the bottom. 

4. Page 2 of 7. “Is This a Yoked Position?”.  If the position is with yoked congregations or 
with congregations sharing a pastor, click “yes”.  You will also need to fill out the “Yoked 
Church Information” which can be found under the CIF drop down menu in CLC. 

5. Page 3 of 7. Mission Statement and Narrative Questions.   
NOTE: For interim and non-parish positions answer the mission statement question and then 
you may, if you choose, skip the rest of the questions. 
Answers to these questions are limited to 1500 characters each, including spaces and 
punctuation. This is a great place to copy the answers from your draft CIF and paste it in the 
space provided.   

Click on “Save my place and return later”. 

To get back to where you left off, click on “Resume” to the right of your CIF number, name 
of the church/organization and last update.  Click “next” at the bottom of Step 2. 

6. Page 4 of 7.  References. 
List up to three persons who know your congregation or organization well.  Include the 
contact information requested and their relationship to your congregation or organization.  
Make sure these folks know they are listed and that they have a copy of your CIF.   They will 
be receiving inquiries from individuals asking about you. 

Click on “Save my place and return later”.  To get back to where you left off, click on 
“Resume” to the right of your CIF number, name and last update.  Click “next” at the bottom 
of Step 3. 

7. Page 5 of 7.  Position Information. 
a) Positions Description.  Enter the Position Description, including major responsibilities, 

for which this person will be responsible. This is a great place to copy the answers from 
your draft CIF and paste it in the space provided.  (1500 character limit, including spaces 
and punctuation) 

b) Description of Characteristics and Qualifications.  Describe the characteristics and 
qualifications needed in a person who would fill this position. You may also wish to 
include information about the leadership style you are seeking in this individual.  This is 
a great place to copy the answers from your draft CIF and paste it in the space provided.  
(1500 character limit, including spaces and punctuation) 

c) Primary Skill Choices.  While you may mark up to ten (10) skills that you are seeking in 
the individual who will fill this position, you will find matches to PIFs that more fit your 
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needs if you select only the skills that are truly necessary for the position.  A more 
detailed description of these skills can be found in the Skills List available under 
“Printable Forms” on the CLC website. 

d) Compensation and Housing.   
Salary.  Enter the minimum and maximum effective salary for this position.  Please 
consult the Board of Pensions website for more information about effective salary.  
Pastoral positions include housing (housing allowance or manse value) while non 
pastoral positions do not.  The minimum salary will be displayed on your CIF.  The 
maximum salary is not displayed but is used for matching purposes only.  Do not write 
“Negotiable”.   
Housing for Pastoral Positions.   

-- If you have a manse that is part of the call, click on “Manse.”   
-- If a housing allowance is part of the call click on “Housing Allowance”.   
-- If you have a manse, but are willing to consider a housing allowance in lieu of manse 

use, click on “Open to Either.”  
-- Do not enter any amount in “Housing Allowance Amount”. 

Housing for Non-Pastoral Positions.  Click on “N/A” if this is a non-pastoral position. 
e) Geographic Choices.   

-- If you are willing to consider individuals from anywhere in the United States, click 
“Suggest individuals from anywhere in the USA”.   

-- If you want to limit your search to individuals from specific states, click on “Suggest 
individuals only from specific areas checked below” and then check on the states 
from which you are willing to receive PIFs. 

Click on “Save my place and return later”.  To get back to where you left off, click on 
“Resume” to the right of your CIF number, name and last update.  Click “next” at the 
bottom of Step 4. 

8. Step 6 of 7. Equal Employment Opportunity. 
All CIFs must answer both questions in the affirmative for the CIF to be included in the CLC 
system.  Although the statement refers to instructions from the Committee on Ministry 
(COM), the statements are intended to indicate willingness to comply with PC(USA) Equal 
Employment Opportunity policies.   

Click on “Save my place and return later”.  To get back to where you left off, click on 
“Resume” to the right of your CIF number, name and last update.  Click “next” at the bottom 
of Step 5. 

9. Step 7 of 7. PNC/Search Committee Chairperson. 
Enter the contact information for the chair of the Pastor Nominating Committee or Search 
Committee. 

Click on “Submit Completed CIF!”   
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10. Corrections.   
The system may ask for corrections to your CIF, Part II.  Simply go to the screen where the 
correction needs to me made, make the correction and click, again, “Submit Completed 
CIF!”   

11. Success. 
The system will let you know that your CIF, part II, has been successfully saved.  If you have 
not already done so, please make note of the entire CIF# (for example 01234.aa).   

AFTER YOUR CIF HAS BEEN SUBMITTED 
1. Approval. 

Before your CIF can be posted on Opportunity Search and matched to PIFs, it must be 
approved to by your Clerk of Session and the Committee on Ministry (COM) moderator.  
You can contact them directly and ask them to approve to your CIF on-line.  A CLC system 
generated email will also be sent to them asking for approval.  You can follow up with them 
to see that approval has been completed. 

