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9.1	THE BASIC COMMITMENTS A CONGREGATION MAKES IN ITS CALL DOCUMENTS TO ITS CHURCH WORKERS

On the “Diploma of Vocation” by which a congregation extends a call to an ordained or commissioned minister, the congregation, in the name of and by the authority of the Triune God, asks the church worker to assume the responsibilities of the office to which the church worker is called and obligates the church worker faithfully to perform the duties of that office according to the Word of God and the Lutheran Confessions. So that the church worker is able to fulfill these duties and responsibilities, the congregation also obligates itself to cooperate with the church worker and to support him or her in word and deed, and in prayer.

Specifically, the members of the calling congregation obligate themselves:

	to receive the person called as a servant of Jesus Christ;
	to give him or her the honor, love and obedience required by the Word of God. In other words, when a church worker brings God’s Word to God’s people, God’s people are to receive, trust and obey that Word―not because the church worker has any special authority but because it is the Word of God;
	to aid their church workers by word and deed in their service; and
	to support their church workers with diligent, faithful assistance and prayers.

Especially in calling a pastor, members of the congregation promise to make regular and faithful use of the means of grace so that God’s enabling power may have free course in the congregation to the end that the members of the congregation will carry out its God-given ministry to the glory of God and the welfare of all.

The congregation promises to make appropriate arrangements for the continuing education of its workers. This will enable the workers to serve more effectively and faithfully.

Finally, the congregation obligates itself to provide for the proper maintenance of its church workers according to the abilities God has given the congregation. The congregation commits itself to reviewing the salary, housing arrangements, and other allowances periodically. This includes appropriate cash salary, housing and/or housing allowances, and car allowances and/or mileage reimbursements as appropriate (please note that the mileage or expense reimbursement method is more advantageous to the church worker for tax purposes), Concordia Plans, travel expenses, moving expenses, continuing education, vacation,  and days off. Most districts publish guidelines to help the congregation in this necessary work. (Please see the guidelines listed for the financial package to include on the call documents for a pastor in chapter 10 of this manual.) A good question members of any personnel or salary review committee ought to ask is whether or not they would like their own sons and daughters working for the wages and benefits the congregation offers.

Perhaps an even more important promise a congregation ought to make to its church workers is the commitment to treat them fairly and lovingly as brothers and sisters in Christ Jesus. Congregations ought to give a board or committee the responsibility for looking after the spiritual, emotional, and physical welfare of their church workers. They should not allow gossip, slander, offense, or other breaches of our Lord’s word in Matthew 18:15–20 to take hold. They should strive to live and work together in Christ’s peace and joy.

St. Paul’s prayer for the church in Philippi is appropriate:  “Live your life in a manner worthy of the Gospel of Christ so that, whether I come and see you or am absent and hear about you, I will know that you are standing firm in one spirit, striving side by side with one mind for the faith of the Gospel” (Philippians 1:27).


Material drawn from the Diploma of Vocation for Pastors of the LCMS
Reviewed April 2015




9.2	CALLS VS. CONTRACTS FOR MINISTERS OF RELIGION - ORDAINED

Sources Consulted

	1)	Article XIV, Augsburg Confession
	2)	Article VI, Conditions of Membership, 2013 Handbook of The Lutheran Church—Missouri Synod, p. 15
	3)	Bylaw section 2.11, Continued Eligibility of Individual Members, 2007 Handbook of the LCMS
	4)	Res. 6-14, 1981 Convention
	5)	Res. 5-09A, 1983 Convention
	6)	“Rubrics Governing Call and Placement Procedures for Ministers of Religion—Commissioned Ministers”
	7)	Chapter 1, 2013 LCMS Treasurer’s Manual
	8)	CCM Opinions (19802005)
			a)	Ag. 1976 (January 29, 1994)
			b)	Ag. 2041 (August 28, 1996)
			c)	00-2193 (December 1112, 2000)
			d)	00-2217 (December 1112, 2000)
			e)	05-2428 (June 30, 2005)
	9)	COP Manual, Chapter 7.5.5, “Questions about Emeritus Pastors Working Part Time” – Letter
	10)	COP Manual, Chapter 7.5.6, “Guidelines for Retired Pastors Returning to the Pastoral Ministry”
	11)	Guidelines for the Training and Credentialing of Intentional Interim pastors in The Lutheran Church—Missouri Synod, Council of Presidents, Adopted April 2001.


Article VI – Conditions of Membership
	
Article VI of the Constitution of The Lutheran Church—Missouri Synod states, “Conditions for acquiring and holding membership in the Synod are the following: …3. Regular call of pastors …”

The reference to the “regular” call of pastors directs our attention to Article XIV of the Augsburg Confession.


The Augsburg Confession
	
Article XIV of the Augsburg Confession states, “It is taught among us that nobody should publicly teach or preach or administer the sacraments in the church without a regular call.”  

AC XIV says simply that one should not exercise the office of the public ministry without being “rite vocatus,” i.e., without being called to such service according to the “rites” of the church. The rites of the church have changed from time to time as they apply to the calling and appointing of ministers in the church. At the Reformation, being “rite vocatus” meant that the nobleman or layman who had the right to select the curate or pastor exercised his authority to do so, the bishop concurred and issued the call or appointment, and the laity at the installation of the curate or pastor concurred in the selection and appointment of the candidate by saying “Yes” at the appropriate moment in the rite of installation or induction. When it was no longer possible to involve bishops in the calling and appointment, other rites were developed, and they involved the neighboring clergy, the laity, and the nobleman or layman who had the authority to select the new minister. When Walther[footnoteRef:1] and the Saxons came to St. Louis, they tried to use an episcopal system (as they understood it), but when that proved disastrous because of the alleged flaws in the character of the bishop, new rites were developed, and those rites focused heavily on the rights and privileges of the calling congregation. That basic system still flourishes among us today. Thus, after the famous Altenburg Debate of 1841, Walther could conclude that he and his colleagues in Perry County and in St. Louis had been “rite vocatus” to serve as pastors of the churches that had appointed and called them.[footnoteRef:2] [1: ]  [2: ] 


A “regular” call, then, is one which has met the established criteria for a legitimate and valid call.  In other words, it is issued according to the rules and regulations which have been established by the church.


Understanding of the Synod

Res. 6-14 of the 1981 convention of the Synod states, “A solemn call is an official request, offer, or agreement extended by an eligible calling body in the name of the triune God to a person eligible to receive such a call into an educational ministry of the LCMS. Offers extended to such eligible persons but erroneously referred to as ‘appointments’ or ‘contracts’ are also to be considered calls.”  For the purposes of Synod’s roster, such appointments or contracts should be regarded as calls.

While the above resolution refers only to educational ministry, the definition of a solemn call contained therein also applies to those in pastoral ministry. Therefore, offers extended to pastors which are erroneously referred to as “appointments” or “contracts” are also to be considered calls. For the purposes of Synod’s roster, such appointments or contracts should be regarded as calls.


Definitions

	Active Members (Bylaw 2.11.1)

2.11.1	To remain on the roster of the Synod as an active member, an ordained or commissioned minister of religion must be a communicant member of a congregation which is a member of the Synod (except as provided in paragraph [c] below) and be regularly performing the duties of one of the following:

(a)	An ordained minister serving a congregation of the Synod.
(b)	A commissioned minister serving a congregation of the Synod.
(c)	A minister of religion, ordained or commissioned, serving a congregation which is not a member of the Synod, provided that such is approved (on the basis of policies adopted by the Council of Presidents) by the president of the district in which the congregation is located.
(d)	An elected officer of the Synod, including a district or other agency of the Synod.
(e)	An executive or professional staff member serving the Synod, including a district or other agency of the Synod. 
(f)	An executive or professional staff member serving a national inter-Lutheran entity of which the Synod is a member.
(g)	A missionary serving under a call by the Synod, including a call by a district.
(h)	A person serving on the faculty or professional staff of an educational institution of the Synod.
(i)	A military or institutional chaplain or other specialized ministry endorsed by the Synod, including endorsement by one of its districts.
(j)	An executive or professional staff member called or appointed by a national inter-Lutheran agency referred to in Bylaw 1.3.8.
(k)	An executive or professional staff member called or appointed by an auxiliary (Bylaw section 6.1) or other recognized service organization (Bylaw section 6.2), or a person serving an educational institution solely governed by congregations of the Synod and recognized by a district of the Synod. 

	Inactive Members (Bylaw 2.11.2)
	
2.11.2	Inactive members are advisory members of the Synod. 
	
(a)	As such, they have all the rights, privileges, and responsibilities of advisory membership in the Synod as defined in the Constitution and Bylaws of the Synod. 
(b)	To remain on the roster of the Synod as an inactive member, an ordained or commissioned minister of religion must be a communicant member in good standing of a congregation which is a member of the Synod and must qualify and make application for one of the following categories.
	
	Emeritus (Bylaw 2.11.2.1)

2.11.2.1	An “emeritus” member is one whose membership is held for retention on the roster upon retirement after reaching the age of 55 or for reasons of total and permanent disability. Any unusual case shall be decided by the Council of Presidents if the appropriate district president so requests.

(a)	The emeritus member or a representative identified by his district president shall, by January 31, make an annual report to the member’s district president.
(b)	This report shall include current contact information and address the criteria for remaining an inactive member of the Synod.

	Candidate (Bylaw 2.11.2.2)

2.11.2.2	A “candidate” member is one who is eligible to perform the duties of any of the offices of ministry specified in Bylaw section 2.11 but who is not currently an active member or an emeritus member…. 

	Non-Candidate (Bylaw 2.11.2.3)

2.11.2.3	A “non-candidate” member is one who is eligible to perform the duties of any of the offices of ministry specified in Bylaw section 2.11 but who is not currently an active member or an emeritus member and who chooses not to be a candidate member…. 

Calling Congregation (i.e., “Vacancy,” “Pastoral Vacancy”) 

A congregation which is in the process of calling a pastor following the departure of its previous pastor or which has definite plans to call a pastor in the near future.

Temporary Non-Calling Congregation

A congregation which intends to fill the pastoral vacancy which has been created by the departure of its former pastor, but which has suspended that process for a period of time.


Application

Because of the variety of circumstances which occur and the impact which they can have on a worker’s eligibility to receive benefits from Concordia Plan Services, the worker is encouraged to contact Concordia Plan Services to discuss the effect that the following arrangements might have on his/her membership and benefits prior to accepting a position of service covered by these guidelines.

