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WHEN A PASTOR LEAVES 

 

1. The pastor notifies the Chair of the Committee on Ministry (COM) of intention to request dissolution 

of the pastoral relationship. 

 

2. A Transition Team (1 Teaching Elder and 1 Ruling Elder) is appointed by the COM 

 

3. The Transition Team meets with the Session when the pastor presents the request for dissolution of 

the pastoral relationship and call for a congregational meeting. 

 A date is set for the congregational meeting to act upon the pastor’s request for dissolution of the 

pastoral relationship.  The Transition Team discusses the process for electing an Interim Pastor 

Nominating Committee and a Pastor Nominating Committee, alternatives for Interim leadership 

for the congregation and other areas of concern.  The Teaching Elder on the Transition Team will 

serve as the Moderator the session and congregation. 

 

4. The outgoing pastor schedules an exit interview with the COM. 

 

5. The session shall: 

 Develop an appropriate dissolution package for the pastor.  The Transition Team will assist with 

this process. 

 Inform the Board of Pensions of the vacancy.  Vacancy dues will be charged at 12% of the last 

effective salary of the pastor who is leaving. When an Interim Pastor is employed, the Board of 

Pensions should be informed and the vacancy dues will be adjusted. 

 Determine the Interim leadership needs and steps to accomplish them. 

 

6. When the congregation has voted to dissolve the pastoral relationship, the Session may appoint an 

Interim Pastor Nominating Committee (3-5 members) 

 The IPNC may be composed of session members and congregation members 

 The IPNC creates a Church Information Form (CIF), which requires the approval of the 

Transition Team before it is sent to the Coordinator of COM for permission to post online 

 The Transition Team works with the IPNC to assist in selecting an Interim Pastor 

 When a contract is extended to an Interim Pastor (approved by COM), that individual shall be 

named the Moderator.   

 The departing pastor shall have no involvement in the process of selecting an Interim Pastor 

 

7. Once the pulpit is vacant,  the session: 

 Requests approval from COM to elect a PNC  

 Requests the church’s nominating committee to develop a slate for the PNC and call a 

congregational meeting to elect the PNC. 

 Develops a budget for the PNC. 

 Develops a salary range for the pastor to be called. 

 Endorses the Church Information Form (CIF) before forwarding it to the COM for endorsement 

 Keeps in touch with COM regarding questions, concern and needs. 

 

8.  Both members of the Transition Team assist the Pastor Nominating Committee (PNC). 

 The Transition Team assists the work of the PNC through the time of the “Fast Track” event 

conducted by the COM within the first three months after the call to the Pastor. 

 



STEPS IN THE PROCESS OF HIRING AN INTERIM/TRANSITIONAL PASTOR 

 

 

1. The session appoints a small Interim/Transitional Pastor Search Committee (3 to 7 

members). 

 

2. The Interim/Transitional Pastor Nominating Committee (IPNC) meets with the 

Transition Team to begin its work.  It should elect a chair person and secretary to keep 

minutes for its reports back to the session. 

 

3. The Transition Team briefs the committee on the process of calling an 

Interim/Transitional Pastor and provides resources for the committee (steps, 

guidelines, Interim Pastors’ Manual, sample church profiles, samples contracts, names 

and dossiers of possible Interim Candidates, etc.) 

 

4. The IPNC completes a Ministry Information Form (MIF). 

 

5. The IPNC writes a contract which the session must approve which states the  

qualifications, expectations, range of remuneration, and other considerations. 

 

6. The committee receives Personal Information Forms (PIF) of candidates. 

 

7. The committee begins the process of reviewing and interviewing candidates. 

 

8. When agreement has been reached on a candidate, the committee submits the contract 

and the name of the candidate to presbytery’s COM for approval before reaching a 

conclusion on the contract with the candidate. 

 

9. If the candidate is from another Presbytery, s/he shall become a member of New 

Covenant Presbytery by being examined by Presbytery’s Examinations Committee, 

before starting work with the church.  Ordinarily, the Examinations Committee meets 

monthly on 4th Saturday. 

 

10. Upon the approval of COM, the Committee recommends the candidate to the session 

who issues the call to the candidate to become Interim Pastor. 

 

11. Candidate accepts and begins the interim work. 

 

12. Committee is dismissed with thanks by the session.  



RATIONALE FOR USE OF INTERIM PASTORS* 

The following represents some of the ways a trained interim pastor can be a benefit to a 

congregation in the interim transition: 

1.  PROVIDING STABILITY:  Consistent week-to-week pastoral leadership: 

A. Listening 

B. Preaching designed to meet the needs of the In Between Times 

C. Guidance:  helping the congregation to understand the natural shifting of 

leadership which occurs in the In Between Times 

D. Pastoral Care 

E. Administration:  working with staff, session and committees 

F. Conflict Management:  If needed, to help in congregational healing 

 

2. HELPING TO EXAMINE “WHO WE ARE” AS A CONGREGATION: 

A. Our Past: 

1.  Looking at past patterns and evaluating their impact. 

                        2.  Discovering our strengths and weaknesses 

                        3.  Celebrating our history; sharing our story 

B.  Our Present: 

1.  Identifying and celebrating our success 

                        2.  Working through our common grief 

                        3.  Listening for concerns/issues, and guiding in mutual problem solving 

 

3. HELPING TO DISCOVER OPTIONS FOR CHANGE: 

A. To suggest and be open to suggestions for trying new ideas/things in the life 

and ministry of the congregation 

B. To enable changes in those discovered patterns which the Session has found 

not to have been successful, or helpful in the past.. 

 

4. HELPING TO EXPLORE WHAT WE WANT TO BE 

A. Clarifying the vision of who we can be 

B. Keeping the vision before the congregation 

C. Looking beyond the former pastor and the Interim Pastor to the “one who is to 

come”, and preparing the congregation for the new Pastor’s arrival 

 

5. HELPING TO STRENGTHEN DENOMINATIONAL LINKAGES: 

A. To help guide the Session/Congregation through the search process in 

partnership with the Transition Team assigned by presbytery 

B. To strengthen the congregation’s appreciation of and relationship to its 

denomination 

*Adapted from a paper produced by the Presbytery of Great Rivers and included with 

permission in the Interim Policy Resource Book Church Vocations Ministry Unit, 1991. 

 



WHAT CAN A CONGREGATION EXPECT FROM AN INTERIM PASTOR? 

Like all pastors, Interim Pastors offer to the congregations they serve:  

 Worship leadership and preaching  

 Pastoral care  

 Work with the session to provide for the life and ministry of the congregation  

 Administrative work including supervision of other staff persons  

 Staff support for programs and committees of the congregation  

 

In addition, an Interim Pastor leads a congregation during the transition time after an Installed 

pastor has departed helping the congregation prepare to welcome the leadership of a new 

Installed pastor. Interim Pastors understand the dynamics of a congregation in transition 

including feelings of grief, loss, and, sometimes, relief or anger.  

Interim Pastors will help the session provide for continuity of essential programs, and may 

assist the session in assessing needs for changes in programs and ministries of the 

congregation.  

Some Interim Pastors have special skills and experience that can help a congregation recover 

from a time of conflict or after the disclosure of clergy sexual misconduct or other trauma.  

After a thorough open search by the PNC and only in exceptional circumstances may an 

Interim Pastor be a candidate to be called as pastor in the congregation s/he is serving. The 

Book of Order (G.2.0504c) states that an Interim Pastor may be called to be the next Installed 

pastor only if approved by the COM and 75% vote of the presbytery.  

The Interim Pastor may, if the session and the Committee on Ministry approve, work with the 

session in a mission study or assist the Pastor Nominating Committee in gathering data for 

the writing of the Church Information Form. With those possible exceptions the Interim 

Pastor may not be involved in the work and discernment of the PNC.  

A good Interim Pastor will “hit the ground running,” beginning his/her time with the 

congregation with intensity and energy, and will leave with intentionality, engaging in a 

“good goodbye” with the congregation and its staff. A good Interim Pastor is fully present 

with the congregation from the beginning, and departs with no pastoral entanglements.  

What should you look for in a good Interim Pastor?  

 Training in Transitional or Interim Ministry 

 Experience as a pastor  

 For experienced Interim Pastors, evidence of a good track record with congregations in 

transition. The best proof of good work by an Interim Pastor is a successful installed pastor.  

 Good references from presbytery staff, COM members, and/or members in churches the 

Interim Pastor has served in the past.  

 Participation in continuing education that is not directly connected to Interim Ministry. 



GUIDELINES FOR INTERIM MINISTRY 

THE PRESBYTERY OF NEW COVENANT 

BASIC MANUAL Interim ministry is intentional ministry.  It has purpose and recognizable features 

which distinguish it from other forms of ministry.  These are described in philosophy and detail in 

the Interim Pastor’s Manual.  The Manual is available from the Presbyterian Center in Houston.  We 

endorse this work as normative for interim ministry in our presbytery.  We expect interim ministers 

in our Presbytery to accept the spirit of this Manual and follow the principles therein. 

 

TRAINING We believe that adequate training for interim ministry is essential. Thus, it is a requirement of 

those serving in interim ministry in New Covenant Presbytery that they take part in certified 

training opportunities as offered by the Presbyterian Church (USA).  Introductory workshops 

which focus on interim ministry are offered in addition to and not in lieu of certified training.  A 

willingness to pursue adequate training will be cause for the Committee on Ministry to affirm and 

support the minister’s interest in serving in this very special way in the Church. 

 

PRESBYTERY 

MEMBERSHIP 

We expect interim ministers serving in New Covenant Presbytery to become a member of our 

presbytery.  We believe that membership in the presbytery where the ministry is taking place 

serves both the Presbytery and the interim minister as well. 