2. Saving a Copy of Your CIF. 
You may wish to save a copy of your completed copy of your CIF to your own computer.   

 Login to the CLC website. 
 Under “CIF” click on “View CIF Query”. 
 Enter your CIF # (i.e. 01234.aa) and click “Submit”.  Your CIF will be displayed. 
 Highlight the entire CIF.  
 Go to edit and copy, then minimize the screen.  
 Open a blank word document.  
 Paste the copy of your CIF into the word document.  
 Save to your computer.  You can now print and/or email copies of your CIF as need.  

3. CLC Matching. 
Once your CIF has been approved it will be in the CLC system and available for matching 
with Personal Information Forms (PIF) in CLC.  When matching has been completed email 
notification will be sent to the chair of the PNC or search committee, the presbytery EP/GP, 
and/or the Committee on Ministry (COM) moderator.   

4. CLC Self Referrals. 
Your CIF will be posted on CLCs Opportunity Search.  This allows individuals to view your 
CIF.  Those who are interested in your position and have a PIF in CLC have the ability to self 
refer to your CIF.  When a self referral has been made email notification will be sent to the 
chair of the PNC or search committee, the presbytery EP/GP, and/or the Committee on 
Ministry (COM) moderator, depending on the presbytery’s wishes.   

5. View Matched and Self Referred PIFs. 
Using your login and password, you are able to enter CLC to view the PIFs that have been 
matched to your CIF.  On the “Reports” menu, pull down and click on “View Referred 
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PIFs”.  Any matching and referrals to your CIF will be listed.  You can view a referred PIF 
by clicking on the PIF number. 

6. Update Your CIF. 
If you wish to make changes to your CIF, enter CLC using your user name and password, 
and under “CIF” choose Part I or Part II and click on “Update CIF Part I” or “Update CIF 
Part II”.  If you have 2 or more positions when you go to update CIF Part II there will be a 
pull down box, and make sure you update only the correct CIF Part II.  Make changes and 
then click on “Submit Completed CIF!”  Certain corrections, noted with a red asterisk, will 
make it necessary to have your CIF re-approved to before it can be re-circulated. 

7. Notification of a Call. 
When a call has been extended and accepted for your CIF position, please notify CLC by 
entering the CLC system, going to “Admin” scrolling down to “Pending/Fill” and clicking on 
“Report a New Call Pending”.  Fill in the requested information. 
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(Revised June 2008) 

CLC REVISED SKILLS LIST WITH DEFINITIONS  
 

Administration of Programs 
Oversee and ensure that programs are planned, advertised, implemented and evaluated as they relate to the 
overall mission and ministry of the organization. 
 
Administrative Leadership 
Overseeing the delivery of planned activities or services. Encouraging and enabling volunteers and/or 
professional staff to accomplish their duties, achieve their goals, and develop their personal and 
professional gifts in response to God's call upon their lives. Evaluating the effectiveness of the programs. 
 
Adult Ministry 
Providing specialized knowledge of resources and programming that meets the needs of adults. 
  
Budget Preparation 
Working from a defined project or operational plan, developing an estimate of the financial resources 
required that enables the effective management of the project or operation with the constraints of the funds 
available.  
 
Building Renovation/Property Development 
Planning, budgeting, staffing, gaining acceptance for, and implementing significant renovation or real 
estate development projects.  
 
Children's Ministry 
Providing specialized knowledge of resources and programming which meets the needs of children and 
their families.  
 
Choir Directing 
Planning and directing choirs and ensembles. (Adult, youth, children, handbell and/or praise band) with a 
sensitivity and concern for individuals and the church. Training choirs and ensembles and selecting 
appropriate music. 
 
Communication (Written/Oral) 
Expressing ideas, beliefs, and feelings in individual and group situations; adjusting language or 
terminology to intended audience and creating an enthusiastic response. 
  
Community Ministries 
Working directly with local community groups to establish programs responsive to local needs. Supporting 
a community or group by enabling the local leadership to emerge, flourish, and accomplish its own goals. 
  
Community Service and Leadership 
Leading in civic, interfaith activities related to issues impacting the community and the world.  
 
Conflict Management/Mediation Skills 
Negotiating or assisting in the constructive resolution of differences, bringing individuals, groups, or 
congregations together to identify interests, reframe issues, and work collaboratively seeking resolutions to 
differences.   
 
Congregational Communication 
Developing and monitoring the communication needs of the congregation and satisfying those information 
needs using a variety of media within appropriate budgetary and timing criteria.  
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Congregational Fellowship 
Helping members and groups come together, know one another, have the opportunity to love and support 
one another, in response to God's call upon their lives.   
 
Congregational Home Visitation 
Planning for and participating in the visitation of members, prospective members, and members with 
special needs.  
 