The following paragraphs are meant to serve as a guideline for district presidents in accurately maintaining their official roster of members. As such, they may not cover every situation which arises within a district. In those instances, the district president will need to consult with the appropriate entity (i.e., Secretary of the Synod, Dept. of Rosters and Statistics, etc.) to determine how to handle a particular situation which is not clearly covered by these guidelines.
	
1.	Emeritus Pastors 

a.	An emeritus pastor who is asked to serve a congregation, including a permanent non-calling congregation, as the full-time or part-time pastor on a regular, ongoing basis should be extended a call, not a contract, to that ministry.
	
b.	He shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.

c.	He should be properly installed into that ministry. The pastor’s installation is to be authorized by the district president and reported to the Dept. of Rosters and Statistics on the appropriate rostering form.

d.	Accepting such a call will mean, in terms of the LCMS clergy roster, that the pastor is no longer emeritus.  He shall have active roster status.

e.	If called as the sole pastor or as an associate pastor (i.e., not as an assistant pastor), the pastor will once again enjoy all of the rights and privileges pertaining to the pastoral office, including, but not limited to, the right to vote at circuit forums and conventions of the district and Synod.

f.	When such an individual’s call ends, the district president will inform the Dept. of Rosters and Statistics of this action on the appropriate rostering form and the pastor must reapply for Emeritus Status.

2.	Part-time or Bi-vocational Pastors (Pastors who are not on emeritus status)

 a.	A pastor who is asked to serve a congregation, including a permanent non-calling congregation, on a regular, ongoing, part-time basis should be extended a call, not a contract, to that ministry.

b.	He shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.

c.	He should be properly installed into that ministry.  The pastor’s installation is to be authorized by the district president and reported to the Dept. of Rosters and Statistics on the appropriate rostering form.

d.	He shall have active roster status.

e.	The pastor will enjoy all of the rights and privileges pertaining to the pastoral office, including, but not limited to, the right to vote at circuit forums and conventions of the district and Synod.


3.	Temporary Service to Congregations

a.	Intentional Interim Pastors

1)	Intentional interim pastors are ordained pastors who have received specialized training and have demonstrated a willingness to serve congregations wishing to address transitional issues.  Normally, an intentional interim pastor serves a congregation under a limited-tenure call.

2)	Credentialing to serve as an intentional interim pastor in The Lutheran Church—Missouri Synod is granted by the Interim Ministry Credentialing Committee, which is composed of appointed members of the LCMS Interim Ministry Conference and the Council of Presidents.

3)	If a pastor on emeritus status is asked by a congregation to serve as an intentional interim pastor, see section B (Vacancy Pastors) below.

4)	If an LCMS-credentialed intentional interim pastor is called by a district:

a)	He shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.

b)	He shall have active roster status under Bylaw 2.11.1 (e).

c)	He should be properly installed into a congregational ministry. The pastor’s installation is to be authorized by the district president.	

d)	On the Synod’s roster, the pastor will be listed as a staff member of the district and the pastoral office of the congregation will be considered vacant.

e)	Since the pastor, as a member of the district staff, is an advisory member of the Synod, he is not eligible to represent the congregation as a voting delegate at circuit forums and district or Synod conventions.

5)	If an LCMS-credentialed intentional interim pastor is called by a congregation:

a)	He shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.

b)	He shall have active roster status under Bylaw 2.11.1 (a).

c)	He should be properly installed into that ministry. The pastor’s installation is to be authorized by the district president and reported to the Dept. of Rosters and Statistics on the appropriate rostering form.
	
d)	On the congregational roster of the Synod, the pastor will be listed as serving the particular parish, but with an IIP (Intentional Interim Pastor) designation after his name.

e)	The pastor will enjoy all of the rights and privileges pertaining to the pastoral office, including, but not limited to, the right to vote at circuit forums and conventions of the district and Synod.

6)	If a pastor who has had intentional interim ministry training, but who is not LCMS-credentialed, is called by a congregation to serve as the interim pastor of the congregation:

a)	He shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.

b)	He shall have active roster status under Bylaw 2.11.1 (a).

c)	He should be properly installed into that ministry. The pastor’s installation is to be authorized by the district president and reported to the Dept. of Rosters and Statistics on the appropriate rostering form.	

d)	The pastor will enjoy all of the rights and privileges pertaining to the pastoral office, including, but not limited to, the right to vote at circuit forums and conventions of the district and Synod.

b.	Vacancy Pastors
		
1)	A vacancy pastor is an ordained minister on the clergy roster of The Lutheran Church—Missouri Synod who is asked to provide temporary service to a congregation because the pastoral office in that congregation is vacant.

2)	The arrangements for such service are supervised by the district president or the circuit counselor serving as the president’s representative.

3)	The congregation, supervised by the district president or his representative, after studying its pastoral needs during the vacancy, formally asks a properly qualified pastor to meet its pastoral needs by serving as its vacancy pastor. In doing so, the pastor shall be considered to be rite vocatus (i.e., “rightly called”) to that ministry.[footnoteRef:3]   [3: ] 


4)	Call documents do not need to be completed for vacancy pastors and no rostering forms need to be submitted to the Dept. of Rosters and Statistics.

5)	The conditions of the pastor’s service to the congregation (i.e., job description, hours to be worked, salary, mileage, etc.) should be included in a document signed by the involved parties.

6)	The pastoral office will be considered to be vacant during the duration of the vacancy pastor’s service.

7)	A vacancy pastor may be installed in a public worship service by the district president or his representative as determined by the congregation.

8)	The vacancy pastor will not have the privilege of representing the congregation at circuit forums and conventions of the district and the Synod.

9)	Under normal circumstances the vacancy pastor, although eligible, should not to be considered as a candidate for the office of pastor of the vacant congregation.

c.	Seasonal Pastors

1)	A seasonal pastor is an ordained minister on the clergy roster of The Lutheran Church—Missouri Synod who is asked to assist in the ministry of a congregation located in a place where people relocate to spend a portion of the year (e.g., a congregation in one of the southern states experiencing an influx of visitors from colder climates during the winter months).

2)	The arrangements for engaging the services of a seasonal pastor are supervised by the district president and/or the pastor loci of the congregation.

3)	The arrangements for the service of a seasonal pastor are negotiated between the seasonal pastor and the congregation he will be serving. The conditions of the pastor’s service to the congregation (i.e., job description, hours to be worked, salary, mileage, etc.) should be included in a document signed by the involved parties.

4)	A seasonal pastor shall be said to be rite vocatus (i.e., “rightly called”) to that ministry.[footnoteRef:4]   [4: ] 


5)	Call documents do not need to be completed for seasonal pastors, and no rostering forms need to be submitted to the Dept. of Rosters and Statistics.

6)	A seasonal pastor may be installed in a public worship service by the district president, his representative, or the pastor loci, as determined by the congregation.

7)	A seasonal pastor will not have the privilege of representing the congregation at circuit forums and conventions of the district and the Synod.

d.	Guest or Supply Pastors	
	
1)	A guest or supply pastor is an ordained minister on the clergy roster of The Lutheran Church—Missouri Synod who is invited to preach and/or conduct worship services for a limited time (e.g., a weekend, several weeks while the pastor loci is on vacation, etc.).

2)	The arrangements, including any honorarium, for such service are supervised and managed by the pastor loci, the local congregation’s board of elders, and/or other appropriate congregational officers.

3)	A guest or supply preacher is said to be rite vocatus (i.e., “rightly called”) to perform the service and duty for which he has been invited.[footnoteRef:5]  The pastor loci or the board of elders is, in effect, the one who delegates to the guest or supply pastor the responsibility for preaching and/or conducting the worship service on specific occasions.   [5: 	] 


4)	Call documents do not need to be completed for guest or supply pastors and no rostering forms need to be submitted to the Dept. of Rosters and Statistics.

5)	A guest or supply pastor will not have the privilege of representing the congregation at circuit forums and conventions of the district and the Synod.

4.	Service in Partner Churches

a.	The American Association of Lutheran Churches (TAALC). 

Special operating agreements have been developed to govern the service provided to congregations by ordained and commissioned ministers of the partner church. See Operating Agreement II for further information.


Adopted February 2009
Revised September 2011
Reviewed September 2014
Revised February 2015
Reviewed April 2015

9.3	THE CALL PROCESS

9.3.1	CALLING MINISTERS OF RELIGION BY CONGREGATIONS

	LCMS Bylaw 2.5 states

	2.5.1	Congregations shall seek the counsel of their respective district presidents when calling ordained or commissioned ministers.

2.5.2	Congregations that are members of the Synod shall call and be served only by (1) ordained ministers who have been admitted to their respective ministries in accordance with the rules and regulations set forth in these Bylaws and have thereby become members of the Synod; (2) candidates for the pastoral ministry who have satisfied the qualifications and requirements for assignment of first calls by the Council of Presidents acting as the Board of Assignments; or (3) ordained ministers who are members in good standing of church bodies that have been formally recognized to be in altar and pulpit fellowship with the Synod when agreements for such calls are in place.

2.5.3	Congregations that are members of the Synod shall call only (1) commissioned ministers who have been admitted to their ministries in accordance with the rules and regulations set forth in these Bylaws and have thereby become members of the Synod; (2) candidates of LCMS colleges and universities who have satisfied the qualifications and requirements for assignment of first calls by the Council of Presidents acting as the Board of Assignments; or (3) commissioned ministers (or those holding positions comparable to commissioned ministers) who are members in good standing of church bodies that have been formally recognized to be in altar and pulpit fellowship with the Synod when agreements for such calls are in place.

2.5.4	Congregations that violate these requirements and persist in such violation shall, after due admonition, forfeit their membership in the Synod.


9.3.2	THE ROLE OF THE DISTRICT P0RESIDENT IN THE CALL PROCESS

LCMS Bylaw 4.4.5 states

4.4.5	Each district president, in accordance with the Constitution of the Synod, shall supervise the doctrine, the life, and the official administration on the part of the ordained or commissioned ministers who are members through his district or are subject to his ecclesiastical supervision, and shall inquire into the prevailing spiritual conditions of the congregations of his district. 

(a) As often as possible he shall attend the conferences of ordained and commissioned ministers held in his district, advise the congregations of his district as to the calling of ordained and commissioned ministers, give counsel, and respond to requests and inquiries. 
(b) He may call upon circuit visitors to assist him.