  

  

EVALUATION 

 

 

 

 

Interim ministers will be expected to have entrance and exit interviews with the Committee on 

Ministry.  The interim minister will be expected also to provide a written evaluation of the specific 

ministry just concluded for the Committee on Ministry 

CONTRACTING 

AND APPROVAL 

Contracting for interim ministry in our presbytery will be done in compliance with the Committee on 

Ministry through the Subcommittee on Calls and Contracts. An interim minister may not begin work 

in the presbytery without the approval of the Committee on Ministry. 

 

TERMS Interim ministers in our presbytery will ordinarily be paid on the basis of the terms of call of the 

former minister.  Some flexibility and negotiation will be allowed, but in no case will the interim 

minister be expected to accept terms of call below our presbytery’s minimum terms.  (See #3 Terms 

on Interim Pastor Contract Form.) 

 

Part-time interim ministry should be remunerated on the basis of the percentage of time relative 

to the terms of call for a full-time position.  In other words, if a half-time interim position; the 

interim minister should be paid one-half of the terms of call for the full-time position, etc.  

Churches will be expected to honor the terms of call for interim ministers as they would for 

installed pastors or associate pastors. 

 

REFRENCES Interim ministers shall be expected to maintain a current Personal Information Form (PIF).  Three 

letters of recommendation from former ministries will be expected of those who are serving as 

interim ministers in our presbytery for the first time. 



Separation Ethics for Former Pastors 

GUIDELINES FOR THE RELATIONSHIP OF FORMER PASTORS AND 

CONGREGATIONS in the Presbytery of New Covenant                                            

Toward just, smooth, and healthy transitions as pastors leave congregations.  

 
Adopted by Committee on Ministry: May, 2006 

Few circumstances in their professional lives challenge pastors to exercise more wisdom and 

judgment than the ones raised when leaving a congregation.  Somewhat ironically, the most difficult 

transitions are often those involving congregations in which the pastor has been warmly loved and 

appreciated.  In addition to making a professional move, the pastor and her/his family are leaving 

supportive friends and community.  When the transition involves the retirement of a pastor who 

elects to remain in the community, and perhaps even in the community of the church, the issues 

become even more complex and challenging. 

The Book of Order offers brief, but important guidance in the matter of transitions:                     

(G-2.0905) “After the dissolution of the pastoral relationship, former pastors and associate pastors shall not 

provide their pastoral services to members of their former congregations without the invitation of the 

moderator of session.”   These guidelines refer to any former ministerial/pastoral relationship with a 

congregation (i.e., pastor, associate pastor, designated pastor, co-pastor, interim pastor, stated supply 

pastor, temporary supply pastor, parish associate, organizing pastor, etc.)  

While such transitions involve a number of entities (i.e. sessions, congregations, etc.), the 

Committee on Ministry (COM) believes that the burden of responsibility for creating a healthy 

transition lies primarily with the professional behavior of the pastor who is leaving.  Pastors must 

view the process of separation and transition as perhaps a final, but critical part of their ministry to 

the congregation they have served. Not to do so undermines the future health of the church and is a 

violation of professional ethics.  Considering the time, energy, and emotions a pastor gives a church, 

it is reasonable that he or she would give due attention to facilitating a successful transition for the 

next pastor. 

Practically, the exiting pastor must work to educate the session and congregation on the 

Presbyterian understanding of the transition. The exiting pastor ought to take great care in expressing 

support for the process and the role that the presbytery plays in it.   

Emotionally and spiritually, the exiting pastor can play a positive role in the welcome the 

interim or installed pastor will receive.  Explaining the transition process and the reasons for it will 

also assist the exiting pastor in drawing and maintaining proper boundaries.  Not unimportantly, the 

former pastor who works to make a good and positive transition also leaves the congregation with a 

final and selfless example of the love and care of the Good Shepherd for the beloved flock.  

The following are brief guidelines based on the Book of Order, and shared experience of the 

COM. Representatives of COM shall review this policy statement with each teaching elder (minister) 

who is leaving/retiring from a congregation in the Presbytery of New Covenant. The information 

below will also be presented to the session of the congregation affected by the move prior to the 

election of a Pastor Nominating Committee (PNC) as a part of the transition meeting conducted by a 

representative of COM.  In addition, a pastoral letter regarding these guidelines shall be shared with 

the congregation.   

Departing pastors will be asked to sign and submit to the Committee on Ministry a 

“Declaration of Intent,” attested by the clerk of session for the church. 



Guidelines 

A. When the presbytery dissolves the pastoral relationship, that 

relationship is ended.  Only the pastor duly installed by the presbytery, 

or the pastor approved by the presbytery for temporary service, is 

authorized to perform pastoral duties among a particular congregation.  

B. The former pastor shall not participate in any funerals, weddings, etc., 

of the former parish, unless invited by the moderator of session. Also, 

there shall be no visitation or contact which could be interpreted in any 

way as pastoral. This will be difficult, but if the first invitation is 

accepted, there will be no reason to refuse other requests.  

C.  During the first year, it is advisable to refrain from all pastoral contact.  

D.  In the case of a pastor who retires in the same community as her/his 

former church, COM strongly recommends that the former pastor and 

family become active in the work and worship of another congregation.  

Remaining in the same congregation can lead to tensions and 

difficulties which no one intends, but nevertheless cannot be avoided.  

E. Simple sensitivity and courtesy ought to rule.  Pastors who violate the 

guidelines and return to a previous congregation are showing disregard 

for the minister or interim in place there.  The congregation or 

individual members who insist on inviting a previous pastor to perform 

duties undermine the success of the pastor currently serving them.  

F. The former pastor shall vacate both the manse and the office by the 

date of termination or some immediate predetermined date.  At the 

time of vacating, all keys should be returned to the session or proper 

church committee.  Further, definite plans should be made by the 

former pastor for the disposition of pastoral counseling notes, personal 

records, etc. 

G. Concerns or complaints regarding any of these issues shall be directed 

to the COM for resolution.  In the event that a satisfactory resolution is 

not achieved, the matter will be forwarded to the stated clerk of the 

presbytery.  

H. Upon receiving the unresolved complaint, the stated clerk shall invite 

the Moderator of COM and two other COM members to meet with the 

person alleged to have violated the privilege of the pastoral 

relationship. Should they find the complaints valid, and should the 

practice continue, the matter may be brought before the entire COM.  

The former pastor may be subject to censure according to the “Rules 

of Discipline.”    

I. Former pastors who are elected pastor emeriti are reminded that this is 

an honorary title only and carries no job responsibilities or privileges 

unless they are expressly stated by the session and approved by the 

presbytery.  

J. Former pastors are still under the obligation of the presbytery’s Sexual 

Misconduct Policy. 

K.  Subject to the needs and desires of the former pastor and family, the 

presbytery has the responsibility to meet the spiritual and physical 

needs of his family and to utilize their talents and gifts to the glory of 

God. 



Presbytery of New Covenant 
Contract for Temporary Pastoral Relationship 

(New or Renewal) 
 

_____________________________________________ Church, of _________________________, 

Texas, at a duly called Session Meeting on _____________________, conforming with the Book of 

Order, voted to approve the new/renewal (circle one) contract for Temporary Pastoral Relationship 

with the Rev. _______________________________________________________ as follows, and 

requests the approval of the Committee on Ministry (COM) for one year beginning ____________.   

The Temporary Pastoral Relationship is:  

 Interim/Transitional _____      Stated Supply _____  Parish Associate (with remuneration)  ______  

 Parish Associate (without remuneration) ______      Other ___________________________ 

This contract is:  Full Time ______ Part time _______  at ¾ time____  ½ time ______   ¼ time _____ 

NOTE: Ordinarily an interim contract is for one year.  The exception to this is if a congregation is 

considering, or has approved, using the Designated Pastor search process.  In this case, a six month 

contract may be submitted to COM for approval.  A six month contract may contain a 30 day notice 

clause for termination, rather than 60 days.  (Approved by COM: May 2010) 

The minister meets the following requirements:  

1. Is an ordained Teaching Elder in the P.C.(USA)   Month/Year Ordained _________________ 

2. Is a member in good standing of _____________________________ Presbytery, Synod of 

_______________________. 

3. If not a member of Presbytery of New Covenant, granted permission to labor within the 

bounds by COM _______________________ 

4. If not ordained in the P.C.(USA), in what denomination? _____________________________ 

5. Has completed Interim Pastor Training (attach verification with Addendum) 

6. If has not completed the Interim Pastor Training, what is the deadline for its completion? 

___________________________________________________________________________ 

 



TERMS 

A. Any Party to the contract (Pastor, Session or COM) shall provide the others a minimum of 

60 days notice of a request for termination of a 12 month contract, 30 days for a 6 month 

contract. 

B. The vote by the congregation to extend a call to a candidate shall constitute notice of 

contract termination.   

C. A new contract shall be negotiated by the Session and the Temporary Pastor no less than 60 

days prior to the expiration of this contract (30 days for a 6 month contract).  The 

negotiation shall include both the relationship and the duties of the Temporary Pastor and 

the compensation and length of service of the new contract.  The new contract shall be 

reviewed by the Committee on Ministry and become effective only upon its approval. 

In no case shall the parties continue employment under the terms of the old contract past 

the expiration date.  Only in extraordinary cases shall the term of the new contract be less 

than 6 months. 

D. Should the COM terminate this contract for cause before the end of its term, financial 

obligations of the Session shall continue for 30 days from the notice of termination by COM. 

E. FOR INTERIM PASTORS ONLY:  Should the Session terminate this contract without cause 

before the end of its term, the Session agrees to continue payment of the salary, including 

all benefits for 90 days, following notice or until the date of the Temporary Pastor’s new 

assignment, whichever comes first.  If the contract is a 6 month contract, benefits will 

continue for 60 days following notice. 

F. FOR INTERIM PASTORS ONLY:  Should the Interim Pastor terminate this contract for any 

reason before its term, the Session shall not be obligated financially beyond the period of 

notice (unless stipulated otherwise in the Addendum).  The Session shall not be required to 

provide compensation or benefits beyond the last day of work.   Remaining in vacation days 

(pro-rated for the period actually worked) shall be added to the last day of work for 

compensation. 