Congregational Redevelopment/Transformation 
Working with the leadership, members and the community to transform the ministry of the congregation.  
Transformation is a redirection of the energies of the entire congregation to meet the new realities of the 
members and the community 
 
Corporate Worship & Administration of Sacraments 
Ordering worship and the administration of the sacraments in fresh and creative ways consistent with the 
Reformed Tradition.  
 
Counseling 
Helping both members and others to move toward spiritual maturity and increased comfort in a time of 
stress by listening, making appropriate responses, and, when needed, making referrals.  
 
Cross Cultural Collaboration/Cultural Proficiency 
Working across cultural and economic lines valuing all colleagues’ views, and fostering joint decision 
making to solve problems by openly sharing information, building equity in team roles/relationships. 
 
Curriculum Building 
Developing a program of educational experiences that serves as the basis for the theological and biblical 
development of the members of the church/organization. The ability to adapt, plan and write curriculum for 
various age groups.  
 
Defining Program Needs 
Analyzing the educational or other programmatic needs of an organization or group of individuals.   
 
Development of New Educational Experiences 
Creating, evaluating, and refining new educational experiences based upon a needs analysis of the 
church/organization.  
 
Ecumenical and Interfaith Activities 
Working with other religious groups and their leaders to accomplish a common goal that fosters mutual 
understanding.  
 
Evaluation of Program and Staff 
Assessing specific programs and/or staff; encouraging and facilitating an environment of accountability, 
recognition, openness, and constructive feedback.  
 
Evangelism 
Leading persons to share faith in Christ as a personal savior and encouraging their identification with, and 
participation in the church and community.  
 
Facility Management 
Organizing and overseeing the maintenance of a physical property or building.  
 
Family Ministry 
Providing specialized knowledge of resources and programming that meets the needs of families.  
 
Financial Management 
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Guiding and monitoring the investment, expenditure, or allocation of church of organization funds so the 
group's financial objectives are achieved.  
 
Fundraising 
Developing methods and programs to finance the work of a church or organization through donations and 
contributions from individuals and organizations.  
 
Governing Body Ministry 
Working with presbytery, synod and general assembly committees in shaping and implementing their 
ministries.  
 
Group Process Facilitation 
 Guiding the process in a way that enables a group to define their goals, needs, concerns, etc., and to 
combine their gifts to achieve the desired needs.  
 
Hospital and Emergency Visitation 
Visiting persons in crisis to offer spiritual support and pastoral presence. 
 
Information Technology 
Utilizing modern computer and telecommunications facilities, programs, and resources to accomplish 
functions on a cost-effective basis.  
 
Instrumental Music 
Ability to play a musical instrument for worship services, (i.e. organ, piano, other).  
 
Involvement in Mission beyond Local Church 
Identifying specific projects or programs that enable persons and/or groups to support, study, and 
participate in the church's worldwide mission.  
 
Leadership Development 
Recognizing and calling forth potential of persons as leaders of the Church's ministry and providing 
opportunities for their training, development, and growth.  
 
Leadership of Staff/Volunteers 
Working with staff and volunteers to develop a vision for the church’s/organization's future by creating a 
climate of involvement and enthusiasm.  
 
Leading Music Ministry 
Providing leadership for the church's music program with a sensitivity and concern for individuals and the 
church. Participating in worship planning with staff. A demonstrated knowledge of the theology and 
practice of Presbyterian worship and the music appropriate to enhance this tradition. 
 
Legal/Tax Matters 
Knowledge of and experience with current civil law and IRS regulations as they apply to church/non-profit 
context.  
 
Management of Building Usage 
Overseeing the scheduling and application of building resources to meet the needs of users. Developing 
plans for expansion, remodeling, or additional furnishings if needed.  
 
Management of Equipment Resources 
Defining needs, purchasing, and overseeing the use and maintenance of equipment.  
 
New Church Development 
Working with the presbytery and others to develop a new and viable church that fosters a people of faith 
who minister to the community and world.  
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Office Management 
Overseeing the ongoing work of an office staff to meet schedules, budgets, and to ensue efficient 
operations.  
 
Older Adult Ministry Providing specialized knowledge of resources and programming that meets the 
needs of older adults.  
 
Organization/Administration 
Ability to manage data, events, projects with appropriate attention to detail and meet deadlines. 
 
Organizational Leadership and Development 
Identifying strengths and weaknesses in an organization's structure, culture, processes, capabilities. 
Developing a strategic plan to increase effectiveness. Working with staff or volunteers to implement 
systems that result in improvements in quality, timeliness, or efficiency of operations.  
 
Parliamentary Expertise 
Understanding and appreciating parliamentary procedures, and Roberts Rules of Order. Experience in 
applying to congregational and middle governing body contexts.  
 
Pastoral Care 
Providing support to members and constituents as they wrestle with the events of their lives. 
 