Reviewed April 2015

9.3.3	CHECKLIST - PREPARATION BY THE DISTRICT PRESIDENT


_____	When a pastoral vacancy occurs, the district president should establish a calling file for the congregation into which he can place all of the material pertinent to the calling of a new resident pastor.

	_____	With the assistance of the circuit visitor, the district president should arrange for a pre-call meeting to explain the call process to the congregation.  The pre-call meeting should be conducted by the district president or his representative.

	_____	A pre-call packet should be prepared for use by the district president or his representative during the pre-call meeting.

	_____	During the pre-call meeting, a date should be set by which the members of the congregation should submit nominations for consideration on the call list. This date should be shared with the district president’s administrative assistant.  (Nominations should be submitted on the form provided by the district president.)  

_____	The deadline for submitting nominations should be entered into a “tickler” file in the congregation’s calling file.

_____	If the deadline for the submission of nominations has passed and the nomination forms have not been received from the congregation or the circuit visitor, the circuit visitor should be contacted to determine if nominations are going to be submitted or if the construction of the call list should proceed without nominations being submitted by the congregation. 

_____	Check the centralized PIF database and the Master Call Update database to determine that the pastors nominated by the congregation are eligible to consider a call and that there hasn’t been any change in their roster status (restricted status, suspended status, resigned from the roster, retired, called to glory). 

_____	Using the centralized PIF and SET databases, request permission to use the names of those pastors nominated by the members of the congregation.

_____	Using the centralized PIF and SET databases, search for additional candidates to include on the congregation’s call list.  When an appropriate candidate is located, request permission to use the pastor’s name on the congregation’s call list.  

_____	When permission is granted to use a pastor’s name on a call list and you have received a copy of his PIF and SET, import the pastor’s PIF and SET into your Other District PIFs and SETs databases.

_____	Establish a date when the call list will be compiled using the information which has been received.  Note via the cover letter those instances where information has not been received or when the pastor’s district president has not given permission for his name to be used on a call list.

_____	IMPORTANT!  When reviewing each PIF, note on page 3 if the "Special Concerns" box is check marked.  If it indicates that there are special concerns, bring this to the attention of the district president so he is able to contact the appropriate district president to discuss those concerns prior to completion of the call list.

_____	Type a cover letter which includes the names of all of the pastors on the call list (those nominated by members of the congregation, others outside the congregation,  and those submitted by the district president).  If there are nominations from outside of the calling congregation, this information should be noted on the cover letter.

_____	When the district president is ready to complete the call list, give him a folder which includes the following:
 
_____	Draft of the cover letter to accompany the call list
_____	Nomination forms submitted by the members of the congregation
_____	A complete PIF on each pastor (pages 1-4)
_____	A SET for each pastor
_____	A copy of the Congregational Self-study
_____	A copy of the Congregational Checklist
_____	A copy of the cover letter which accompanied all previous call lists submitted to the congregation for its consideration
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9.3.4	CHECKLIST – PREPARATION BY THE CONGREGATION


A pastoral vacancy is a time of great opportunity for a congregation.  It is an excellent time for self-study and evaluation, a time to consider options, a time to plan, a time to strategize, and a time to become more focused on God’s mission.  As you prepare for your pastoral vacancy, you should do the following:

	Encourage the members of the congregation to be patient.  Filling a pastoral vacancy takes time.

	Contact your circuit visitor who serves as a representative of the district president’s office.

		Determine if you need the services of an intentional interim pastor or a vacancy pastor.

	If you determine that the congregation has special needs prior to calling its next resident pastor (healing, conflict resolution, planning, etc.), you should consider calling an intentional interim pastor.  If you would like to discuss the availability of an intentional interim pastor, contact the district president.

	If you determine that you only need the services of a vacancy pastor, work with your circuit visitor to choose a vacancy pastor.  Develop an agreement outlining the services to be provided, the time to be spent in serving the vacancy, and the compensation to be paid to the vacancy pastor.  If the vacancy pastor is currently serving another congregation, make a formal request to his congregation, seeking permission for him to serve as your vacancy pastor.

	Schedule an open forum pre-call meeting with the district president or his representative to discuss and establish the process which will be followed to fill the pastoral vacancy.

	Complete the Congregational Self-study and the Congregational Checklist and submit these two documents to the district president.  This can be accomplished by the Board of Elders, the members of the Church Council, or a special committee appointed by the Voters Assembly or the Church Council.

	Hold an open forum meeting to discuss the results of the Congregational Self-study and the gifts and abilities needed in the next resident pastor.

	Consider if the congregation would be served best by calling a seminary graduate or a pastor from the field.

	If the position to be filled is for an assistant/associate pastor, develop a ministry description and the lines of accountability for the position.

	Designate who is to receive the nominations submitted by the members of the congregation using the form provided by the district president as part of the call process.

	Establish a process and responsible parties to communicate on a regular basis (bi-weekly or at least monthly) with the members of the congregation regarding the progress that is being made with the call process (nomination deadline, members on the call committee, dates of meetings, interviews with potential candidates, etc.) so that all members are kept abreast of the progress that is being made in filling the pastor vacancy.

	Pray fervently that the Holy Spirit would guide every step of the call process and those who are part of it.

	Remember that the call process should unite the congregation rather than be the cause of any division.
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Supporting Materials
Congregational Self-study
Congregational Checklist
Nomination Form


9.3.5	CONTENTS OF THE PRE-CALL PACKET


The following items should be assembled and given to the district president or his representative for use during the pre-call meeting:

Pre-call packet cover memo

Congregational Self-Study

Congregational Checklist

Nomination Form

Information regarding background checks

Guidelines for Assisting Congregations in Dealing with Pre-Call Interviews

District salary compensation guidelines

Information regarding the Call Document for Ordained Ministers software

“What to do When You Receive a Call”

Sufficient copies of the pre-call meeting agenda or call process bulletin for use by those attending the meeting
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9.3.6	THE PRE-CALL MEETING - SAMPLE OUTLINE 

PRE-CALL OPEN FORUM MEETING ______________ Lutheran Church, [Location] [Date and Time]

1)   Opening Prayer and Scripture

2)   Our Basic Teachings regarding the Call to the Pastoral Office
 
--	The Call and the Office of the Public Ministry 	

--	[God speaks] “I will give you shepherds after my own heart, who will feed you with knowledge and understanding” (Jer. 3:15).
--	“Take heed to yourselves and to all the flock, in which the Holy Spirit has made you overseers, to care for the church of God which He obtained with the blood of His own Son” (Acts 20:28).
--	“His gifts were that some should be...pastors and teachers, to equip the saints for the work of ministry, for building up the body of Christ (Eph. 4:1112).
--	“This is how one should regard us, as servants of Christ and stewards of the mysteries of God. Moreover it is required of stewards that they be found faithful” (1 Cor. 4:12);  see also 1 Tim. 3:17; Titus 1:59; Matt. 28:1820;  John 20:1923; Bible study resource, etc.].

--	The Confessions of Our Evangelical Lutheran Church – Your Constitution

--	Augsburg Confession V – “In order that we may obtain this faith, God instituted the ministry of teaching the Gospel and administering the Sacraments.  For through the Word and the Sacraments, as through instruments, the Holy Spirit is given, and the Holy Spirit produces faith, where and when it pleases God, in those who hear the Gospel.”  
--	Augsburg Confession XIV – “It is taught among us that no one should publicly teach or preach or administer the sacraments unless he is rightly called.” 

The mission Christ has given to His church (all believers) is to preach “repentance and forgiveness of sins in His name to all nations” (Luke 24:47).  God’s Word and Sacrament are given to all believers.
  
God provides the Office of the Public Ministry in the congregation, as represented by the person of the pastor, so that the Word will be clearly proclaimed and the Sacraments faithfully given on behalf of all. As such, the pastor is not the CEO of the congregation, but is a servant of Christ and a servant of the congregation. The office exists for the sake of the forgiveness of sins in Word and Sacrament.  Pastor and people are called to be faithful in carrying out the mission Christ has given to His church on earth. It is always for the sake of the Gospel. 
 
The pastoral office is not just a collection of functions, but is an office, that is, a sacred trust given by God through the congregation. God gives the pastor the care of the people by means of His Word and the Sacraments. Although a servant of the congregation, the pastor is not simply an employee of the congregation, but is ultimately a servant of Christ and accountable to Him.  The pastor is called to be faithful to Christ and to Christ's Word, all for the sake of the people.

The decision to call a pastor is among the most important that a congregation ever makes. Careful self-study and much prayer are needed. Congregations will remember that they are not hiring an employee, but asking God to send them a pastor (Matt. 9:3538). This requires a combination of fervent prayer and good information.  

Summary – Calling a pastor is a prayerful, careful, deliberate, uniting process used by God to bring to our congregation the pastor whom God will give us.