G. FOR INTERIM PASTORS ONLY:  Should the Session decide not to draw a new contract at the 

end of the current agreement, it is obligated to give notice and pay compensation for 60 

days from written notification to the pastor, or to the term of the contract, whichever 

comes later.  This does not apply to 6 month contracts. 

1. For any termination of the contract for any reason other than the vote of the Presbytery 

to call an installed pastor, the Session and Interim Pastor shall provide the Committee 



on Ministry with written notice, including any terms of severance, in a mutually signed 

document no later than 14 days from notice. 

2. Additional payment of Board of Pension benefits (Medical and/or Retirement) for a 

period of time after termination of compensation, may be specified in the Addendum. 

3. Terms of this contract may be amended only by written approval of the Session, the 

Interim Pastor, and the Committee on Ministry. 

H. FOR PARISH ASSOCIATES:  The Parish Associate is nominated by the pastor.  The relationship 

is formalized by the Session, and reviewed and endorsed by the COM annually.  The Parish 

Associate relationship is dissolved upon dissolution of the pastor-congregation relationship.  

Former Parish Associates may remain within the fellowship of the congregations they have 

served as Parish Associates, but in doing so they will abide by the guidelines for ministerial 

conduct approved by the COM and the Presbytery of New Covenant.  Any proposed Parish 

Associate covenant with remuneration, or renewal of such a covenant, must be submitted 

to COM for approval at least 30 days prior to its effective date. 

 

GENERAL CONDITIONS 

A. The Temporary Pastor ORDINARILY shall NOT be eligible for a call to be installed as the 

Pastor of this church. 

B. At the end of the contract, the Session agrees to provide a performance review. 

C. It is understood that should the Temporary Pastor have any serious differences or 

difficulties with any former Pastor of this congregation, the matter will be referred to the 

Presbytery’s COM. 

D. The Temporary Pastor shall not be involved in the work of the Pastor Nominating 

Committee beyond providing opportunities for to communicate with the Session and 

congregation concerning the status of the search process. 

 

RESPONSIBILITIES AND SPECIFICATION OF PASTORAL DUTIES 

Obviously, Sessions will vary widely in the duties required of Temporary Pastors, particularly in light 

of full time or part time work, and the needs of the congregation.  This listing provides a sample that 

may be sufficient in some cases, and may be a starting point in others.  Clarity of expectation from 

the beginning avoids confusion later. 



The Temporary Pastor may be responsible for providing pastoral duties as indicated in this position 

description: 

1. Plan, lead, and preach in Sunday worship and in other services as appropriate.  Arrange for 

pulpit supply and leadership of worship on Sunday’s not present. 

2. Provide pastoral care to the sick and homebound as time permits. 

3. Officiate at weddings and funerals as requested. 

4. Plan and moderate Session and congregational meetings. 

5. Work with Session, committees and church organizations to assist them in carrying out their 

assigned work. 

6. Train newly elected officers in conjunction with staff and selected members. 

7. Perform other administrative duties as requested (i.e. assist in preparing bulletins, 

newsletters, etc.) 

8. Supervise the various staff members with the Personnel Committee. 

9. Exercise general oversight of church facilities through the Session. 

10. Represent the congregation with Presbytery, church and community organizations. 

FOR PARISH ASSOCIATES:  Parish Associates offer to congregations their gifts and commitments 

as a complement to the pastoral services provided by pastors and associate pastors. 

 

 

 

 

 

 

 

 

 

 

 

 

 



COMPENSATION 

A. Effective Salary  

Base Salary(may include 403(b)(9) employee deferral 

) 

$______________________________________ 

Housing Allowance 

$______________________________________ 

403(b)(9) Employer Contribution (accrues BOP 

Credits) 

$______________________________________ 

Other 

$______________________________________ 

C.  Board of Pension Dues 

Effective Salary X requisite BOP rate 

$______________________________________ 

B.  Reimbursements 

Travel (per IRS rate) 

$______________________________________ 

Training (Study Leave) 

$______________________________________ 

Telephone 

$______________________________________ 

Books/Professional Expense 

$_______________________________________ 

403(b)(9) Employer Match (No Pension Credits) 

$______________________________________ 

Other 

$______________________________________ 

Non-Cash Compensation 

 

Vacation @ 4 weeks (includes Sundays) 

Study Leave @ 2 weeks (includes Sundays) 

Clergy Retreat @ 3 days = +$250 to Study Leave 

 
TOTAL COMPENSATION (A + B)  
 
$______________________________________ 
(must meet Presbytery’s Minimum Terms of 
Call) 
 

 
TOTAL FINANCIAL PACKAGE (A + B + C) 
 
$______________________________________ 
 

 



The undersigned agree to the aforementioned conditions of employment: 

 

_________________________________________________________________________________ 
Temporary Pastor Signature        Date 
 
 
______________________________________________________________________________ 
Pastor Printed Name    Contact Information (phone/email) 
 
 
 
 
 
 
_________________________________________________________________________________ 
Clerk of Session Signature        Date 
 
 
_________________________________________________________________________________ 
Clerk of Session Printed Name   Contact Information (phone/email) 
 
 
 
 
 
 
_________________________________________________________________________________ 
COM Representative Signature        Date 
 
 
_________________________________________________________________________________ 
COM Representative Printed Name  Contact Information (phone/email)  
 

 

 

 

 

 

 

 

 

 



COMMITTEE ON MINISTRY 

PRESBYTERY OF NEW COVENANT 

Definitions of Serious and Casual Contact for Interim Pastor Search Committee 

 

 

CASUAL CONTACT (Information exchange with no commitment) 

 

Before approval of a candidate by the Subcommittee on Contract Relations, the Interim 

Pastor Search Committee (IPSC) may: 

 

    telephone the candidate 

    discuss availability 

    have a phone interview by most or all of IPSC 

    have no more than three members of IPSC hear candidate preach 

    receive tapes of sermon, etc. 

    discuss short narrative, including salary ranges 

 

 

SERIOUS CONTACT 

 

To proceed further with particular candidates they must be “approved for serious contact” by 

the Subcommittee on Calls and Contracts.  Then the IPSC may:   

 hear the candidate 

 interview by the majority or more of IPSC 

 discuss the candidate’s status in the search 

 negotiate contract of call for Interim Pastor or Interim Associate Pastor 

 

The above four interactions will be permitted only after approval of the candidate by the 

Subcommittee on Contract Relations. 

 

Our presbytery has instituted these guidelines after much trial-and-error; this process has 

worked the best for all our churches and their potential pastors, and saved churches and 

pastors much heartache. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Instructions to Put MIF On-Line: 
1.  Once the Congregational Life Subcommittee of Committee on 

Ministry (COM) approves your MIF (Ministry Information Form) I 

will send your User IDs and Passwords for the Chair of the PNC 

(Pastor Nominating Committee) and the Clerk of Session. 

 

2.  To enter the MIF online go to the PCUSA website 

www.pcusa.org/clc 

 

3.  You will see Login to Church Leadership Connection  

 

4.  You will enter Part I; submit and then enter Part II; 

submit (you cannot enter over 1,500 letters or numbers it will 

kick it out of the system. 

 

5.  Once you have entered the entire MIF; the clerk of session 

must approve the MIF online.   Go to website as above, enter 

your User ID and Password and click approve and submit.  (You 

can ask your clerk of session permission to use his/her User 

ID AND PASSWORD and you can approve it for him or her). 

 

6.  Call or email Sharon Darden so I can approve the MIF 

online as the COM person: sdarden@pbyofnewcovenant.org/ 

713/526-2585 x 204; 

 

7.  It will take GA a day to approve the MIF before it is up 

and running. 

 

8. Make sure the PNC Chair’s name, phone numbers and email 

address are on the MIF, because an email will come to the PNC 

Chair when matches start coming; and each time matches or 

referrals will come to that email address. 

 

9. Please email me when you want new matches. 

 

10.  Please call if you need help:   

     Sharon Darden, 713/526-2585 x 204                                                         

     Coordinator for Committee on Ministry                                                             

     sdarden@pbyofnewcovenant.org  

 

     Or call Church Leadership Connection             

     1/800/728-7228 x 5738 

 

 

http://www.pcusa.org/clc
mailto:sdarden@pbyofnewcovenant.org/
mailto:sdarden@pbyofnewcovenant.org


 

 

Instructions for entering a Ministry Information Form (MIF) 

Before you begin 

 Make sure your computer will run the CLC system.  

 CLC System. There is a two-hour time limit per page for entering information. Completing a draft of 

the form will allow you the time needed to gather information and complete answers without the CLC 

system time-out constraints. CLC encourages the more lengthy sections of the form, especially the 

narrative questions, be completed in a word processing document. You can then copy and paste the draft 

responses into the form. If you are unable to complete your form in this time period, select “save my 

place and return later.” 

 Login and Password. 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 or password, click on “forgot login ID or password.” The 

system will allow you to create a new one. If you need assistance with this function, contact a CLC 

consultant by telephone at (888) 728-7228, ext. 8550, or email clcstaff@pcusa.org. 

 For church positions. Obtain your login and password from the moderator of the committee on ministry 

(COM) or the executive/general presbyter. Your  login will begin with a letter, followed by two 

numbers, then followed by your five-digit PC(USA) church PIN number (e.g., P0150639). 

 For Designated Pastors, New Church Development, Pastors for a Parish, Mid Councils, 

Seminaries and Colleges, or Other Non-Parish positions, contact the CLC Consultants at 888-728-

7228, ext. 8550, or email clcstaff@pcusa.org. 

CLC TIPS AND HINTS FOR ENTERING A MIF  

 There are mandated character limits. The Brief Church Mission Statement and answers to the five 

narrative questions in Part II are limited to 1,500 characters each, including spaces and punctuation. 

 Completing your draft MIF. To get back to where you left off, click on “Resume.” 