PCUSA Polity/Constitutional Knowledge 
Understanding and appreciating Presbyterian Form of Government.  Experience in applying to 
congregational and middle governing body contexts.  
 
Preaching 
Interpreting the biblical text to the contemporary situation; bringing it to bear in the congregation's life and 
work.  
 
Problem Solving/Decision Making 
Systematically breaking down problems or opportunities into components by identifying relevant issues, 
fact-finding, and recognizing connections. Generating options, evaluating them and selecting the "best" one 
for implementation.  
 
Project Management  
Developing a workable plan for accomplishing a specific objective. Monitoring and facilitating progress in 
implementing the plan. Modifying the project objectives and resource needs as the plan unfolds. 
 
Public Relations 
Working to ensure that the image and work of the entity is publicly known and awareness of the entities 
mission and or ministry increases in the broader community.  
 
Rural Ministry 
Providing pastoral leadership to congregations located in isolated or sparsely populated areas. Appreciation 
for the natural environment and rural life, ability to cope with isolation, willingness to travel significant 
distances, relational leadership style, strong people skills.  
 
Scholarship/Publishing 
Writing and publishing in one’s field of expertise for the church and the academy. Participating in guild 
meetings and activities.  Setting standards of academic excellence.  
 
Small Membership Church Ministry 
Providing pastoral leadership to congregations with fewer than 100 active participants. Demonstrates 
relational leadership style, flexibility, strong people skills. Enjoys visitation and fellowship opportunities.  
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Spiritual Development 
Providing personal spiritual care, resources, guidance, and leadership for persons seeking to deepen their 
faith in Jesus Christ. 
 
Staffing/Human Resources 
Identifying the skills, knowledge, and attitudes needed to accomplish the functions of a church/organization 
and acting to identify and recruit persons for particular positions.  
 
Stewardship and Commitment Program 
Challenging members to develop a lifestyle that demonstrates responsible stewardship and motivating them 
to work and contribute their resources to the work of the Church.  
 
Strategic Planning 
Working with the Session or organization to develop directional goals and activities that shape the future 
and relate to the church's/organization's fundamental decisions.  
 
Teaching 
Providing instruction and/or educational experiences that increase theological and biblical awareness, skill 
and motivation to continue learning.  
 
Training Volunteers 
Delivering specialized training that suits the skills and knowledge needs, constraints, and sensitivities of 
non-paid workers in the church/organization.  
 
Transitional/Interim Leadership 
Has special training and skills to assist church organizations or governing bodies in developmental and 
process tasks during the time between leaders. 
 
Urban Ministry  
Providing pastoral leadership to congregations located within urban/inner city areas. Skills include 
community assessment skills, understanding congregations as systems, community organizing and 
development skills, accessing resources, and sensitivity to cross-cultural environments.   
 
Young Adult Ministry  
Providing specialized knowledge of resources and programming that meets the needs of young adults. 
 
Youth Ministry 
Providing specialized knowledge of resources and programming which meets the needs of youth and their 
families. 
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Report of the Search Committee 
 

We have investigated a number of candidates for this ministry, 
but we regret to report that none seems suitable. 

Here are the comments on those we have considered thus far. 
 

NOAH – Has 120 years of preaching experience but not a single convert. 
 
MOSES – Stutters.  Also loses temper.  Can be very violent. 
 
ABRAHAM – Goes to Egypt in hard times.  Known to lie when in trouble. 
 
RUTH – From another denomination.  Didn’t make the cut for the OPRAH Winfrey Show. 
 
DAVID – Immoral.  Might be considered for Minister of Music if he had not fallen. 
 
SOLOMON – A reputation for wisdom but does not practice what he preaches. 
 
ELIJAH – Inconsistent.  Folds when under pressure.  Retreats into caves. 
 
ISAIAH – Has unclean lips; admitted it in a worship service. 
 
JEREMIAH – Too emotional.  Cries a lot.  Alarmist.  “Pain in the neck,” some say. 
 
AMOS – No seminary training.  Should stick to animal husbandry. 
 
JOHN THE BAPTIZER – Popular, but lacks tact and dresses like a hippie.  (Considering his diet, 
would not be happy at church suppers.) 
 
PETER – Actually denied he knew Christ.  Could not lead evangelism committee. 
 
PRISCILLA – More gifted half of clergy couple.  Potential for conflict. 
 
PAUL – Preaches well, but contemptible appearance.  Long sermons, people sleep. 
 
MARY OF MAGDALA – Church not ready for a woman.  Exorcised of seven demons, but what about 
PMS? 
 
JESUS – Offends large segments of the audience when he preaches.  Very controversial.  He even 
offended the search committee. 
 
JUDAS – Practical.  Leadership abilities.  Served on an executive committee.  Good with money.  
Cares for the poor.  We were ready to make him our choice when he suddenly died.  You never know 
about some people. 
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Exploring Appropriate Leadership for Different Church Sizes 
 
 
Purpose:     To determine leadership needs based on church size. 
 