3)	The Call Process 

Much prayer is needed. It is a divine call because God works through these means [specifics may be adjusted to fit your situation]:

a)	First of all, remember that a pastoral vacancy is a time of great opportunity—for self-study and evaluation, to consider options, to become more focused on your mission.
b)	Vacancy or congregational decision – much prayer.
c)	Obtain a vacancy pastor
d)	First steps are often taken by the board of elders—includes a meeting of the elders/council with the district president regarding the call process and a self-study by the congregation.
e)	Congregational self-study (some flexibility, depending on the situation) – widest possible participation is essential. Elders need to understand salary guidelines. The self-study results are shared with the congregation, often in an open forum meeting (see h).
f)	Especially if an associate position, development of job description and lines of accountability. Review of call documents for responsibilities of pastor.
g)	Nominations from the congregation (and staff) and the district president. Please use the form provided. The list belongs to the congregation.
h)	Open forum meeting to discuss the self-study and kind of pastor needed – also to explain the call process to the entire congregation (for teaching, questions, input from the members, openness, explaining the meaning of the self-study, inspiring confidence in the process) – also much prayer (tonight’s meeting).
i)	Information gathering by the district president on the names submitted.
j)	This would also be the time to consider calling a candidate from one of the seminaries, if appropriate.
k)	District president prepares the call list and sends it to the congregation and to the circuit visitor together with the following information on each name:
· Pastor’s Information Form (PIF) – Pages 1 & 2, including the district presidents evaluation on the bottom of page 2
· Pastor’s Self Evaluation Tool (SET) – 9 page questionnaire
l)	Call list is refined by the congregation following the provisions of its constitution. In many congregations, the board of elders and/or the church council make recommendations regarding the men on the list. In other congregations there is a specially appointed call committee to do this. This is not a secretive process (it is open to all members) but needs to involve a manageable-sized group. Much prayer, public and private. The circuit visitor helps the board or committee work through the list.
m)	The question of pre-call interviews is often raised.  Interviews can be helpful in refining the list in the case of calling an associate pastor, if they are done properly. In most situations, interviews are not recommended (much more information is provided to congregations than in the past) because they often prolong the process and do not always provide the best information. If interviews are conducted, there are basic principles that apply. (The Synod’s Council of Presidents has prepared a set of guidelines and cautions— these should be given to the call committee.)
n)	Constant publicity is necessary at all stages (especially nomination, open forum, call meetings) so that all may participate in the process. Much prayer. The call process should unite a parish rather than be the cause of any division.
o)	Recommendations of the call committee are given to the congregation. Information about the men on the call list is shared in the manner you deem appropriate to reach as many members as possible.
p)	Call meeting to extend a call. The decision to call is always made by the voter’s assembly/congregational assembly and is NEVER delegated to a smaller body. The circuit visitor provides help and information at the call meeting and at meetings of the call committee to go over the call List. The voter’s assembly must also set the terms of the call (salary, benefits, special needs, etc.).
q)	Other nominations, call meetings, as needed.
r)	Installation of the new pastor, in God’s good time.

4)	Tentative Time Table (much prayer):

Congregational Self-Study – ___________________ 
Nomination Deadline – ___________________
Pre-Call Open Forum Meeting – ___________________
Call List to be completed by – ___________________
Meeting with Circuit Visitor (Pastor __________) – ___________________ 
Call Meeting with congregation – ___________________

5.	Questions, Fears, Concerns about the Process?

6.	Congregational Self-Study
a) Results of self-study document
b) What do you believe is needed in a pastor? Here the self-study results are crucial. The congregation also needs to be clear on its purpose and direction.

7)	Other

8)   Close
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Supporting Materials
Congregational Self-study
Congregational Checklist
Nomination Form
Call Document for Ordained Ministers
Guidelines for Assisting Congregations in Dealing with Pre-Call Interviews



9.3.7	COUNCIL OF PRESIDENTS’ PROCEDURE FOR CALLING A PASTOR FROM THE FIELD


In I Corinthians 14:40, the Apostle Paul states, “Let all things be done decently and in good order.”  Since the calling of a pastor from the field can involve a number of different individuals, the Council of Presidents has determined that the following guidelines provide for an efficient process.  Therefore, congregations are encouraged to follow these guidelines.

1.	That the Circuit Visitor (________________________) attend all call meetings and necessary meetings of the call committee.  His role is to advise and help the congregation in all call matters as the representative of the district president's office.  He should be reimbursed for any expenses which he incurs;

2.	That we accept suggestions for candidates for the call list from any communicant member in writing, using the form provided by the district president, until the call list has been closed by the voters or call committee;

	(Deadline for nominations: ___________________________)

3.	That we request the district president to add suggested candidates to our call list;

4.	That we (check one) _____ request _____ do not request the district to assist us in performing background checks on the candidates on our call list. 
	
5.	That we request the district president to secure needed information for us about the candidates on the official call list;

6.	(Optional) That the call committee shall screen the call list on the basis of the preliminary information which is available,

7.	That the call committee shall decide when to open the call list for additional candidates after one or more calls have been declined;

8.	That the official list of candidates be made known to the entire communicant membership of the congregation and             days be allowed during which any communicant member in good standing shall have the right to file a valid objection, in writing, with the chairman of the call committee concerning any candidate on the official call list; and that, if such an objection is made and deemed to be valid, then the name of the candidate in question shall be removed from the call list;

	(Note:  A valid objection is one according to which a person cannot in good conscience or on moral grounds accept the man in question as his or her pastor.)

9.	That the District President supply characterizations and qualifications of the candidates for use by the call committee and the voters, but that before and after the meeting all copies must remain in the custody of the circuit visitor;

10.	In order to be elected, a candidate must receive a _____________ majority;

11.	That all voting shall be done by secret, written ballot;

12.	That in the event no candidate receives a ___________ majority on a ballot, then the candidate with the least number of votes shall be removed from the next and all succeeding ballots at that call meeting.

13.	That the election of the pastor shall be made unanimous;

14.	That the circuit visitor notify immediately by telephone the man who is elected;

15.	That the Diploma of Vocation with the accompanying letter, written in consultation with the circuit visitor, shall be signed by the chairman of the congregation and other officers and be mailed with a copy of the constitution, bylaws and other appropriate materials, by certified or signature confirmation mail as soon as possible;

16.	That a letter from the congregation shall be forwarded to the pastor-elect's congregation, informing it that its pastor is being called, and soliciting its prayers for guidance on this important matter;

17.	That the circuit visitor shall notify the district president immediately of the name of the pastor who has been elected; also when he has accepted or declined the call; he is also responsible for providing the district president with a copy of the call document sent to the pastor;

18.	That the congregation shall be notified who the pastor-elect is, and prayers shall be offered in public worship services, asking the Holy Spirit to guide the pastor-elect in his decision about the call;

19.	That if it is necessary to determine if candidates on the call list are still available for a call, the circuit visitor shall ask the district president to seek this information before a subsequent call meeting;

20.	Upon the acceptance of a call, the installation of the pastor-elect needs to be authorized by the district president.  The circuit visitor should be consulted regarding the installation service.  The congregation should reimburse the circuit visitor and/or the vice president for any expenses they incur associated with the installation.  The congregation should also give the circuit visitor or vice president an honorarium if they are asked to preach for the installation.

Note:	Unless the constitution specifies otherwise, the call committee normally would be made up of the chairman, secretary, and board of elders.  If the congregation operates a Christian day school, the principal or his/her representative should also be included on the call committee.
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Supporting Materials
Nomination Form

9.3.8	CONGREGATIONAL SELF STUDY

	Date prepared:	___________________

I.	For the Record

	Name and Location of Congregation:	________________________________________________
	________________________________________________
	________________________________________________
	E-mail Address: 	________________________________________________
	Website:	________________________________________________
	Social Media Address:	________________________________________________

	Circuit Counselor:	________________________________________________
	Address:	________________________________________________
	Phone:	________________________________________________
	E-mail Address:	________________________________________________
	Social Media Address:	________________________________________________

	Vacancy Pastor:	________________________________________________
	Address:	________________________________________________
	Phone:	________________________________________________
	E-mail Address:	________________________________________________
	Social Media Address:	________________________________________________
	Date when pastoral vacancy began:	________________________________________________
Who is the “official contact person” in the congregation?
	Name:	__________________________________________________________
	Address:	__________________________________________________________
	Phone:	__________________________________________________________
	E-mail Address:	__________________________________________________________
	Social Media Address:	__________________________________________________________
[bookmark: _GoBack]
II.	Statistical Information

	Present	3 years ago	10 years ago
			
	Communicant membership:	__________	__________	__________

	Baptized membership:	__________	__________	__________

	Average worship 
	service attendance:	__________	__________	__________

	Sunday School enrollment:	__________	__________	__________

	Average Sunday School 
	attendance:	__________	__________	__________

	Bible classes (combined
	average weekly attendance)

      	Adult Bible classes:	__________	__________	__________

      	Youth Bible classes:	__________	__________	__________

	Total congregational budget:	__________	__________	__________

	Synod/District mission 
	offerings:	__________	__________	__________

	Average per communicant
	giving for all purposes:	__________	__________	__________

	Designated mission giving	__________	__________	__________
   
	Age profile of the membership 


III.	General Information

	How long did the previous pastor serve?	____________________________________________
	Average length of ministry of the last 3 pastors?	______________________________________
	Ministry Staffing 
	____	Sole Pastor
	____	Senior Pastor
	____	Associate pastor(s)
	____ 	Assistant pastor(s)
	____	Deaconess(es) 
	____	Director(s) of Christian Education
	____	Director(s) of Christian Outreach
	____	Director(s) of Parish Music 
	____	Family life Minister(s)
	____	Business Manager
	____	School Principal 
	____	School Faculty Members 
	____	Preschool Director
	____	Preschool Teacher(s)
	____ 	Day Care Director
	____	Day Care Staff Member(s) 
	____	Custodial Staff Member(s) 
	Describe other ministry staff	______________________________________________________
	Church support staff	____________________________________________________________
	School support staff	____________________________________________________________
	Other support staff	_____________________________________________________________
	Community Description 
	Would you describe your community as: 
	 _____ growing;     _____ declining;     _____ stable;      _____ changing 
	If changing, describe the change(s) 
	__________________________________________________________________________
The people of our community can be best described as (check all that apply, * the largest)

	_____	Retirees
	_____	Empty nesters
	_____	Families with school age children
	_____	Families with very young children
	_____	Single parent families
	_____	Single adults

Describe ethnic groups in your community/rural area



Describe socio-economic groups in your community/rural area



Does the membership of your congregation reflect the ethnic and socio-economic groups 	of your community/rural area?


	
What are the major occupations of your membership?



Have you conducted an LCEF demographic study in the last three years and had it interpreted? 