 CLC can help you. CLC consultants are available Monday through Friday, 8 a.m. to 5 p.m. Eastern 

Time, at 888-728-7228, ext. 8550, or email at clcstaff@pcusa.org. 

Enter a MIF.  Part I of the MIF asks for general information about your church or organization. To begin 

entering a form, go to (pcusa.org/clc) and enter your “login” and password. 

 Entering MIF Part I: On the menu bar move cursor to “MIF.” Use the drop-down menu and select 

“Part I” to choose the action you desire. If you completed a draft MIF, use the above steps but select 

from the menu “Update MIF Part I.” Submit. 

 Church/Organization IDs: Churches use their five-digit PC(USA) church PIN number. Other 

organizations use the five-digit ID that you were given from CLC. 

http://oga.pcusa.org/verleen/ministries/ministrycontent/5038/pcusa.org/clc


 

 

Non-parish positions can skip the following questions 

 Church Size. On the pull-down menu select the appropriate number of church members. 

 Average Worship Attendance. Enter your average worship attendance for all regular worship services. 

Do not include special or one-time services. 

 Church School Attendance. Enter the number of people (children through adults) who attend church 

school. 

 Curriculum. List (within 150 characters, including spaces and punctuation) the curriculum most 

commonly used in church school. 

 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 the Board of Pensions Web site for more information. 

Racial Ethnic Composition of Church/Organization.  

Using whole numbers that add up to 100 percent, enter the racial ethnic composition of your church or 

organization. 

Click on “next” at the bottom. 

 Presbytery and Community Type.  

 Presbytery. On the pull-down menu, select the presbytery where your church or organization is located. 

 Community Type. On the pull-down menu, select the community type where your church or 

organization is located. 

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. 

 For mid councils, seminaries, colleges, or other non-parish positions, provide the contact information for 

the search committee’s primary contact person. 

Entering MIF, Part II 

Part II of the MIF asks for more in-depth information about your church or organization, including answers to 

narrative questions. CLC strongly urges you to answer the questions in MIF, 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 1,500 characters, including spaces and 

punctuation. 

http://www.pensions.org/


 

 

 Enter the CLC System. If you are not already in the CLC system, go to pcusa.org/clc. Click on “User 

Login,” Enter your login and password. 

 Entering MIF Part II. On the menu bar at the upper part of your screen, go to “MIF” to “Part II” and 

click on “Create MIF Part II.” 

 Position Type and Requirements. On the pull-down menu, click on the position type you are seeking. 

 Employment Status. Click “Full-time” for a full-time position or “Part-time” for a part-time position. 

Ignore the “Open to both” button. 

 Experience Desired. On the pull-down menu, click on the minimum number of years of experience you 

are willing to consider. Your MIF 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.” 

 Language Requirements. Click on the language(s) in which the person who fills this position needs to 

be fluent. 

 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 MIF from 

the system when the deadline arrives. This will mean that you will need to reenter your MIF if you wish 

to continue your search beyond the deadline date. 

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

 Mission Statement and Narrative Questions 

NOTE: Non-parish positions answer the mission statement question and then may, if they choose, skip the rest 

of the questions. 

Answers to these questions are limited to 1,500 characters each, including spaces and punctuation. 

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. 

 Position Information. Select the position type from the pull-down menu. 

 Position Description. Enter the position description, including major responsibilities for which this 

person will be responsible. 

 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. 

 Leadership Competencies. Select up to ten (10) leadership competencies that you are seeking in this 

individual. For a definition of the competencies, click on “Reference Materials” and select “Leadership 

Competencies.” 

 Salary and Housing. Enter the minimum and maximum effective salary for this position. Effective 

salary includes salary and housing allowance/manse value combined (for pastoral positions). The 

minimum salary will be displayed on your MIF. The maximum salary is not displayed but is used for 

matching purposes only. Do not write “Negotiable.” 

http://oga.pcusa.org/ministries/clc/clcrev/
http://oga.pcusa.org/ministries/clc/clcrev/


 

 

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 a figure in “Housing Allowance Amount.” 

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

Equal Employment Opportunity. All MIFs must answer both questions in the affirmative for the MIF 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 a willingness to comply with PC(USA) Equal Employment 

Opportunity policies. 

PNC/Search Committee Chairpersons. Enter the contact information for the chair of the pastor nominating 

committee or search committee. 

Click on “Submit Completed MIF!” 

Corrections. The system may ask for corrections to your MIF, Part II. Simply go to the screen where the 

correction is needed, make the correction, and click, “Submit Completed MIF!” 

Success. The system will let you know that your MIF, Part II, has been successfully saved. If you have not 

already done so, please make note of the entire MIF. This MIF number is needed to review all referred PIFs, and 

to make changes to your form. 

Approval. Before your MIF can be circulated, it must be approved by your clerk of session and the committee 

on ministry (COM) moderator for congregations. A CLC system generated email will be sent to them requesting 

approval.  

Saving a Copy of Your MIF.  

 Login to the CLC website. 

 Under “MIF,” click on “View MIF Query.” 

 Enter your MIF # (i.e. 01234.aa) and click “Submit.” Your MIF will be displayed. 

 Highlight the entire MIF and copy and paste into a processing document. 

 You may choose to save your document as a PDF by clicking “PDF.” 

 Save to your computer. You can now print and/or email copies of your MIF as needed. 

 CLC Matching. 

Once your MIF has been approved, it will be available for matching with Personal Information Forms (PIF) in 

CLC. When matched, a list of the referred PIFs will be sent to the chair of the PNC or search committee, the 

presbytery EP/GP, and/or the committee on ministry (COM) moderator. 

 



 

 

 View Referred PIFs. 

Using your login and password, you are able to enter CLC to view the PIFs that have been matched to your MIF. 

From the “Report” menu, click on “View Referred PIFs.” Any matching and referrals to your MIF will be listed. 

You can view a referred PIF by clicking on the PIF number. 

 Update Your MIF. 

If you wish to make changes to your MIF, log in to CLC. Choose Part I or Part II and click “Update.” If you 

have two or more positions when you go to update MIF, Part II, there will be a pull-down box. Make sure you 

update only the correct MIF, Part II. Make changes and then click on “Submit Completed MIF!” Certain 

corrections, noted with a red asterisk, will make it necessary to have your MIF reapproved. 

 Notification of a Call. 

When a call has been extended, 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. 



 

 

PRESBYTERIAN CHURCH (U.S.A.)  

CHURCH LEADERSHIP CONNECTION 

100 WITHERSPOON STREET  

LOUISVILLE, KY  40202-1396 

Toll Free 1-888-728-7228 ext. 8550 

Fax # (502) 569-5870 

www.pcusa.org/clc 

 

MINISTRY INFORMATION FORM 

 

 

Ministry ID  ________________________________________________________________  

Ministry Name  _____________________________________________________________  

Mailing Address  ____________________________________________________________  

City_______________________  State __________ Zip Code  ________________________  

Telephone Number________________________  Fax Number  _______________________  

Email   ___________________________________________________________________  

Web site  __________________________________________________________________  

 

Congregation or Organization Size (Select one) 

        Under 100 members 

       101 - 250 members 

       251 - 400 members 

       401 - 650 members   

       651 - 1000 members 

       1001 - 1500 members 

       More than 1500 members 

       N/A 

 

Average Worship Attendance     

Church School Attendance      

Church School Curriculum            

 

     Check if certified as eligible for participation in the Seminary Debt Assistance Program  

 

Ethnic Composition Of Congregation (in whole %):  

Enter the percentage of each racial ethnic component of your congregation.  

           American Indian or Alaska Native 

           Asian 

           Black or African American (African Native, Caribbean)  



 

 

_____ Hispanic Latino/Latina, Spanish 

_____ Middle Eastern 

           Native Hawaiian or Other Pacific Islander 

           White    

Other __________________________  

 

Presbytery       Synod         

Community Type (select one) 

 College   Rural   Suburban 

 Small City  Town   Urban  

 Village   _______Recreation _______Retirement 

 N/A 

 

Clerk of Session Contact Information: 

Name             

Address            

City       State  Zip Code   

Preferred Phone     Alternate Phone     

E-mail     FAX       

 



 

 

 

*Select below the position to be filled and the minimal number of years of experience required (select one) 

Select 

Position 

Type 

Position Indicate 

number of 

years of 

experience 

needed 

Select 

Position Type 

Position Type Indicate 

number of 

years of 

experience 

needed 

 Solo Pastor   General Presbyter/ 

Executive 

Presbyter 

Presbytery Leader 

 

 Head of Staff (Multi-Staff 

Pastor, who supervised two or 

more ordained staff persons) 

  Stated Clerk 

(Presbytery) 

 

 Head of Staff (supervised one 

ordained staff person and 

others) 

  Synod Executive  

 Associate Pastor (Christian 

Education) 

  Mid-Council 

Program Staff 

 

 Associate Pastor (Youth)   General Assembly 

Staff 

 

 Associate Pastor (Other)   Church Business 

Administrator 

 

 Pastor (church planter, new 

church development, new 

worshipping community) 

  Executive Director  

 Pastor 

(Transformation/Redevelopme

nt) 

  Director of Music 

(non-ordained) 

 

 Pastor Interim   Minister of Music 

(ordained) 

 

 Pastor (for a designated term)   Mission Co-worker 

(International) 

 

 Pastor (Other Temporary i.e., 

Supply, Student) 

  Christian Educator 

(Certified) 

 

 Pastor, yoked/parish   Christian Educator 

(non-certified) 

 

 Co- Pastor   Administrator  

 Executive Pastor   Funds Developer  

 Evangelist or Mission Pastor   Finance Manager  

 Chaplain   Media Specialist  

 Pastoral Counselor   Communicator  

 College/Seminary Faculty   Coordinator  

 Other:  



 

 

 

 

You may also specify the position title (if appropriate)    _____  

*Employment Status 

  Full Time   Part Time   Open to Either 

 _______ Bi-vocational (able to provide employment through outside partnership) 

 

Is this a yoked congregation?   No  Yes  

(If yes, please complete the Yoked Congregation Detail Form.) 