Who will do this activity: The Mission Team 
 
Description:   Alice Mann, of the Alban Institute, has written on church sizes  
    and the appropriate leadership for each.  You will read the 

excerpt from her book, Can Our Church Live?  Redeveloping 
Congregations in Decline, later in this document.  Then you will 
use the discussion questions listed below to guide you in 
determining the leadership needs for your church.  Finally, you 
will develop a leadership plan for your congregation. 

 
Procedure:   Read the Alice Mann essay.  Hold a group discussion using the  
   questions listed below.  Develop a plan for appropriate 

leadership for your congregation, addressing pastoral, staff, 
officer, and volunteer leadership.  Present your plan to the 
session for approval. 

 
Discussion questions: 
   -Which of the four church sizes described by Alice Mann best  
    suits your church? 
 
   -What pastoral characteristics are appropriate for your size of 

 congregation? 
 
   -What other staff needs does a congregation your size have? 
 
   -What is your recommended plan for professional and volunteer 
     leadership for your congregation? 
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Congregational Size 
 
Alice Mann describes four church sizes as follows: 
 
The family size church (0-50 attending) is a single-cell organism – a social system resembling an 
extended biological family in which “we all know each other.”  As in actual families, some members 
are added by birth or marriage, while others are incorporated rather slowly and carefully in a process 
of adoption.  Given the small membership numbers in such churches, clergy are usually part-time and 
short-term.  Though they are permitted to function as chaplains to the family, the leadership that 
actually holds these churches together comes from the matriarchs and patriarchs – anchoring figures 
who maintain stability through their tacit authority.  A healthy family-sized church is usually known in 
its community for one vibrant focus, often some form of direct service to the community offered in a 
“down-home” style. 
  
The pastoral size church (50-150) is a multi-cell organism – a coalition of several overlapping 
family-friendship networks unified around the person and role of the pastor.  When a congregation is 
portrayed in literature, in films, or on television, it is often made in this “pastoral” image:  a church on 
the green with its resident parson.  At its best, this congregation is big enough to look to the visitor 
like a “real church,” and small enough to feel personal.  If the pastor is suited to the community and 
has a good team relationship with the board, harmony and spiritual coherence can result.  However, 
churches with attendances under 100 cannot usually support a full-time clergy position, and may 
experience frequent pastoral turnover.  A healthy pastoral-size church is usually known in its 
community for two or three strong ministries, including worship with a personal touch. 
  
The program size church (150-350) is known, as the name suggests, for the quality and variety of 
its programs.  Its larger and more diverse membership will contain a “critical mass” of people from 
several different age and interest groups – children, youth, couples, seniors, etc.  This substantial 
presence of varied populations stimulates creative ministry and provides entry points for new 
members from different demographic groups.  Typically, part- and full-time staff are added as 
programs are initiated or strengthened, but the ministries of members also expand into such areas as 
pastoral care, new-member incorporation, community outreach, and the leadership of small groups 
for sharing and prayer about members’ own life circumstances.  At its best, the program church’s 
excellent processes for democratic participation create a sense of excitement purpose, and 
possibility. 
  
The corporate size church (350-500 plus)  is a significant institutional presence in its community.  It 
may have a cathedral-like building in a prominent location, associated institutions like a day school or 
community center, and a sizable staff of highly skilled professionals.  This larger congregation can 
provide “something for everybody” – a variety of different kinds of worship, education, spiritual 
nurture, and social interaction.  It also provides a visitor the chance to remain anonymous for a while 
– a plus for some people…who may not want to make commitments right away.  Sometimes this 
congregation attracts into membership key leaders from the wider community because of its 
substantial public presence.  “Tall-steeple churches” usually seek “tall-steeple pastors” – clergy with a 
sufficient symbolic presence to focus a large worship service, head an extensive staff, and challenge 
powerful lay leaders with a bold and unifying purpose. 
 
Excerpts from Can Our Church Live?  Redeveloping Congregations in Decline (Bethesda:  The Alban Institute, 1999) used by permission. 
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Going Further 
Resources for Choosing Leadership 

 
Alderson, Wayne T. and McDonnell, Nancy Alderson.  Theory R Management.  Nashville:  Thomas 
Nelson Publishers, 1994. 
 
Callahan, Kennon L. Effective Church Leadership.  New York:  HarperCollins, 1990 
 
Hawkins, Thomas R. Building God’s People:  A workbook for Empowering Servant Leaders.  
Nashville:  Discipleship Resources, 1990. 
 
Mann, Alice.  Can Our Church Live?  Redeveloping Congregations in Decline.  Alban,  1999. 
 
Mann, Alice.  The In-Between Church:  Navigating Size Transitions of Congregations.  Alban, 1998 
 
Maxwell, Dr. John.  Developing the Leaders Around You.   Des Moines, Iowa:  World Ministry 
Resources, 1997. 
 