IV.	Christian Education 
	Vacation Bible School
	Do you conduct a Vacation Bible School? _____  Most recent enrollment _____

	Members? _____   Other Christians?  _____  No Church Affiliation? _____

	Follow up process for evangelism prospects?	_____________________________________

		__________________________________________________________________________
            
	Pastoral role in VBS?	________________________________________________________

		__________________________________________________________________________

	Sunday School 

	Are special qualifications or training sessions required for Sunday School teachers?	______

	Pastoral role with Sunday School?	______________________________________________

	Preschool

	Do you offer a Preschool? _____  Most recent enrollment? _____

             	Members? _____  Other Christians? _____  No Church Affiliation? _____

             	Follow up process for evangelism prospects?	_____________________________________

		__________________________________________________________________________

             	

	Pastoral role in Preschool?	____________________________________________________
	
		__________________________________________________________________________

	Daycare

	Do you offer a Daycare? _____  Most recent enrollment? _____

             	Members? _____  Other Christians? _____  No Church Affiliation? ____

          	Follow up process for evangelism prospects?	______________________________________

		__________________________________________________________________________

             	Pastoral role in Daycare?	_____________________________________________________

		__________________________________________________________________________
	
	Lutheran School

	Do you operate a Lutheran School? _____  Most recent enrollment?_____

             	Members? _____  Other Christians? _____  No Church Affiliation? _____

            	Follow up process for evangelism prospects?	_____________________________________

		__________________________________________________________________________

             	Pastoral role in the Lutheran School? 	____________________________________________

		__________________________________________________________________________

	Bible Studies

	Besides the pastor, are others involved in teaching adult Bible classes? _____  

	If so, are special qualifications or training sessions required? _____

	How many Bible studies? _____

	Participation numbers in Bible study? _____ 

	Pastoral role with Bible studies? 	________________________________________________

		__________________________________________________________________________

	How are elders regularly involved in Bible study?	__________________________________

		__________________________________________________________________________

V.	Worship Practices 
	Hymnals used by the congregation?	_______________________________________________

		_____________________________________________________________________________
 
	Other worship services	__________________________________________________________

		_____________________________________________________________________________

	Other instrumentation utilized in worship	____________________________________________

		_____________________________________________________________________________

	Organ? _____

	Praise band ensembles? _____ 		

	Pastoral role expected in praise band?	_______________________________________________

	Projection screens for worship? _____

	Is the pastor expected to chant? _____

Are children’s sermons regularly offered? _____  By Pastor? _____ By others? _____

	Expected pastoral role in preparing worship?	_________________________________________

		_____________________________________________________________________________


VI.	Outreach 
	Does the congregation have a regular outreach program? _____

	If so, how many members are involved? _____  

	Is a particular outreach “method” used? _____

	If yes, describe it here:	_______________________________________________________

		__________________________________________________________________________  

	If not, do you feel a regular evangelism program is needed or desired? _____

	Why or why not? 	____________________________________________________________

		__________________________________________________________________________ 
	
	Pastoral role in outreach?	_____________________________________________________

		__________________________________________________________________________

	Community Engagement 

	What are the pressing needs of your community or communities?	_____________________
	
		__________________________________________________________________________

	With what community groups is the congregation involved?	__________________________
 
		__________________________________________________________________________

	Community service projects?	__________________________________________________

		__________________________________________________________________________

	Expected pastoral role(s) in community?	_________________________________________

		__________________________________________________________________________


VII.	Congregational Growth or Decline
	How many people were brought into the congregation during the past year? _____ 

	By adult confirmation or baptism? ____  By profession of faith? ____ By transfer? _____

	How many people were removed from the congregation during the past year? _____ 

	By removal? _____  By transfer? _____  By death? _____

	Your average worship church attendance is _____% of your total baptized membership. 

	What percentage of the membership communed at least once during the past year?  _____%


VIII.	Christian Stewardship
	What type of Stewardship education/ program do you use?

	____	Every Member Visit
	____	Cottage (group) meetings
	____	Personal interviews
	____	Commitments made during the church service
	____	A variety of programs
	____	No specific program


	Expected pastoral role in stewardship	_______________________________________________

	______________________________________________________________________________

	What percent of your members make a regular financial pledge? _____%

	Do offerings for District/Synod work come from:

	____	A regular percent of total offerings

	____	A fixed budget amount

	____	Separate mission offering envelopes

	____	Mission festival or other special mission Sundays

	Other offerings for work at large?	__________________________________________________

	List local community missions	____________________________________________________

		______________________________________________________________________________

	List adopted missionaries	_______________________________________________________

		______________________________________________________________________________

	List international mission projects	__________________________________________________

		______________________________________________________________________________

	Mission trips?	_________________________________________________________________

		_____________________________________________________________________________

	Expected pastoral role with missions?	______________________________________________

		_____________________________________________________________________________


IX.	Youth Ministry
	Do you have a youth ministry? _____ 

	If so, how many youth are involved (average)? _____

	Middle school youth? _____

	High school youth? ______

	Igh High 
What percent of eligible youth is this? ____%
         
	Is Bible study a regular part of the youth ministry? _____
          
	Expected pastoral role in youth ministry?	____________________________________________

		_____________________________________________________________________________


X.	Congregational Governance 
	What kind of administrative structure do you use?  

	Voters’ assembly and boards? _____

	Policy-based governance? _____

	Other (Describe)? 	____________________________________________________________

	Do female members of the congregation vote? _____

	Which, if any, offices or committee memberships can be held by women?	__________________

		_____________________________________________________________________________
	
	How does your congregation evaluate its ministry? 	____________________________________

		_____________________________________________________________________________

	How often?	________________________________________________________________

	How does your congregation evaluate the staff’s performance?	___________________________

	_____________________________________________________________________________

	How often?	________________________________________________________________

	Which of the following best describes the approach your congregation takes toward leadership, planning, and oversight of the congregational ministry? (Check all that apply)

	_____	constitution-driven	_____	policy-driven	_____	board-driven

	_____	staff-driven	_____ 	pastor-driven	_____	consensus/ collaborative

	_____	leadership developed strategic plan	_____	influential family (ies)


XI.	If Congregation is Part of a Multiple-Congregation Parish

	How long have you been in a multiple parish arrangement? _____

	Do you have a written multi-congregation parish agreement? _____
	
	How many miles between the congregations? 	_________________________________________

	What parish activities are conducted on a joint basis?	__________________________________

		_____________________________________________________________________________  

	What more could be done jointly?	__________________________________________________  

	In what areas?	______________________________________________________________  

	Is there an inter-parish council or committee that meets regularly? _____	

	Any particular problems in the multiple parish arrangement? 	____________________________  

	On what basis are pastoral compensation, benefits, housing and other financial matters determined?  (By percentage, dollar amount, or other?)	______________________________		 


XII.	Pastor’s Compensation

	Do you conduct an annual evaluation of the pastor’s ministry? ____
	
	Do you follow the salary guidelines provided by the District? _____

	Is your pastor’s salary _____ above; _____ below; or _____ equal to the guidelines figure?

	Is the pastor’s salary regularly reviewed?  _____  By whom? 	__________________________

	Amount of car allowance: __________

	Do you furnish:	Parsonage	_____
		Utilities	_____
		Housing allowance	_____	(amount?  __________)
		Housing equity allowance	_____	(amount?  __________)
		The Church’s Plan	_____
		Concordia Health Plan	_____		
		Disability and Survivor Plan	_____
		Retirement and Survivor Plan	_____
		Allowance for Cont. Ed.	_____	(amount?  __________)
		Pastoral conference expenses	_____

	If a parsonage is furnished:
	
	How many bedrooms? _____  

	What size family can the parsonage comfortably accommodate?	____________________  

	Are any appliances furnished? _____
	
	What are the arrangements for day(s) off and vacation?	________________________________
  
		_____________________________________________________________________________

	Is the study/office provided in the church or in the parsonage?	_________________________

	Do you conduct a regular inspection of the parsonage? _____

	Do you permit pets in the parsonage? _____


XIII.	Congregational Goals

	How would you summarize the purpose for which your congregation exists?


  

	What opportunities is God opening for the congregation to explore?
	



	List at least 3 areas in which you feel the congregation is strong (things the congregation does well by God’s blessing).
  



	Are there any new things God wants your congregation to be doing which it is not doing now?
	


	
	What things the congregation is now doing do you believe God is calling to be done better?  




	What are two things that you believe your congregation needs more than anything else right now, to be most effective?  


	 

XIV.	Pastoral Expectations

	We recognize that the following may be very difficult to do, but we hope it will be helpful to you.  Please try to rank the following pastoral functions, traits, and abilities according to what you feel is the order of importance for your parish.  A list of explanations for each category is appended to assist you.  Please rate each item with a number from 1 to 10, with a 1 rating meaning “of no importance,” and a 10 rating meaning of utmost importance.

	____	Tact	____	Singles ministry
	____	Patience	____	Older adult ministry
	____	Cooperation	____	Family ministry
	____	Initiative	____	Ministry to inactives
	____	Administration	____	Small group ministries
	____	Leadership	____	Assimilation of new members
	____	Innovation	____	Lay leadership development
	____	Creativity	____	Personal witnessing
	____	People Skills	____	Counseling
	____	Community involvement	____	Preaching content
	____	Personal grooming	____	Preaching delivery
	____	Participation in continuing ed.	____	Teaching ability
	____	Conference participation	____	Worship
	____	Use of computer  	____	Stewardship
	____	Use of social media	____ 	Sick & shut-in visitation
	____ 	Children’s ministry	____ 	Outreach visitation 
	____ 	Youth ministry	____ 	Home visitation 
	____ 	Singles’ ministry		
	
	What do you believe are the most important personal qualities for a pastor to have?  




	What things do you think are most necessary for maintaining good relationships between pastor and people?  




	Do you believe that the congregation is sensitive to the pastor’s need for “private time?”  (For prayer, study, family, recreation.) 




PROFILE DEFINITIONS

TACT:  Speaks and acts in a manner to maintain good relations with people, and works at not intentionally giving offense.  Works to deepen good relations with all people, and loves people as redeemed souls in the blood of Jesus Christ.  Is careful and sensitive in regard to what he says and does in order not to impede the proclamation of the true word of God.

PATIENCE:  Bears the burdens of the ministry without complaining, gives people the benefit of the doubt and is a good model of putting the best construction on what people say and do.  Is not hasty or impetuous in his actions and decisions.  Exhibits the Scriptural virtue of “longsuffering.”

COOPERATION:  Cooperates with the people as the Priesthood of Believers, seeks to work in concert with the leaders of the congregation.  Is a team player, and makes a conscious effort to maintain a good working relationship with all the people of the parish, being particularly sensitive to local traditions, practices and concerns.

INITIATIVE:  Works at being a good leader, is a self-starter and energetic and faithful in his work.  Can be depended on to do his work well and without constant supervision.

ADMINISTRATION:  Exhibits good leadership and management skills.  Works well with boards and committees of the congregation so that the work of the church is faithfully carried out in an efficient, orderly, evangelical, and doctrinally sound way.  Works at equipping people in the parish for their tasks and takes the time to properly inform and train them for their duties.  Evangelically calls people responsible for various tasks to be accountable for those tasks.  Maintains parish records in a responsible manner, and completes reports in good order and in a timely fashion.  Supervises staff in an efficient, caring, and responsible manner.