 

Clergy Couple (Are you open to a clergy couple?) Yes ______ No _____ 

 

Certification/Training (check below the desired certification or training needed for the position): 

 

Interim/Transitional Ministry Training_______  Interim Executive Presbyter Training_______ 

Certified Christian Educator_______  Certified Business Administrator_______ 

Certified Conflict Mediator_______  Clinical Pastoral Education Training _______ 

Other ____________________________________________ 

 

Language Requirements 

_____English   _____Spanish  _____Korean  _____French 

_____Arabic    _____Armenian  _____Creole  _____Portuguese  

_____Japanese  _____Russian  _____Swahili  _____Burmese 

_____Cambodian _____Indonesian _____Laotian  _____Thai  

_____Vietnamese _____Taiwanese _____Cantonese _____ Mandarin Chinese 

_____Twi  _____ Sign Language  _______________ Other  

 

 

Statement of Faith Required   ______ Yes  ______ No 

 

 

Mission Statement 

 

What is your congregation’s or organization’s Mission Statement? 

 

 



 

 

 

NARRATIVE QUESTIONS  

 

(For each narrative question, please limit your responses to no more than 1500 characters including 

spaces and punctuation.) 

 

 

1. What is the congregation’s or organization’s vision for ministry?  Additionally describe how this vision 

is lived out.  

 

2. How do you feel called to reach out to address the emerging needs of your community or constituency?  

 

 

3. How will this position help you to reach your vision and mission goals? 

 

4. Provide a description of the characteristics needed by the person who is open to being called to this 

congregation and/or organization. 

 

5. What specific tasks, assignments, and programs areas will this person have responsibility? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OPTIONAL LINKS 

Provide below any links to online information that may help call seekers understand 

your congregation or organization. (e.g. organization or community websites, online 

newsletters, demographic information)  Please note the CLC system does not 

warehouse links.  (Limit characters to 500) 
 

 

 

 



 

 

 

 

*LEADERSHIP COMPETENCIES 

 

(Select 10 leadership competencies from the list below that are required for the position.) 

THEOLOGICAL/SPIRITUAL INTERPRETER 

 Compassionate – having the ability to suffer with 

others; being motivated by others pain and is 

called into action as advocate; is motivated by 

caring for others while concurrently keeping the 

organizational goals clearly in focus. 

 Hopeful – maintains stability in the moment and hope for the future; 

provides direction, guidance, and faith when describing basic needs; 

and helps followers to see a way through chaos and complexity. 

 

 Preaching and Worship Leadership: Is a 

consistently effective preacher and worship leader; 

is able to inspire from the pulpit; communicates a 

clear and consistent message through sermons that 

are carefully prepared and artfully delivered; 

projects the identity and character of the 

congregation through worship leadership presence. 

 

 Spiritual Maturity: Shows strong personal depth and spiritual 

grounding; demonstrates integrity by walking the talk and by 

responding with faithfulness of purpose; is seen by others as 

trustworthy and authentic; nurtures a rich spiritual life; seeks the 

wisdom and guidance of appropriate mentors; is able to articulate a 

clear and consistent theology. 

 Lifelong Learner – individuals who use every 

experience in life as a potential tool for growth; 

one who pursues continuing education; and those 

who build on strengths and seek assistance to 

improve weaknesses. 

 

 
Teacher – creates learning environments where students are active 

participants as individuals and as members of collaborative groups; 

designs lesson plans that teach concepts, facts, and theology; 

effectively uses multiple learning tools to reach a wide variety of 

learners; revises instructional strategies based upon 

ministry/organization context. 

 

COMMUNICATION 

 Communicator - Advances the abilities of 

individuals and the organizations through active 

listening supported with meaningful oral and 

written presentation of information. 

 

 Bilingual – having the ability to use two languages, especially with 

equal or nearly equal fluency; able to use multiple languages in 

communication. 

 

 Public Communicator - Demonstrates a 

comfortable ease when speaking in a variety of 

settings (both small and large groups); is effective 

at addressing a variety of topics; can get messages 

across with the desired effect. 

 

 
Media Communicator: Has experience developing materials for a 

variety of written or multimedia forms of communications (print, 

Internet-based, social media, etc.) 

 

 Technologically Savvy - the ability to navigate 

successfully the world of technology using 

software, blogging, multi-media, and websites as 

tools for ministry. 

 

  

ORGANIZATIONAL LEADERSHIP 

 Advisor – an individual others turn to for counsel 

and guidance; provides coaching; expertise for 

congregations or other organizations. 

 Change Agent – having the ability to lead the change process 

successfully; anchoring the change in the 

congregation’s/organization’s vision and mission. 

 

 Contextualization – the ability to assess 

accurately the context, environment, history, 

relationships and uniqueness of a congregation or 

organization. 

 Culturally Proficient – having solid understanding of the norms, 

values and common behaviors of various peoples, including direct 

experience working in multiple cultural and cross-cultural settings. 

 Externally Aware - identifies and keeps informed 

of the polity of the church and/or the organization; 

maintains current with laws, regulations, policies, 

procedures, trends, and developments both 

internally and in the larger society. 

 Entrepreneurial - leaders that are creative in using resources; 

identifies opportunities to develop; is willing to take risks, initiates 

actions that involve a deliberate risk to achieve a recognized benefit 

or advantage.  

 



 

 

 Risk Taker – persons with the ability to take 

appropriate risk to accomplish needed goals; one 

who thinks outside the box and who is not afraid of 

challenging the status-quo. 

 Task Manager - Assures that effective controls are developed and 

maintained to ensure the integrity of the organization; holds self and 

others accountable for rules and responsibilities; can be relied upon 

to ensure that projects within areas of specific responsibility are 

completed in a timely manner and within budget; and monitors and 

evaluates plans, focuses on results and measuring attainment of 

outcomes.  

 Willingness to Engage Conflict: Steps up to 

conflicts, seeing them as opportunities; reads 

situations quickly; good at focused listening; can 

identify common ground and elicit cooperation 

from others in crafting mutual solutions. 

 Decision Making: Makes effective decisions, balancing analysis, 

wisdom, experience, and judgment; is aware of the long term 

implications of choices made; is generally regarded as offering 

solutions and suggestions that are correct and effective. 

 Organizational Agility: Is astute about how 

congregations and/or organizations work; knows 

how to get things done through formal and 

informal channels; understands the importance of 

supporting good policy, practice, and procedure; 

appreciates the power in the culture of a 

congregation; is politically savvy. 

 Strategy and Vision: Sees ahead clearly, keeping focused on the 

larger picture; can anticipate future consequences and trends 

accurately; is future oriented; casts a compelling and inspired vision 

for a preferred future; sees possibility; crafts breakthrough strategies. 

 Financial Manager – deliver results by 

maximizing organizational effectiveness and 

sustainability through the best use of available 

financial resources; allocates and manages finances 

transparently; implements strategies to achieve 

operational efficiencies and value for money; puts 

in place rigorous and comprehensive financial 

accountability systems. 

 Funds Developer – maintains the ability to solicit donations used to 

fund the budget of the organization; effectively expresses the needs 

for funds to potential donors; responsible for adding new potential 

donors to the organization's contact list; prepares statement of 

planned activities and enlists support for mission initiatives. 

 Collaboration: Has a natural orientation toward 

getting people to work together; shares wins and 

successes; fosters open dialogue; lets people finish 

and be responsible for their work; creates strong 

feelings of belonging among group members; is a 

good judge of talent and can accurately assess the 

strengths and limitations of others. 

  

INTERPERSONAL ENGAGEMENT 

 Interpersonal Engagement - Displays a 

consistent ability to build solid relationships of 

trust and respect inside and outside of the 

organization; engage people, organizations, and 

partners in developing goals, executing plans, and 

delivering results; use negotiation skills and 

adaptability to encourage recognition of joint 

concerns, collaboration, and to influence the 

success of outcomes. 

 Bridge Builder – possessing a certain responsibility for the unity of 

the congregation and or organization; works to connect people of 

different cultures, worldviews, and theological positions. 

 Motivator - Creates and sustains an organizational 

culture which permits others to provide the quality 

of service essential to high performance. Enables 

others to acquire the tools and support they need to 

perform well; and influences others toward a spirit 

of service and meaningful contributions to mission 

accomplishment.  

 Personal Resilience: Learns from adversity and failure; picks up on 

the need to change personal, interpersonal, and leadership behaviors; 

deals well with ambiguity; copes effectively with change; can decide 

and act without having the total picture; comfortably handles risk and 

uncertainty; seeks feedback; expresses personal regret when 

appropriate 

 Initiative: Demonstrates ambition is highly 

motivated; is action oriented and full of energy for 

things seen as challenging; seizes opportunity; 

pushes self and others to achieve desired results. 

 Flexibility - Adapts behavior and work methods in response to new 

information, changing conditions, unexpected obstacles, or 

ambiguity; remains open to new ideas and approaches; and works 

concurrently on related and conflicting priorities without losing focus 

or attention. 

 Self Differentiation: Demonstrates strong and 

appropriate personal boundaries in relationships; 

has a healthy appreciation of self, without being 

  



 

 

egotistical; is emotionally mature; can maintain a 

less- anxious presence in the midst of turmoil; is 

not overly dependent upon outside affirmation; 

works to build a strong personal support system. 

 

 

*COMPENSATION AND HOUSING:  A range is needed for matching purposes. The maximum 

salary is not published anywhere.  Effective salary is cash salary plus housing allowance or manse value 

and other compensation considered “effective salary” by the Board of Pensions of the PC (U.S.A.) 

 

See Effective Salary Definition at Board of Pensions. 