Maxwell, Dr. John.  Developing the Leader’s Around You:  Leader’s Guide.  Des Moines, Iowa:  World 
Ministry Resources, 1996. 
 
Olsen, Charles M.  Transforming Church Boards into Communities of Spiritual Leaders.  The Alban 
Institue, 1995 
 
Ott, E. Stanley.  Vision for a Vital Church.  Pittsburgh:  Vital Churches Institute, 1994. 
 
Resource Book for Leaders Doing Training in Congregational Redevelopment, Louisville:  
Presbyterian Distribution Service, PC(USA), 1995. 
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Ministers of Other Denominations 
 

Service Without Denominational Transfer 
 Ministers from other denominations may only serve Presbyterian (USA) churches at the 

discretion of the presbytery and under certain circumstances. 
 Presbyteries have no obligation to allow other denomination ministers (including those of 

churches in full communion or in correspondence with the PC(USA) to serve their churches.  
Evidence of “good standing, thorough examination and reference checking is essential. 

 Only PC(USA) ministers and Formula Partner ministers (Reformed Church in America, 
Evangelical Lutheran Church in America, and the United Church of Christ) may serve as 
installed pastors of PC(USA) congregations.  This includes the positions of Pastor, Associate 
Pastor, Co-Pastor, and Designated Pastor. 

 Ministers of other denominations may serve in temporary positions such as Sunday-to-Sunday 
supply, as Stated Supply, or Interim Pastor. 

 
Transfer of Membership to PC(USA) 

 Ministers of other denominations who wish to become PC(USA) ministers must meet the Book 
of Order requirements in G-11.0404. 

 
In order to become a PC(USA) minister, a minister of another denomination (including Formula 
Partners) must: 
 Be an ordained minister in good standing with his/her denomination; 
 Have a baccalaureate degree from an accredited college or university and a theological 

degree from an institution acceptable to the presbytery of call; 
 Pass PC(USA) standard ordination exams 

 
Waiver of requirements (see G-14.0313 and G-11.0404b.) 
 
 The presbytery shall not waive any of the foregoing requirements except in 
extraordinary cases.  It shall make an exception only by three-fourths vote of the members of the 
presbytery present. 
 
 Ministers of other Reformed denominations (such as Reformed Church in America) may be 
exempted from taking ordination exams if they have been ordained for five or more years and if the 
presbytery approves by a two-thirds vote as above. 
 
Use of Church Leadership Connection by Ministers of Other Denominations 
The PC(USA) Internet-based referral system “Church Leadership Connection” is available for 
PC(USA) ministers only.  Ministers of other denominations are encouraged to contact presbyteries 
in which they seek to serve in temporary positions. 
 
In the case of ministers in process of transfer, once all requirements have been met except 
having a call, they may enter a Personal Information Form online in Church Leadership 
Connection for referral. 
 
We cannot accept ministers of other denominations who have not passed PC(USA) ordination exams 
since waivers from the Book of Order requirements are given only by the Presbytery of call.  They will 
be required to provide attestation of “good standing” from an authorized official of his or her present 
governing body. 
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To complete the transfer they must: 
 Have a call to appropriate work in the PC(USA) 
 Be examined and approved by the presbytery of call (usually) by the Committee on Ministry).  

They will be examined on their Christian faith, in theology, and in the system of government of 
this church, and at the discretion of the presbytery in other subjects. 

 Answer the ordination questions in the affirmative 
 Furnish evidence that they have been officially removed from the roll of the other denomination 

 
 
 
 
 

CONSTITUTIONAL MUSING #10 
Receiving Ministers of Other Denominations 
 
References:  G-11.0404; G-11.0405; G-14.0310d(1-5); and G-14.0514; G-15.0202 
 

Some of the most frequently fielded questions in the Department of Constitutional Services in the Office 
of the General Assembly surround a plethora of concerns associated with receiving ministers from other 
denominations.  We hope that this Constitutional Musing will help you deal with some of these questions that 
may arise. 
 When a church proposes to extend a call to a minister member of another denomination, the presbytery 
needs to inquire whether the minister intends to be received into its membership and remain in the Presbyterian 
Church (U.S.A.) indefinitely, or plans to serve in the position being considered without severing the present 
denominational relationship, and then in the future serve a church in that denomination again. 
 

I. When a Minister Wants to Be Received Into PC(USA) Membership 
A minister planning to make a career change, becoming a Presbyterian , shall apply for membership 
in the presbytery, requesting the denominational body of jurisdiction to send his or her credentials of 
good standing to the presbytery.  A presbytery, through its Committee on Ministry, may grand 
permission to a minister of another denomination to circulate a dossier or Personal Information Form 
only after they are satisfied of this minister’s qualifications and all the constitutional requirements 
have been met.  The presbytery and the minister then proceed to follow the steps set out in G-
11.0404a or b, whichever is appropriate. 
 