LEADERSHIP:  Keeps before the people of the congregation a vision of where they are to be going and what they are to be doing.  Has a good understanding of the mission of the church and the priorities necessary to accomplish that mission.   Encourages the support and participation of the people in the work to be done without being dictatorial.

INNOVATION:  Being faithful to the Scripture, he brings ideas and advice to matters which the congregation is addressing, or needs to address. Will examine or try new ideas, methods or devices.

CREATIVITY:  Is imaginative, and able to affect a course of action or behavior with new techniques or approaches.

PEOPLE SKILLS:  Successfully works hard at getting along with all people, has a pleasing personality, and is sensitive, pleasant, and empathetic. Is well regarded by his people and peers.

COMMUNITY INVOLVEMENT:  Is engaged with the community in ways that he is able to help and assist, and is visible and known in and by the community.  Is sensitive and responsive to the needs of those outside the congregation. 

PERSONAL GROOMING:  Is clean and well appearing and dresses in a way that does not offend nor draw undo attention to himself.  His appearance is consistent with his position, and does not reflect poorly on his congregation.

PARTICIPATION IN CONTINUING EDUCATION:  Is willing to continue studying and learning in order to remain well informed and well trained in his Calling.

CONFERENCE PARTICIPATION:  Is faithful in attending pastor’s conferences, and takes an active role in such conferences, convocations, and the like.

USE OF COMPUTER:  Is familiar with computers and is able to use them competently and appropriately in his pastoral ministry and in service to his congregation.

USE OF SOCIAL MEDIA:  Is familiar with various social media venues and is able to utilize them appropriately for his pastoral ministry and in service of the congregation. 

CHILDREN’S MINISTRY:  Relates well to children, and communicates successfully with them.  Has a high regard for the Sunday School, Vacation Bible School, and other children’s ministries in the congregation.

YOUTH MINISTRY:  Has an interest in and skill for working with young people. Understands that young people are also the church and works to equip them with God’s word, saving faith, and the ability to live the Christian life.  Is patient with youth, and understands the special challenges that they face.

YOUNG ADULT MINISTRY:  Works well with this age group (18 – 30), and is sensitive to their special perspective on things and the needs in their lives.

SINGLES MINISTRY:  Is comfortable and able to work with single adults and is sensitive to their special challenges and circumstances in the world.  He understands that they do not at times fit into social structure that caters to couples and families.

OLDER ADULT MINISTRY:  Has an interest in and skill for working with older adults.  Is sensitive to their needs, willing to listen to their concerns, and gentle and patient with them in their weaknesses.  Is faithful and conscientious in providing Word and Sacrament ministry to the shut-ins.

FAMILY MINISTRY:  Is sensitive to the needs of families, is helpful in bringing Biblical truth to bear on such issues as parenting, discipline in the family, and special issues arising in single parent families.

MINISTRY TO INACTIVES:  Is concerned about members who are not active in the parish, visits in their homes, and works at bringing the back into the active life and service of the congregation.

SMALL GROUP MINISTRIES:  Works well with small groups, such as Bible study groups, peer groups, special interest groups, and the like.  He understands small group dynamics, and can identify and train small group leaders.

ASSIMILATION OF NEW MEMBERS:  Is good at nurturing new members and helping them feel at home in the congregation.  He assists the new members in becoming active and contributing members of the parish.  He is sensitive to the special needs of people who are new to a congregation.

LAY LEADERSHIP DEVELOPMENT:  Is capable to identifying people with good leadership qualities and then training and encouraging these people to assume leadership roles in the parish.  Works at equipping people to carry out duties and responsibilities in the congregation.
	  
PERSONAL WITNESSING:  Has a genuine concern for the lost, and conveys that concern to the people of the parish.  Makes evangelism calls and encourages and trains the congregation to do the same.  Maintains his personal life so that he is an example of good witness to the Gospel of Jesus Christ.

COUNSELING:  Open and assessable as a pastoral counselor to God’s people with God’s word, but clearly understands his limits in terms of needs outside of the spiritual realm.  Knows when he can help, and when he should refer to others.  Carefully keeps all information in regard to counseling confidential.  Is a good listener, is not judgmental, and uses God’s word appropriately.

PREACHING CONTENT:  Understands that preaching is more than a presentation of Biblical narrative and Confessional soundness, but must communicate and proclaim Law and Gospel.  Knows that preaching which edifices is presenting Law and Gospel in such a way that even a child can understand it.  Makes the Gospel prominent in preaching, but preaches the whole word of God with faithfulness. Makes clear application of the word of God to lives of the people of the congregation.  Is faithful to the Scripture and Confessions in his sermons.

PREACHING DELIVERY:  Preaches in a manner that makes the sermon interesting and understandable.  Preaches with confidence and with a passion for the word of God and for the people that God has placed in his care.  Preaches in an engaging manner using good communication skills, and makes good use of illustrations. 

TEACHING ABILITY:  Understands that teaching is more than lecturing, and uses methods appropriate to his hearers, whether children or adults.  Works to present material so that people grow in knowledge, attitude, and skill in regard to the Christian faith and life.  Works to train teachers in the parish so that others in Sunday School classes or Bible classes may assist him in his work of teaching God’s word in the congregation.

WORSHIP:  Understands nature of worship and leads the congregation in worship on a regular basis, and in appropriate manner and form.  Carefully prepares for each worship service, and leads the congregation in understanding that in true Christian worship, that God is present in His Word and Sacraments and through these means of grace is delivering to His people the gifts that He has for them in Jesus Christ.  He teaches and encourages the people to attend the worship services in God’s House faithfully, and works hard to make each service spiritually rich and nourishing.  

STEWARDSHIP:  Teaches God’s people the Biblical principles of Christian stewardship, and models that in his own life.  Works to help the people understand and practice what it means to be a disciple of Jesus Christ.

VISITING:  Understands that personal contact with members of the congregation and prospective members is very important.  Makes visits to the homes of the people of the congregation, and also maintains a posture of availability to members who want to come and visit with him.  Reaches out to people and is assessable to all, and is sensitive to the needs of the sick and shut-in.  Gives high priority to individual soul care.
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9.3.9	CONGREGATIONAL CHECKLIST

(This Congregational Checklist has been created to assist the district president and the person called in understanding the character of the calling congregation. The information provided will assist also in the development of a call list for the congregation or the assignment of a seminary graduate. Your open and honest responses will be of great assistance. Not every item might apply to your situation. Therefore, please check all of those items that do apply to your situation.)

Acolytes
_____	Male acolytes
_____	Female acolytes

Attitude Toward Weddings/Funerals of the Unchurched
_____	Determined on a case by case basis
_____	Absolutely will not consider performing
_____	Readily accepts
_____	Other (please explain: _____________________________________________)

Baptism
_____	Administered as soon as possible after birth
_____	Administered on Easter only
_____	Other (please explain: _____________________________________________)

Bible Studies
_____	Led by the pastor only
_____	Led by other males
_____	Led by females

Change Within the Congregation
_____	Open to dialog with district president/circuit visitor on issues involving the congregation's practices which he views to be in conflict with the Scriptures/the Confessions/his conscience before confronting the issue

Children's Sermons
_____	Conducted regularly
_____	Conducted occasionally

Christian Day School
_____	Supportive
_____	Experienced in working with
_____	Desires
_____	Enthusiastic about
_____	Willing to accept

Church Office (Location of)
_____	Church
_____	Parsonage
_____	In both church and parsonage



Congregational Setting
_____	Isolated rural
_____	Open rural
_____	Rural
_____	Multiple parish
_____	Small town/city
_____	Suburban
_____	Urban

Housing
_____	Provide parsonage (number of bedrooms: _____)
_____	Pastor must purchase his own home

Lectors
_____	Elders serve as lectors
_____	Other males serve as lectors
_____	Females serve as lectors

Lord's Supper
_____	Celebrated once a month
_____	Celebrated bi-weekly
_____	Celebrated weekly
_____	Celebrated in every worship service
_____	Other (please explain:  ___________________________________________) 
_____	Use common cup only
_____	Use individual cup only
_____	Use both common and individual cups
_____	Elders assist in distribution
_____	Females assist in distribution
_____	Accepts and practices the Synod’s position on admission to the Lord’s Supper

Office Equipment Provided
_____	Typewriter
_____	Computer
_____	Word processor
_____	Dot matrix printer
_____	Ink Jet printer
_____	Laser printer
_____	Dictating equipment
_____	Copy machine
_____	Fax machine
_____	Telephone
_____	Cell phone
_____	Desk
	
Office Secretary
_____	Full-time
_____	Part-time
_____	As needed


_____	Paid
_____	Volunteer

_____	Has regular hours
_____	Types the bulletin/newsletter only

Pastoral Approach
_____	Desires that the pastor be willing to discuss/teach/educate with much patience and care before making changes.

Public Address (PA) System
_____	Yes
_____	No

Role of Women Suffrage
_____	Accepts and practices the Synod’s position
_____	May vote on limited issues (Please explain:___________________________________)

Positions of Leadership - May serve as:
_____	Chairman of the congregation
_____	Vice-chairman of the congregation
_____	Elder
_____	Chairman of boards
_____	Board member

Team Ministry
_____	Needs
_____	Desires
_____	Tolerates
_____	Wants

Worship Liturgical Practices
_____	Traditional only
_____	Traditional and occasional contemporary
_____	Majority contemporary
_____	Highly liturgical
_____	Chanting
_____	Present practice
_____	Desired
_____	Not an issue
_____	No way

Hymnal
_____	The Lutheran Hymnal only
_____	The Lutheran Hymnal and Lutheran Worship
_____	Lutheran Worship only
_____	Lutheran Book of Worship
_____	Lutheran Service Book
_____	Other (please explain: _____________________________________________ )
	

Ushers
_____	Male ushers
_____	Female ushers
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9.3.10	NOMINATION FORM

Nomination of Pastor for Consideration by _____________________ Lutheran Church, [Location] for the Office of Pastor

(_________________ District, The Lutheran Church—Missouri Synod)

(Members of the congregation who wish to suggest names of pastors to be considered for our call list are asked to complete this form. When it is completed, please give it to an elder or to the chairman of the call committee. It will be forwarded to District President _____________________.  Please include your name at the bottom of the form; otherwise it cannot be recognized as valid.)