 

Minimum Effective Salary $    Maximum Effective Salary   

Housing Type   Manse 

    Housing Allowance  

 Open To Either (Manse or Housing Allowance) 

 Not Applicable (For Non-pastoral Positions Only) 

 

*EQUAL EMPLOYMENT OPPORTUNITY 

The unity of believers in Christ is reflected in the rich diversity of the Church’s membership.  In Christ, 

by the power of the Spirit, God unites persons through baptism regardless of race, ethnicity, age, sex, 

disability, geography, or theological conviction.  There is therefore, no place in the life of the Church for 

discrimination against any person.  The Presbyterian Church (U.S.A.) shall guarantee full participation 

and representation in its worship, governance, and emerging life to all persons or groups within its 

membership.  No member shall be denied participation or representation for any reason other than stated 

in this Constitution. (F-1.0403) 

 

Each Pastor Nominating committee and Search committee is expected to undertake its search for a 

Teaching Elder in a manner consistent with the good news that in the church “….as many of you as were 

baptized into Christ have put on Christ.  There is neither Jew nor Greek, there is neither slave nor free, 

there is neither male nor female; for you are all one in Christ Jesus.” 

 

Has the Pastor Nominating Committee and Search Committee affirmed its intention to follow the Form 

of Government in this regard? 

   ____ Yes 

 

   ____ No 

 

 

REFERENCES (Limit 3) 

Below, please list three persons who know your congregation. You might list your Presbytery 

leadership, a neighboring pastor, or other persons whom you believe can give a clear and accurate 

reference for your congregation. 

 

Name ___________________________________________________________  

Address __________________________________________________________  

http://www.pensions.org/portal/server.pt?open=514&objID=400&mode=2


 

 

Phone Numbers  ___________________________________________________  

Relation _________________________________________________________  

E-mail ___________________________________________________________  

 

Name ___________________________________________________________  

Address __________________________________________________________  

Phone Numbers  ___________________________________________________  

Relation _________________________________________________________  

E-mail ___________________________________________________________  

 

Name ___________________________________________________________  

Address __________________________________________________________  

Phone Numbers  ___________________________________________________  

Relation _________________________________________________________  

E-mail ___________________________________________________________  

 

*Pastor Nominating Committee/Search Committee Chairperson/Mid-council Search Committee 

Chairperson: 

 

Name             

Address            

City        State      Zip Code    

Preferred Phone            

Alternate Phone            

E-mail Address for PNC Communications (required):       

  

  

ENDORSEMENTS 

Pastor Nominating Committee/ 

Search Committee        Date   

Signature 

 

Clerk of Session        Date   

Signature 

 

Presbytery         Date   

Signature 



 

 

 

2018 Minimum Terms of Compensation  

The Presbytery of New Covenant 
 

PART ONE:  Compensation – 2% increase , rounded up to the next $100….) 

 Experience            

    

 Newly ordained   $43,200  $44,100      

 1 year experience   $44,000          44,900 

 2 years experience   $44,500              45,400 

 3 years experience   $45,200          46,200 

 4 years experience   $45,700                         46,700 

 5 years experience   $46,200                         47,200 

 6 years experience   $46,700                         47,700 

 7 years experience   $47,400                         48,400 

 8 years experience   $47,900                         48,900 

 9 years experience   $48,600                         49,600 

 10+ years experience   $50,200                         51,400 
 

[Compensation consists of salary plus housing and utility allowance as well as payments to offset self-

employment taxes and non-reimbursement payments made on behalf of the recipient, including payments 

made for medical or other insurance coverage outside the Board of Pensions plans and dependent coverage 

under the Board of Pensions medical benefits plan.  It DOES NOT include payments made to the Board of 

Pensions for Pension and basic medical benefits programs.] 

 

Housing Allowance may not be approved to a date retroactive to the date of approval (IRC Section 107). 

 

Part-time calls are to be prorated in accordance with the fraction of full-time service the call 

represents. 

 

PART TWO:  Reimbursed Expenses 

 

 Automobile Expense Allowance, or Mileage —to be reimbursed at the IRS Standard 

Rate  

 

PART THREE:  Benefits  

 

a. Pension/Medical Dues 

Participation in the denominational Pension/Death & Disability (nominally 12% of Total 

Effective Salary) and Major Medical Insurance Program for Member (nominally 25% of 

Total Effective Salary).  Full dues are 37%. 

 

b. Study Leave 

For those clergy who do not attend the Presbytery of New Covenant Clergy Retreat:  

Study leave for two weeks with expense allowance of $1,450 annually, accumulative for 

3 years. 

 



 

 

For those clergy who attend the Presbytery of New Covenant Clergy Retreat:  Study leave 

for two weeks (including 2 Sundays), plus 3 days, with expense allowance of $1,700 

annually, cumulative for 3 years.  This includes an additional allowance of $250 for the 

Clergy Retreat and additional leave of three days (this leave is not cumulative). 

 

Newly Ordained Clergy are expected to participate in the Presbytery of New Covenant 

Clergy Retreat for the first three years of ministry. 

 

Newly Ordained Clergy are expected to participate in Entry into Ministry events 

sponsored/ supported by the Presbytery of New Covenant.  Full provision will be made 

for the actual cost for one year (approximately $750) and the time needed to participate 

in these events. 

 

d. Paid Vacation 

Paid vacation for four weeks (includes 4 Sundays). 

 

Study leave and vacation are not prorated for part-time calls or contracts.  Study leave 

and vacation may be prorated for limited term calls or contracts. 

 

Actual Moving Expenses (where applicable). 

 

PART FOUR:  Annual Review 

 

The session will establish a review committee to meet with the Minister every twelve 

months to discuss: 
 The congregation’s expectations of the minister and how well he/she meets those 

expectations; 

 The minister’s expectations of the congregation and how well it (and its members) meet those 

expectations; and 

 Adequacy of compensation. 

The review committee is encouraged to utilize the resources provided by the Committee 

on Ministry “Guidelines for Church Professional Evaluations”  

[http://www.pbyofnewcovenant.org/forms/2008_01_Guidelines_for_Evaluations.pdf]  

The Session shall report to the Committee on Ministry, not later than July 1 of each year, 

the date on which the annual review was conducted, and the date of the congregational 

meeting (if a change in compensation is proposed by the Session) the revised terms of 

call were approved as provided in G-2.0804 of the Book of Order.    

 
(NOTE: A change in the contribution amount to the Board of Pensions is viewed by the Committee 

on Ministry as a change in compensation and congregational approval of such change is required.) 

 

 

 

 

 
Approved by COM 8/5/14; 9/6/16; 10/3/17 

 

 



 

 

2018 COMPENSATION WORKSHEET  
THE PRESBYTERY OF NEW COVENANT 

 

The 2018 Compensation Worksheet is intended to assist clerks, treasurers and pastors as they 

define and report income to Presbytery, the Board of Pensions and, of course, the IRS.  It is 

intended to serve as a comprehensive tax-planning tool, but not replace consultation with a 

Certified Public Accountant or other tax professional.  While reasonable efforts have been made 

to ensure the accuracy of the information contained in this form, it is not necessarily complete 

and cannot be guaranteed. 

 

1.  COMPENSATION: 

(Includes salary, housing, certain reimbursements and Self-Employment Contribution Act tax 

obligations, and other forms of reimbursement/compensation all of which are subject to Board of 

Pensions Dues.)    Before completing this document be sure to check the Presbytery 

Minimum Terms of Call for 2018. 

 a.  Salary       $___________________ 

Salary–Annual Cash Salary refers to compensation paid to a minister on a regular basis 

(Monthly, Semi-monthly or Weekly).Employed minister’s salary is reported on Form W-2,Box 1 

 b.  Housing, Utility and Furnishing Allowance  $___________________ 

Housing Allowance – The amount designated as Housing Allowance is to be reported.  The 

estimated amount for a minister’s cost for utilities is usually included under Housing Allowance.  

However, if a separate payment for utilities is made to the minister it should be reported here.  

The Utility Allowance may be in addition to the value of the manse (if the utility service is 

registered in the name of the employing organization and the utilities are paid directly by said 

organization, the value of these services is not included in Effective Salary).   

 

Housing Allowance may not be approved to a date retroactive to the date of approval (IRC 

Section 107). 

  

*Ministers who own their home – Ministers who own (or are purchasing) housing may exclude 

from Taxable gross income the lesser of the following amounts: 

- The amount actually used to provide a house. 

- The amount officially designated as a housing allowance. 

Ministers who own their home may designate a housing amount to cover the total cost of 

owning, cost of their furnishings, cost of decorating, utilities, yard maintenance, etc.  Any 

housing allowance that exceeds actual costs must be included as taxable gross income. 

 

*Ministers who rent or lease their home – Ministers who rent or lease housing may designate 

an amount to cover the actual rent paid, cost of decorating, utilities, yard maintenance, etc.  Any 

housing (rental) allowance that exceeds actual costs must be included as taxable gross income. 

 

 c.  Manse (if provided)     $_____________________ 

If the congregation provides a manse, there is no direct payment to the minister related to 

housing.  Nevertheless, the congregation is required to pay pension dues on the fair rental value 

of the manse.  For Board of Pensions calculations this figure should be at least 30% of the total 

of lines 1a thru 1f (not including 1c).  The value of the manse is not subject to income tax; 

however, the value of the manse is still subject to Self-Employment Tax. 

 

Subtotal of lines 1a through 1f (not including line 1c) $_________x .30 =    $_______________ 
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d.  Reimbursement of Self-Employment Contributions Act (SECA) 

Tax obligation in excess of 7.65%     $______________________ 

Since the minister is considered as Self-Employed by the Social Security Administration, 

churches often provide income to offset the required “Self-Employment Tax” (currently 15.3% 

of compensation excluding housing allowance.) 

*Compensation provided UP TO one-half of the member’s Self-Employment Compensation Act 

Tax liability is to be entered on line 3.f. 

*Any income provided that is MORE than one-half of the member’s Self Employment 

Compensation Act Tax liability is subject to BOP dues and is to be entered on line 1.d. 