A. Good Standing 

One of the most important requirements presbyteries will want to check is whether or not the 
person seeking to transfer is a member in good standing of his or her denomination and that they 
would dismiss to PC(USA) upon request.  The record of appropriate credentials should always 
accompany the minister transferring into this denomination. 
 
It is absolutely critical that the presbytery check all credentials and references of the transferring 
minister.  Checking references can sometimes pose particular problems for the presbytery as well 
as for the minister seeking to transfer.  The Department of Ecumenical and Agencies 
Relationships in OGA is equipped and ready to assist you in theological institutions involved. 
 

B. Academic Requirements 
How does a presbytery evaluate the academic experience of a person from a theological 
institution of another denomination or in a foreign country?  To satisfy the requirement of G-
11.0404a(1) there are three options available to all Presbyterians. 

1. Check with the Association of Theological Schools 
2. Check with a nearby Presbyterian theological institution to see how many credits and 

the equivalency of courses taken would be  
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3. transferred toward a degree from the institution with whom you are checking.  The 

basic question that should be posed to the theological institution is:  Would you give 
credit at your theological institution for this degree?” 

4. Call Carlos Malave in the Office of the General Assembly, Department of 
Ecumenical and Agencies Relationships to seek input as well as assistance.  The 
number is 1.888.728.7228, extension 5444. 

 
In the case of ministers for new immigrant fellowships and congregations who would transfer into the 

PC(USA) under G-11.0404f, a presbytery may, if it determines that its strategy for mission with that 
constituency requires it, recognize the ordination of (G-15.0202) and enroll a new immigrant minister 
furnishing evidence of good standing in a denomination in correspondence with the General Assembly as a 
member of the presbytery, even though at the time of enrollment that minister lacks the educational history 
required by G-14.0310-d. 
 In the case of such a minister lacking such preparation, the presbytery shall undertake an evaluation of 
the minister’s understanding of and proficiency in Bible, Reformed Theology, Sacraments, Presbyterian Polity, 
preaching, leading worship, pastoral care, and teaching.  If the presbytery is satisfied as to the minister’s 
preparation in and understanding of those areas, the presbytery may, by a three-quarters vote of those present, 
enroll that minister as a minister of the presbytery.  Any presbytery taking such an action shall provide that 
minister with educational opportunities as seem necessary and prudent to the presbytery for that minister’s 
successful ministry within the bounds of that presbytery.  This section, when utilized, may result in exceptions 
to the procedures and requirements described in G-11.0403c, G-14.0310b-d, and G-14.0313a-c. 

C. Examination Requirements 
 

Ministers of other denominations transferring in under G-11.0404a shall be required to take the 
ordination examinations required of candidates under care of presbyteries in the PC(USA).  These 
examinations are identified in G-14.0310d(1)-(5).  In accordance with G-14.0310e the examinations 
required shall be graded by representatives of the presbyteries under the supervision of Presbyteries’ 
Cooperative Committee on Examinations for Candidates. 
 Minister members of other Reformed churches transferring in under G-11.0404b may be 
exempted from taking some or all of the examinations if they have been ordained more than five (5) 
years.  Such an exemption may be granted at the discretion of the presbytery by a two-thirds (2/3) 
vote of presbytery.  Members of other Reformed churches who have been ordained within the past 
five years shall be required to take the examinations described in G-14.0310d (1)-(5). 
 The Office of Examination Services in the Department of Constitutional Services realizes that 
circumstances might conspire to work against a person taking the examinations at the standard time 
in September or February or each year.  This office is always available and willing to work with a 
presbytery in order to satisfy this constitutional requirement concerning examinations.  Contact 
Lesley Davies at 1.888.728.7228, extension 5746.  There are several steps a presbytery should 
follow for their own integrity and the integrity of the examination process if it becomes necessary to 
administer the examinations at a time other than the normal schedule. 

1. Presbyteries might negotiate with a neighboring presbytery to read and grade the 
examinations on your behalf, thus protecting your COM and colleagues in your 
presbytery. 

2. The CPM Chairperson in each presbytery has copies of all examinations, which may be 
shared with transferring ministers.  Since these examinations are in the “public domain” 
you are free to get and use these former examinations. 

3. If a presbytery chooses to work through the Office of Examination Services to get the 
examinations an booklets to write the exams there will be a charge of $80 for each exam 
given ($30.00 for the Bible Content Examination).  Information on the examinations is 
available at http://www.pcusa.org/exams/. 
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The Office of Examination Services remains confident that the best way for all to satisfy these requirements is 
through the normal process. 

D. Ordination 
Finally, in accordance with G-15.0202, when a minister of another Christian denomination is 
called to a work properly under the jurisdiction of a presbytery, the presbytery, after all 
constitutional conditions have been met, shall recognize the minister’s previous ordination to the 
office of ministry, thus making re-ordination totally unnecessary. 