1.	Having carefully and prayerfully considered the pastoral needs of our congregation, I wish to nominate the following pastor as a candidate to be considered for a call to our church:

       Name:  (Please print):	____________________________________________________________________

       Address:	______________________________________________________________________________

(Please check The Lutheran Annual for the correct spelling and address!)

2.	I believe this pastor will be good for our congregation for the following reasons:

    	 ______________________________________________________________________________________

     	______________________________________________________________________________________

3.    Please state whether you know him personally, where, and for how long a time.
      
     	______________________________________________________________________________________

     	______________________________________________________________________________________

4.	If you do not know him personally, state the source of your information, or the basis on which you are making your nomination:

     	______________________________________________________________________________________

    	 ______________________________________________________________________________________

Jesus said to His disciples, "The harvest is plentiful, but the laborers are few.
Pray therefore the Lord of the harvest to send out laborers into His harvest."  (Matthew 9:3738)

We are praying that God will give our congregation another faithful pastor.

Name of person making nomination (Please print):	________________________________________________

I am a member of ________________________________________________________________congregation

of____________________________________________(city), ______________________(state) 	___________

(Thank you, from President _______________________, _________________ District, LCMS)


9.3.11  CALL DOCUMENT FOR ORDAINED MINISTERS – VERSION 4.5

Call documents are to be filled out on the computer and then printed. These documents can be accessed at: http://calls.cph.org. You may obtain the username and password (case sensitive) from your district office.
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9.4	CALLING A SEMINARY GRADUATE

9.4.1	THE SEMINARY PLACEMENT PROCESS

A meeting between the Placement Committee of the Council of Presidents and the Seminary Placement Directors identified the following issues and resulted in the following plan to address them. 

The Issues

How the VEI's are used in light of the cutting of the two part time Pastor Education positions at the seminaries. 

The increase of "one candidate" exclusive Calls and the how they inhibit the full selection possibilities of the Candidate pool.

The Placement Committees desire to be consistent with our historic practice and understanding regarding the first Call placement procedures.

The Placement Committees desire to get the most up-to-date and complete information concerning the Candidates into the hands of the Council of Presidents as early as possible.

The Placement Committee desires to make available more interaction opportunities between the individual District Presidents and the Seminaries' Placement Officers.

The Placement Committees desire to support and strengthen the role of the individual District President concerning the Candidates with the Seminaries and the Calling Congregations.

The Plan

The Placement Committee respectfully requests Council of Presidents consensus on the following procedures:

By January 14th The Seminaries will provide the SETs and VEIs for all Candidates to every District President.

On the first day of the February COP meeting up to 2 hours will be dedicated to the Seminary Placement Officers to provide a general overview of potential Candidates. This overview will include Candidates desiring placement as Assistant, Associate, worker-priests, or church planter Calls; Candidates with special gifts in music, langue, worship, youth and other ministries; Candidates with special family, location, medical, physical and other needs.  

During the same February COP meeting, both Placement Officers will make themselves available over a 2 days period, to explore potential Candidates for placement in their District. It is to be understood that all appointments will include the Placement Officers of both Seminaries. Upon request of a District President each officer may provide up to 3 candidates for each potential call.

The District President is permitted and encouraged to interview these Candidates to determine suitability for the specific Call. Should the suggested Candidates be determined unsuitable by the District President additional names may be requested from the Seminaries' Placement Officers. The District President is free to share from his pool of candidates, information about those candidates with calling congregations. Any congregation may interview candidates from their District Presidents pool with the permission of the District President. It is the hope of the Placement Committee that interviews by the District President will increase his awareness of Candidates from both Seminaries, and will decrease the need for individual Parishes to request Candidate interviews. 

Secondary interview should include the smallest reasonable number of interviewers {most often in Assistant or Associate positions, simply the "other" Pastor(s)}; and that it be encouraged that these interviews be conducted using good stewardship principles, for example, phone interviews or SKYPE interviews, rather than a whole committee be transported to the Seminary. 

Whenever the District President or the Congregation prayerfully determines desirable candidates for a call, they may submit no less than (3) potential Candidates in the Placement request. These Candidates may be prioritized in order of preference. 

Under only the following circumstances, will a one or two candidate exclusive request be considered by the Placement Committee: Assistant, Associate, Worker-Priests, or Mission Planter Calls. Mission Planter Candidates must complete the CPAC Assessment, with the costs normally borne by the requesting District. In addition, because of the special nature of a particular call, a District President may present one additional exclusive request each year.

Even with exclusive Calls and prioritized Candidate list Calls, The Placement Committee cannot guarantee any placement request but pledges to endeavor to honor all requests as they prayerfully slot the "best fit" for all assignments.

All potential Candidate interviews will be conducted after the February COP meeting and be completed by April 1st. 

Communication between individual District Presidents and both Seminaries' Placement Officers is encouraged in regard to specific qualifications of Candidates and the special needs of the Calling entities. 

The Placement Committee believes that these procedures will enhance the position of the District President, who has the clearest understanding of the needs of his congregations, by increasing his knowledge and awareness of the Candidates, and by giving him the tools to assisting the Parish in receiving the best-fit Candidate.
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9.4.2	GUIDELINES - PARTNER AND OTHER CHURCH BODY CANDIDATE CALLS

Recent interest in calling LCMS seminary graduates by partner (and other) church bodies offers a welcome opportunity for the LCMS to strengthen partnerships and relationships. The following guidelines are intended to provide an orderly process, applicable to all partner church bodies of the LCMS, with application to other non-partner church bodies as appropriate:

Partner (and other) church bodies interested in extending calls to graduates of LCMS seminaries will make such interest known to the President of the LCMS through their church body leader no later than October 1 of each academic year. The President will involve himself as he deems necessary and notify the placement officers of the Synod’s seminaries and the chairman of the Placement Committee of the Synod’s Council of Presidents.

By public announcement, seminary placement officers will make students beginning their final year of study aware of possible partner (and other) church body interest in calling graduates and invite students to make any interest in such opportunity known.

Seminary placement officers will provide opportunity for students to obtain and discuss general information regarding likely ramifications of accepting calls from partner (or other) church bodies, such information to include call and ordination expectations, cross-cultural ministry challenges, length-of-service requirements, polity considerations, potential citizenship issues, standard of living and health care concerns, insurance and worker benefit consequences, and LCMS roster implications.[footnoteRef:6]  [6: ] 


At the end of the calendar year a list of students who remain interested will be developed and shared by seminary placement officers in the event that calls materialize from partner (or other) church bodies.

Calls originating from partner (or other) church bodies will be received by the Office of the LCMS President until the end of the calendar year, in time for the beginning of formal spring placement efforts by the seminaries and the LCMS Council of Presidents’ Placement Committee. Call documents must be accompanied by a letter of support from the partner (or other) church body leader, including specific information regarding length-of-service requirements, salary and worker benefit offerings, housing availability, any unique circumstances of the call, and church polity information.[footnoteRef:7]** The LCMS President will involve himself as necessary. [7: ] 


Seminary placement officers will discuss available calls with interested students, giving particular consideration to call and ordination details, length of service expectations, salary and worker benefit offerings, spouse work opportunities, housing prospects, insurance and pension ramifications, citizenship issues, and future LCMS roster consequences. Opportunity will be provided for direct communication with the calling entity as desired and feasible.

Graduates who make themselves available for calls submitted from partner (or other) church bodies and any calls originating from partner (or other) church bodies will be included in the deliberations of the Placement Committee of the Council of Presidents. Graduates will continue to be included in the seminaries’ certification process.

Because calls from partner (or other) church bodies will originate in those church bodies and since a graduate accepting such a call will be rostered solely by the partner (or other) church body, the ordination, installation, and subsequent ecclesiastical supervision of the candidate will be the responsibility of the partner (or other) church body. The LCMS will recognize and cooperate with such ordinations to the fullest extent possible. The President of the LCMS will be kept informed of ordination arrangements.

Pastors who have accepted calls from a partner (or other) church bodies may return to the LCMS. The request to do so is to be made through the Office of the LCMS President. The LCMS President will consult with his counterpart in the partner (or other) church body as appropriate. If such a request is received within six years of the pastor’s initial certification of eligibility to receive a call, this initial certification may be recognized. If such request is received after six years from the pastor’s initial certification, the Colloquy Committee for the Pastoral Ministry shall interview the pastor in order to establish his certification and eligibility to receive a call to serve on the clergy roster of the LCMS.

If a pastor rostered by a partner church body receives a call from an LCMS calling entity, existing agreements governing movement of pastors between partner church bodies will pertain. If rostered by a partner church body but not in receipt of a call from an LCMS calling entity, the Placement Committee of the Council of Presidents will facilitate an initial call upon approval of the LCMS President.

If a pastor is rostered by a non-partner church body, the LCMS placement process will be made available for an initial call onto the roster of the Synod. In such case, the LCMS seminaries’ certification of candidates accepting calls from partner (or other) church bodies may be regarded as current for a period of up to six years following graduation, pending approval of the President of the Synod.
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9.4.3	CHECKLIST FOR CONGREGATIONS CALLING A SEMINARY GRADUATE


_____	Consider the calling of a seminary graduate following a study of the Holy Scriptures and fervent prayer.

_____	Complete the Congregational Self-study or a ministry evaluation and the Congregational Checklist.

_____	Develop an appropriate ministry description based on the Congregational Self-study or a ministry evaluation.

_____	Consult the congregation’s constitution and bylaws for information on extending a call and any procedures that need to be followed in doing so.

_____	Give appropriate notice calling for a meeting of the voters’ assembly to extend the call.

_____	Vote on extending a call through the Board of Assignments for a seminary graduate. If the required vote is received, request that the vote be made unanimous.

_____	Decide on any other matters pertaining to the calling of a seminary graduate (e.g., salary and benefits (consult the district’s suggested compensation guidelines), housing, moving, support for the graduate’s involvement in the PALS program, etc.).

_____	Complete the Call Document for Ordained Ministers (Diploma of Vocation, Supplement to the Diploma of Vocation, Compensation Information, Additional Congregational Information, Summary of a Call Extended to a Seminary Graduate, and Summary of Additional Congregational Information).

_____	Gather together all additional documents (e.g., constitution and bylaws, pictorial directory, sample bulletins, newsletter, etc.) which will be sent to the graduate following the placement service at the seminary.