 

 e.  Other direct compensation/reimbursement  $______________________ 

Bonuses, special allowances, employer gifts, professional expenses, overtime pay, additional 

allowances paid or reimbursed by the congregation to the minister (other than dues for 

participation in the basic benefits provided by the Board of Pensions) are included in Effective 

Salary.  Lump sum allowances which are not part of an accountable reimbursement pay (as 

defined by the IRS), gifts from the church or employing organization (not gifts from private 

donors), down payment grants, and savings from interest-free loans (not loan principal) are 

compensation to be included in Effective Salary.      

                                       $______________________ 

Also included is any deferred income offered by some congregations to their minister.  Deferred 

income includes tax-sheltered annuities; IRS Sec. 403(b) Plans, Housing Equity Allowance, and 

other forms of funded or unfunded arrangements, with the exception of Employer Matching 

Contributions to the Presbyterian Church (USA) Retirement Savings Plan.  (These are reported 

on line 3f.) 

 

 f.  Other Allowance/Insurance Payment           $_______________________ 

Premiums for individual insurance policies (auto, disability, life, supplement medical, etc.), 

other than dues for participation in the basic benefits provided by the Benefits Plan of the 

Presbyterian Church (USA), that the employing organization pays for or reimburses to the 

member at his/her requests are compensation to be included in Effective Salary.  Subscription 

dues for optional benefit coverage under the Benefits Plan paid for by the employing 

organization are to be included in Effective Salary on the same basis. 

 

TOTAL COMPENSATION                     $_______________________ 

(Effective Salary as defined by Board of Pensions) Effective Salary is the sum of line 1a through 

1f.  The Effective Salary is the amount subject to Board of Pensions Dues.  (Maximum 

$124,000) 

 

2.  REIMBURSED EXPENSES: 

An Accountable Reimbursement Plan for ministry related expenses has several advantages for 

the minister and congregation.  It is a way to more accurately estimate the minister’s true income 

for the purpose of calculating tax and pension dues.  The underlying principle of such a plan is 

that the minister is not liable for Board of Pensions dues on these expenses.  For the 

congregation’s dues calculation, continuing education, professional and auto expenses are not 

included in Effective Salary for dues compensation if they are reimbursed to the minister through 

an Accountable Reimbursement Plan. 
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According to the IRS, to qualify as an Accountable Reimbursement Plan, ministers must 

“adequately account” to their employers for their ministry related expenses.  They must provide 

their employers documentary evidence of all their expenses – maintaining the same type records 

and supporting information they would have to furnish the IRS to substantiate a deduction.    To 

qualify, an Accountable Reimbursement Plan must meet the following requirements: 

 *All expenses reimbursed under the plan must be ministry related. 

 *There must be adequate accounting. 

 *There must be provision for a return of any excess reimbursement.  If the excess is not  

                returned this amount must be reported as other applicable income (line 8), and it must 

                be reported as income for tax purposes. 

              Amounts reimbursed under an Accountable Plan are not required to be reported on W-2. 

                 

a.  Auto Expenses (at IRS Standard Rate)   $___________________ 

Please refer to the current IRS rate for business mileage at http://www.irs.gov/  

 

b.  Books, Professional Dues, etc.    $___________________ 

(Not included in study leave allowance) Books and other Professional Expenses includes such 

items as books, subscriptions to magazines, office supplies, computers, computer software, 

meals related to the practice of ministry, vestments, etc., and should be reimbursed as spent to 

the minister. 

 

3.  BENEFITS:  Maximum Compensation Subject to Dues $124,000. (Projected not to change 

for 2017) 

    a.  Medical and Pension Insurance (Board of Pensions Dues) $____________________ 

If the pastor is part-time or is paid less than minimum basis on the more that the maximum basis 

for dues established by the Board of Pensions, other factors are involved in calculating the dues.  

The best way to determine Board of Pensions dues in this case is to visit Board of Pensions 

webpage and use their calculator.  It can be found at:  

http://www.pensions.org/portal/server.p?open=514&objID=499&mode=2  

 

Dues are paid to the Board of Pensions Benefit Plan of the PCUSA.  Dues for 

2018 are computed on the basis of 37% of the Effective Salary.   The total 

dues consist of 11% for Pensions, 1% death and disability benefits and 25% 

for Major Medical benefits (Major Medical includes member and family).     
 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRESBYTERY DOES NOT REPORT CHANGES TO THE BOARD OF PENSIONS. 

Church Treasurers are to report salary changes to the Board of 

Pensions 

http://www.pensions.org/AvailableResources/FeaturedArticles/Pages/Make-Salary-

Changes-through-Benefits-Connect.aspx 

http://www.irs.gov/
http://www.pensions.org/portal/server.p?open=514&objID=499&mode=2
http://www.pensions.org/AvailableResources/FeaturedArticles/Pages/Make-Salary-Changes-through-Benefits-Connect.aspx
http://www.pensions.org/AvailableResources/FeaturedArticles/Pages/Make-Salary-Changes-through-Benefits-Connect.aspx
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         $_____________________ 

 b.  Study Leave/Professional Development Allowance (cumulative for 3 years) 

This includes such items as tuition, room, board, and travel to study events.  If this amount is not 

spent during the calendar or fiscal year it is cumulative for up to three years. 

 
The Presbytery minimum for 2018 is $1,450 for those ministers who do not attend the Presbytery of New 

Covenant Clergy Retreat.    For those Clergy who do attend the Presbytery of New Covenant Clergy 

Retreat; expense allowance is $1,700 annually, which includes the approximate cost of the Clergy 

Retreat of $250. 

 

NEWLY ORDAINED CLERGY shall participate in Entry into Ministry Events 

sponsored/supported by the Presbytery of New Covenant.  Full provision shall be made for the 

actual cost for one year (approximately $750) and the time needed to participate in these events.  
This means during a newly ordained teaching elder’s first year, the study leave/professional 

development allowance should be at least $2,450. 

 

 c.  Paid Study/Leave/Professional Development  ________________ weeks 

(cumulative for 3 years) Presbytery has set a minimum Study Leave/Professional Development 

to be 2 weeks that is cumulative for three years.  Each week includes one Sunday.  Continuing 

Education Leave is cumulative for up to six weeks. 

NOTE:  Additional leave of three days will be granted only for participation in the Presbytery of 

New Covenant Clergy Retreat (this leave is not cumulative). 

 

 d.  Paid Vacation      ________________ weeks 

Presbytery has set a minimum vacation for its church professionals as 4 weeks, which includes 4 

Sundays. 

 

 e.  Other Paid Group Insurance     $_____________________ 

(Premiums for group coverage provided by an employing organization to all employees are not 

included in Effective Salary.) 

 

 f.  Matching employer contributions to (PC(USA) $______________________ 

Retirement Savings Plan 

 

 g.  Reimbursement of Self-Employment Contribution Act $_____________________ 
(SEACA) tax obligations up to 7.65%   (in order to encourage churches to help members pay these tax 

obligations, the Board of Pensions allows churches to exclude certain payments from Effective Salary.) 

 

4.  ANNUAL REVIEW will be held:   DATE________________________ 

The session will establish a review committee to meet the Minister every twelve months to 

discuss: 
*The congregation’s expectations of the minister and how well he/she meets those expectations; 

*The minister’s expectations of the congregation and how well it (and its members) meet those expectations; and 

*Adequacy of compensation. 

*The review committee is encouraged to utilize the resources provided by the Committee on Ministry “Guidelines      

  for Church Professional Evaluations.”        http://pbyofnewcovenant.org/forms2008_01_Guidelines_for_Evaluations.pdf  

 

5.  EFFECTIVE DATE of Change of Terms of Call         DATE________________________ 
 

COM REVISED 8/5/14/& 9/6/16; Approved by Presbytery 11/15/14 

http://pbyofnewcovenant.org/forms2008_01_Guidelines_for_Evaluations.pdf


 

 

Overtime rules under Fair Labor Standards Act 

(FLSA) 
 
Changes 

Department of Labor (DOL) issued a Final Rule (Overtime Rule) which changes 

the minimum salary level from the existing amount of $455 per week ($23,660 

per annum) to a new level of $913 per week ($47,476 per annum). 

 

Salaried white collar employees paid below the updated salary level are 

generally entitled to overtime pay. Employees paid at or above that salary 

level may be exempt from overtime pay if they primarily perform certain 

duties. 

 

Effective Date 

Effective date for final rule changes is December 1, 2016. 

The new rules also automatically update salary & compensation levels every 

three years, with the first update to take place in the year 2020. 

 

Enterprise Coverage 

An enterprise is covered as long as gross sales/revenues are at least 

$500,000. If this test is met, all employees working for the enterprise are 

subject to the overtime rules. 

 

Charitable organizations are usually not covered enterprises under FLSA 

unless they engage in commercial activities, such as a gift shop, flower 

shop, etc., that had sales of more than $500,000. 

 

Activities that are charitable in nature and offer services free-of-charge do 

not disqualify a charitable organization. Such activities would include 

providing temporary shelter, food or clothing to homeless persons, and 

disaster relief. 

 

Regardless of dollar volume of business, FLSA applies to hospitals, 

facilities engaged primarily in care of older adults and people with 

disabilities who reside on premises, schools for children who are mentally or 

physically disabled or gifted, federal, state & local governments, 

preschools, day care, elementary & secondary schools and institutions of 

higher learning. 

 

Tests for Determining Employee Exemptions 

Employees must be evaluated on the three point test to determine whether or 

not exemption applies. 

 How employee is paid (must be salaried to be exempt). 

 Amount of salary (at least $47,476). (Job titles never determine exempt 

status). 

 Employee performs job duties Congress meant to exclude from law’s 

overtime provisions. This includes primary duties of managing the 

enterprise, and regularly directing the work of at least two other 

full-time employees (could include one full-time employee and two half-

time employees). 

 There is no requirement to clock in or out on a time clock, or sign in 

or sign out, but accurate records of employee time must be maintained. 
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Administrative Exemption 

Exempt Employees must receive the minimum pay on a salaried basis, and have 

primary duties of office or non-manual work directly related to the 

management or general business operations of the employer or its customers. 