 
II. When a Minister Wants to Be Enrolled For a Period of Service 

A minister of another denomination who wishes to accept a call to serve in a church or other position 
as described in G-11.0405 as a Full Communion partner or to agree to a contract as a minister of a 
denomination with which the PC(USA) is in correspondence may be enrolled temporarily as a 
member of presbytery with full rights and privileges.  The minister is not required to take the 
standard ordination examinations, but is subject to the same process of interview, reference checks 
and examination of qualifications used by the presbytery in the approval of calls to all positions.  
The minister temporarily enrolled under with G-11.0405a or b has both voice and vote in meetings 
of the presbytery, may be elected to office or committee service, and may be appointed to moderate 
the session of a congregation other than the one being served. 
 
A. Denominations in Correspondence 

Section G-11.0405a provides the privilege of temporary enrollment to ministers of 
denominations with which the PC(USA) is in correspondence serving in pastoral or other 
positions in which the presbytery and a counterpart entity are related in a yoked parish or joint 
sponsorship of a ministry, or in a temporary, non-installed solo pastoral position.  The 
Department of Ecumenical and Agency Relationships maintains a list of all denominations with 
whom the PC(USA) is in correspondence (which changes quite often due to denominations 
joining or withdrawing from ecumenical partnerships). 

 
B. Full Communion Partners 

Section G-11.0405b permits a minister of one of the denominations with which the PC(USA) is 
in full communion to be temporarily enrolled and to be installed as pastor in a church of the 
presbytery or to serve in any of the positions in which an active member of the presbytery may 
serve.  The Formula of Agreement partners have prepared a very helpful document, “The 
Orderly Exchange of Ordained Ministers of Word and Sacrament”, which is available at:  
http://www.elca.org/dm/formula.pdf. 

 
III. When a Minister of Another Church Serves Within the Presbytery 

Section G-14.0514 allows ordained ministers of other Christian churches to be employed by the 
session of a particular church in a temporary pastoral relationship, provided that such ministers 
present to the presbytery credentials of good standing in the ecclesiastical body to which they 
belong, and provided that presbytery gives its approval to the temporary pastoral relationship. 
 The presbytery, usually on recommendation of its COM, may allow such ministers to preach, 
teach, serve the sacraments, make hospital visits, provide pastoral care.  Because they are not 
considered temporary members of the presbytery, they cannot vote or hold office and they cannot 
moderate the session (GA 1992, p308, 21.088, Req. 92-10). 
 This provision of the Book of Order might apply to minister of churches that are not in 
correspondence or in full communion; it may also be used if the minister could qualify for temporary 
presbytery membership but chooses not to do so. 

 

83



Committee on Ministry – How to Say “No” 
 

Places where COM may need to say no: 
 

o Suitability of a pastoral call 
o Membership in presbytery 
o Validation of ministry 
o Ministers of Other Denominations 
o Commissioned Lay Pastors 
o Terms of Call 
o Congregational viability (calling a full-time pastor?) 

 
Strategy – Be in a position to: 
 

o Have strong relationship with parties (PNC, minister, etc.) in order to make sound 
decision, have credibility, continue connection after “no”, partnership in ministry 
steward/counselor not judge/police 

o Make a good decision – information, fair/just, Christian 
o Say “no” early and clearly 
o Say “no, but…” open a window, guide in a “yes” direction (no Missouri Synod retiree, 

but yes to CLP in our new class) 
o Be consistent – treat decisions carefully and prayerfully for all size churches and all 

ministers even the “pain in the neck” 
 

Case Studies/Role Plays 
 

1. PNC is enthused about minister who came to them by self-referral.  He has told PNC he is open to 
a call because he wants a setting where his gifts will be better used.  Your reference checking 
indicates that COM has been involved and their assessment is that he is an arrogant lone-ranger 
who quickly got crosswise with session.  Your church is accustomed to a collaborative leadership 
style.  Discuss issues, pitfalls, then role play your conversation with the PNC. 

2. A small church has struggled for 2 ½ years to call a pastor without success.  They are losing 
members and are very discouraged.  A retired Missouri Synod Lutheran pastor has offered to 
“take charge” and help them out.  This pastor has preached against some PCUSA policies such 
as the ordination of women.  You believe this relationship would be destructive.  Discuss issues, 
strategy, then role play your conversation with the church. 

3. A clergywoman has moved to your presbytery with her pastor husband.  Several search 
committees have considered her PIF.  One small church PNC was very interested, but she 
declined their request for an interview since the church is 30 minutes outside of the city where she 
lives.  She has decided to open a small business offering therapeutic massage and herbs.  She 
calls it “The Healing Place”.  She has asked COM to validate this ministry because her intent is to 
do evangelistic outreach through her work.  You have decided this does not qualify as ministry you 
can validate.  Discuss issues, strategy, then role play your meeting with her. 
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