The primary duty must include the exercise of discretion and independent 

judgment with respect to matters of significance. 

 

Professional Exemption 

Exempt employees include “learned professionals,” “creative professionals,” 

teachers and employees practicing law or medicine. Exemption requirements 

include the salary amount, and performance of work that either requires 

advanced knowledge in a field of science or learning, usually obtained 

through a degree, or that requires invention, imagination, originality, or 

talent in a recognized field of artistic or creative endeavor. Teachers in 

preschools may qualify for exemption if they are classified as professionals, 

and primary duties include teaching, tutoring, or instructing. 

 

Application of FLSA on Teaching/Ruling Elders 

There is no specific statement in FLSA that supports the DOL position that 

ministers are exempt from FLSA coverage.  Instead, the DOL points to court 

decisions that support its position that ministers are exempt from the 

provisions of FLSA. 

 

Specific Exemptions 

Salary level and salary basis requirements do not apply to outside sales 

employees, licensed or certified doctors, attorneys, or teachers. 

 

Volunteers 

Paid employees are not allowed to provide as volunteers the same services 

which they are employed to provide, nor are they allowed to volunteer in 

commercial activities run by the charitable organization. 

 

Means for avoiding payment of overtime 

Monitor work hours. 

Require approval before employee works overtime hours. (Add to Policy 

Manual). 

Utilize volunteers. 

Reduce hours. 

 

This is not intended to be a complete or comprehensive explanation of the new 

rules on Overtime Pay. As with all government regulations, there are 

voluminous rules, many of which are subject to interpretation, and possibly 

the subject of legal arguments. You are encouraged to seek counsel for your 

specific issues. See also www.dol.gov/whd. 

 

 

 

 

 

 

 

 

 

http://www.dol.gov/whd
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Board of Pensions Dues Explanation 

Vacancy Dues When a congregation has a ministerial vacancy, the congregation continues to participate in 

the community by bearing part of the cost of the Medicare Supplement Program on a limited basis through 

Vacancy Dues. A vacancy exists when a Presbyterian congregation is without an installed pastor, co-pastor, 

associate pastor, or designated pastor, but plans to call a replacement. 

 

Dues tailored to the congregation 

The dues are tailored to each congregation’s financial situation by using the salary of the most recent  

minister as the basis rather than a fixed dollar amount. The dues are calculated at 12% of the effective 

salary of the most recent installed minister who occupied the now vacant position.  Union or federated 

churches and churches regularly served by a supply minister do not pay these dues. 

 

Community The Plan calls for all who are in the community of faith to share in the care of the servants of 

the church. The biblical understanding of sharing based on needs and abilities means that a congregation’s 

dues pay for that congregation’s share of the total costs of providing benefits for all Church workers in 

the Plan, including its own employees. Dues are not directly related to the cost of benefits of that  

congregation’s employees; the costs of the benefits programs are apportioned on the basis of each 

employing organization’s compensation expense.  Larger organizations with more highly paid personnel 

contribute more to the cost of the programs than the smaller employing organizations of the Church. 

 

Retirees benefit Vacancy Dues directly benefit retired servants of the Church: ministers, missionaries, 

other congregation workers, and their spouses participating in Medicare Supplement coverage. These 

dues provide a modest subsidy that helps to reduce the cost of that coverage for them. This subsidy is a 

concrete expression of the community nature of the Plan. Congregations can provide the funds for our 

retired neighbors in need of healthcare through the Medicare Supplement. The Medicare Supplement 

augments the coverage of Medicare so that retired members and spouses do not bear the full cost of 

expenses Medicare does not cover. Medicare does not cover the cost of outpatient prescription drugs; about 

70% of the Medicare Supplement costs relate to those expenses. More than 10,000 retirees and their 

spouses benefit by subscribing to the Medicare Supplement coverage.  Post-Retirement Service Dues, paid 

when churches have the services of a retired member of the Plan, are also used to support the Medicare 

Supplement program. 

 

Dues used for care Without these dues payments, individual subscription dues for the Medicare 

Supplement coverage would be about 20% higher for 2003 than they are now. In 1987, the dues supported 

about 65% of the cost of the program. 

 

Increasing need The financial support for this coverage is becoming increasingly important because the 

cost of healthcare is constantly increasing. Retirees usually face more health issues than other 

age groups and must meet those needs from limited incomes.  

 

Dues start Congregations pay these dues for the first twelve months of the vacancy when it is not filled 

immediately. These twelve months need not be consecutive. A congregation begins paying the dues the day 

after the last day it paid salary and dues for the installed minister member who left the position. 

 

Dues stop These dues cease at the earlier of payment of the full twelve months of dues or when the Board 

receives notification that the position is  

• occupied temporarily and dues are being paid. See the section on filling the position temporarily. 

• abolished (see section below: When a position is abolished). 
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• filled by the newly installed pastor. 

 

Filling the position temporarily 

The congregation does not pay dues twice on the same position.  For this reason, congregations do not pay 

these dues when a position is temporarily occupied by: 

• a minister ordained in the Presbyterian Church (U.S.A.) and the congregation remits full benefit dues to 

the Benefits Plan. 

• a Commissioned Lay Pastor and the congregation enrolls the CLP in the Benefits Plan 

• a retired minister ordained in the Presbyterian Church (U.S.A.) because the congregation pays post-

retirement service dues instead. Post-retirement service dues are 12% of the total annual effective salary 

paid to the retiree during the post-retirement service. 

• a minister of another denomination and the congregation remits dues to that minister’s denominational 

plan. The Presbytery Executive, Moderator of the Committee on Ministry or the Stated Clerk must verify in 

writing that the congregation is remitting dues to the minister’s denominational plan. 

• a minister of another denomination enrolled in the Presbyterian Church (U.S.A.) Benefits Plan. 

Congregations do pay dues when an ordained minister or a commissioned lay pastor in the Presbyterian 

Church (U.S.A.) occupies a position temporarily and the congregation does not remit dues to the Benefits 

Plan of the Presbyterian Church (U.S.A.) for that minister or Commissioned Lay Pastor. 

 

Dues resume following suspension 

When a temporary pastor for whom the congregation was remitting dues leaves, dues resume only if the 

congregation has not satisfied the total twelve-month obligation. Vacancy Dues resume the day after the last 

day of service of the temporary pastor and continue until the congregation satisfies the twelvemonth 

obligation, again fills the pulpit temporarily, or installs a new minister. 

 

Vacancy resulting from military activation 

Congregations pay either Vacancy Dues or dues under the USERRA requirements, not both. Please see the 

information on USERRA on the Board of Pensions Web site at www.pensions.org. 

 

When a position is abolished 

If a congregation decides not to fill a vacant ministerial position, it should inform its presbytery. When the 

Board of Pensions receives written confirmation from the presbytery that the position is abolished, Vacancy 

Dues end on the date the position is abolished. The letter may come from the Presbytery Executive, Stated 

Clerk or the Moderator of the Committee on Ministry and should include the date that the position was 

abolished.  Any Vacancy Dues paid before the position is abolished are not refunded. 

 

Waiver  The Board of Pensions alone determines if it should grant a waiver of these dues. The Presbytery 

Executive must request the waiver in writing on a congregation’s behalf. The request must include all the 

specific circumstances prompting the presbytery to recommend a waiver be granted; some examples might 

be the significant loss of members or income, trauma within the life of the congregation, or damage from 

natural disaster. 

 

More information Please call the Board of Pensions at 800-773-7752 or 800-PRESPLAN for more 

information. On this Web site, www.pensions.org, you will find the Administrative Rules that provide 

additional information. 

 

 

 

 

http://www.pensions.org/
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Enrollment 
The Benefits Plan provides protection, security, and peace of mind for its members and their families. A 

church or employing organization may enroll its employees in the Benefits Plan if they are serving in an 

installed position or employed in eligible service at least 20 hours a week. Seminary students and teaching 

elders have special circumstances that may affect the administration of their benefits.  

 

Reporting Effective Salaries 
"Effective salary" is an important part of the Benefits Plan both for the employing organizations that pay 

dues and the members who receive benefits. The effective salary of the participant determines: 

 Healthcare and pension dues for members in the Traditional Program 

 Death and disability dues and benefits for all participating members 

 Dues for members with Optional Supplemental Disability coverage 

 Healthcare deductible and copayment limits for all participating members 

 Accrued pension credits for members with pension coverage 

Changes in effective salary must be reported using the Change of Salary form. The Effective Salary 

Worksheet (in Understanding Effective Salary) or the Total Effective Salary Calculator can help you 

determine your members’ effective salary for Benefits Plan purposes and should be used prior to filling out 

either change form. 

 

Salary Study 
The Board of Pensions annually tabulates the median and average effective salary information reported to it 

for teaching elder members of the Benefits Plan who are serving U.S. congregations. The median salary is 

generally considered more representative than the average salary, since it is less influenced by the very high 

or very low salaries. 

 

Dues Delinquency 
All participating churches and employing organizations are expected to contribute their prorated share of 

funding for the Plan that benefits the entire community. To the extent that employing organizations do not 

fulfill their financial obligations, the entire community suffers.  

 

The Benefits Plan provides for the suspension or termination of a Plan member’s participation or eligibility 

for benefits if dues are not paid. The Benefits Plan also provides for an interest charge to be added to dues 

unpaid after the payment deadline. 

The Board sends several communications to delinquent employing organizations and does not suspend or 

terminate coverage without prior notification by certified mail to all affected parties. The Board of Pensions 

informs all affected members at the employing organizations that such arrearage puts their benefits at risk. 

When a church is delinquent, the Board copies the clerk of session, the executive presbyter, and other 

relevant presbytery representatives. 

To avoid Benefits Plan coverage interruptions, organizations with delinquent dues should be advised to 

contact the Board of Pensions as soon as possible and talk with a collections specialist. 

 

 

 

http://www.pensions.org/portal/server.pt?open=514&objID=378&mode=2