_____	Forward the completed call document to the district president.
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Supporting Materials
Congregational Self-study
Congregational Checklist
Call Document for Ordained Ministers


9.4.4	CHECKLIST FOR THE DISTRICT PRESIDENT WHEN A CONGREGATION IS CALLING A SEMINARY GRADUATE


_____	District president receives a call document from a congregation desiring to call a seminary graduate.

_____	District president reviews the call document.

_____	District president signs the call document indicating his approval of the provisions outlined in the call document and his support for the placement of a seminary graduate in the congregation.

 _____	District president forwards the signed call document to the Office for Pastoral Education.

_____	Office for Pastoral Education forwards a copy of the call document to the seminary placement directors who begin consideration of the call and possible assignment of a seminary graduate.

_____	The placement committee of the council of presidents, in consultation with the seminary placement directors, makes a preliminary assignment.

_____	The preliminary assignment is reviewed with the receiving district president and finalized.

_____	The council of presidents, serving as the Board of Assignments, upon recommendation of the placement committee, assigns the seminary graduate.

_____	The call document is delivered to the candidate within the context of the respective seminary’s call service.

_____	District president informs the congregation whether or not a placement has been made in response to the congregation’s call.

_____	District president provides the seminary graduate with a seminary graduate packet which contains all of the necessary information and forms to facilitate his ordination, installation, and placement on the roster of ordained ministers.
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Supporting Materials
Call Document for Ordained Ministers


9.4.5	MEMORANDUM TO CONGREGATIONS CALLING A SEMINARY GRADUATE

To:	Congregations Calling a Seminary Graduate

From:	___________________________, President

Re:	Helpful Suggestions
_________________________________________________________________________________

The purpose of this memorandum is to clarify the process for congregations which have decided to place a call to a seminary graduate.  If the following guidelines are followed, the process will be less confusing and accomplished in a timely manner.

Plan ahead!  Make every attempt to gather all of the information needed for the process 6-8 weeks before the deadline.  All completed documents being submitted for spring placement are to be submitted to the district office by (February 1) for review by the district president and his administrative assistant.  If changes/corrections need to be made, that will only delay the delivery of your documents to the placement committee, which may ultimately affect your request for a graduate.

Use the current version of the call document software.  The current version of the software for calling a seminary graduate (i.e., Call Document for Ordained Ministers) is Version 4.5.  You need to use this version if you are calling a seminary graduate.

If you have a previous version of the call document software on your computer, you will need to uninstall it before attempting to download and install the current version (Version 4.5).  To uninstall the software from a Windows-based computer, go to the ‘Start’ key in the lower left hand corner of your desktop screen, then click on Programs/COP/Call Document Ordained/Uninstall.  To uninstall the software from a Macintosh-based computer, drag the call document folder to the trash.  When you have completed this step, you may proceed to download the current version of the software from the following web site:

Call Document for Ordained Ministers - http://calls.cph.org

(Please note that the following required user name and password are case sensitive)

User name: _______________
Password: ________________

Please print out the instructions and read them completely before beginning to fill out the call document.  This will save time in the long run, as fewer mistakes will be made and there will be less likelihood of having to redo sections of the completed document.  Please note the directive on page 22, “When calling a Seminary graduate…”.  Submit only the original, signed document including the Diploma of Vocation (printed on parchment paper).  We will make the necessary copies.

Please call the District Office (XXX-XXX-XXXX) to notify my Administrative Assistant, ___________________________, of the name and contact information of the individual(s) who will be responsible for the following items relative to your calling of a seminary graduate:

Handle all communication with the district president’s office regarding the call document.
Do the actual data entry in the computer software.

Send a draft copy of your call document, via fax or e-mail, for review prior to securing the signatures on the final copy.  Make every effort to fill out the call document completely, using the instruction pages as your guide.  Make a list of questions you have as they arise, then call the district office to work through those questions so that all items can be addressed at one time.  Once your questions/issues have been answered, please submit the final, signed copy of your call document.  

Please note:  You must use parchment paper supplied by the district president (or purchased from an office supply store) for printing the Diploma of Vocation.  If the Diploma of Vocation is not printed on parchment paper, it will be returned to you.  If you need a supply of parchment paper, please contact my Administrative Assistant, _______________________, at _______________.  Your final documents must be complete, neat and professional-looking.

7.	Helpful points to remember
Do not enter a candidate’s name on the Diploma of Vocation.
If you are requesting that a specific graduate be assigned to your congregation, include this information in a cover letter addressed to the placement committee.  
In the case of a multi-congregation parish, each congregation must submit information on its congregation (Pages 7-11).
Make sure that page 6 is signed by officers of the congregation.
Do not answer any questions with “To be determined” or “Per District Guidelines.”  All questions must be answered clearly and definitively.
Do not submit any additional information (e.g., constitution and bylaws, pictorial directory, annual report, newsletters, etc.) with your call document.  You may send these items directly to the graduate who is assigned to your congregation.
Please do not fold or staple the original call document.
Remember that there is no guarantee that a request for a seminary graduate will be granted by the Board of Assignments.

Thank you, in advance, for following these guidelines.  If you have any questions, please call _____________________ at _________________.
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Supporting Materials
Parchment paper for printing the Diploma of Vocation

9.4.6	LETTER TO CONGREGATIONS CONSIDERING THE CALLING OF A SEMINARY GRADUATE AS AN ASSISTANT/ASSOCIATE PASTOR


Date



Name of Congregation
Address
City/State/Zip Code

Dear _____________________:

Greetings in the name of our Lord and Savior Jesus Christ!

Thank you for your inquiry into the possibility of calling a pastoral candidate as an assistant/associate pastor from one of our seminary’s upcoming graduating classes.  We are honored by the confidence you place in our seminaries by making this inquiry.  I can assure you that we have many excellent candidates who will be ready to serve the church as pastors. 

The placement officers at both seminaries share a common goal of helping you understand the process and guide you through it, should your congregation choose to call one of our candidates.  They seek to work with you and walk with you in a timely fashion so that you can provide credible and effective leadership to the process.  They recognize that this may be a new experience for you and your congregation, and they promise you timely and forthright communication.

Here are the basic steps to the process:

	1.	Please send the following documents to me:

	A.	“Congregational Profile Sheet” (attached)

	B.	A thumbnail sketch of your congregation.  (Less than a page of information about your ministry including your church’s vision) 

	C.	A ministry description for the position of assistant/associate pastor (including responsibilities and expectations of the candidate in terms of experience and strengths)

After reviewing them I will forward the completed documents to the placement offices of our two LCMS seminaries.  I will include a letter granting you permission to interview candidates from our seminaries.  Only then will you be able to proceed in this process.

	2.	In December or early January the placement officers will contact you identifying four or at most five students from their respective seminaries that they think may be a good fit for your congregation.  They will email the profiles of these students to you.  You may have questions for them, such as why they recommended these candidates.  They welcome any questions you may have.  After reviewing the written profiles, please give them the names of the three or four candidates you chose to interview.  (If you are unable to identify at least three candidates you may ask them for additional profiles.)  

	3.	If you wish to contact the designated candidates for an interview, you may do so by phone, email or through the Seminary’s Educational Technology Center (Skype) as the candidate(s) are not allowed to travel to your site for an interview.  Also we do not allow psychological testing as a part of the candidate analysis. 

	4.	If you desire a face-to-face interview, the administrative assistants, Cathy Whitcomb (STL) and Nancy Raber (FTW), will arrange a date for you and several (three to five) leaders or staff members from your congregation to come to the respective campuses to interview the designated candidates.  These interviews will take place in January and February (no later than February 25). You will interview all the designated candidates on the same day of your visit to their respective campuses, during the times scheduled by the assistants.  All arrangements for travel, shuttle service, and lodging are your responsibility. 

	5.	Following the interviews, please contact both placement officers either by phone or email to provide them with your impressions of the candidates you interviewed and your intentions for future action. 

	6.	Your interview/call committee then presents its recommendation to the congregational voters’ assembly for formal action.  

		You can submit the following types of calls for a seminary candidate: a) exclusive request (this means that your congregation desires only one specific candidate and none other), b) preferred request (you identify your first preference, second preference, etc., of the candidates you interviewed), c) open request (you have no preference regarding the candidates interviewed and will accept any candidate assigned, who may or may not have been interviewed).  Please know that it is okay if your congregation decides not to request any of those you interviewed and does not submit a call.  Please also recognize that submitting an exclusive request significantly increases the risk that you will not be assigned a candidate, so it is wisest to submit either a preferred request or an open request.

	A congregation which limits its designation to one candidate has about a 40% chance of receiving that candidate.
	A congregation which limits its designation to two candidates has about a 70% chance of receiving one of those two candidates.
	A congregation which limits its designation to three candidates has about a 95% chance of receiving one of those three candidates.

	7.	The call is processed through my office, from which you are to secure the proper paperwork.  You must submit the call to the district president’s office no later than (February 28).

As you consider the team ministry in your congregation, we would also encourage you to consider the alternative of a deaconess candidate.  Deaconesses serve in congregations by teaching, visitation, counseling, youth ministries, family ministries and other caring ministries.  Our deaconess candidates have received an M.A. in Deaconess Studies, after completing two years of academic coursework, six quarters of field education, and one year of internship.  If you would like to add a deaconess candidate to your interview schedule, please let me know.

Be assured that if at any time you have any questions, you may contact me at _____________ or at ____________________. I want to make the process as clear and easy as possible for you.  I also want to help you to lead this process in your congregation with confidence. 

May the Lord bless and guide your deliberations on calling a pastor from our seminaries.

Yours in Christ,




__________________________, President
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Supporting Materials
Congregational Profile Sheet

9.4.7	CONGREGATIONAL PROFILE SHEET


Church Name:                                                          Pastor or Circuit Counselor: 
Address:                                                                    City/State/Zip: 
Telephone:                                                  Fax:                                              E-Mail: 

Intended Compensation Package: Salary: _$     __________/year;   District Scale __; 
Parsonage __; Health Care – Family__; Worker Only__.

School:  Y  N  Other special ministries (i.e. Pre-School):
Sunday School:          Youth Program:             Adult Bible Classes:               Older Adult:

Service time(s): 

Baptized Membership:             Communicant Membership:              Average Worship Attendance: 

Worship:
Traditional:  Y  N  (TLH      LW     LSB       )  Blended:  Y  N  Contemporary:  Y  N

Facilities:
For worship:                                                      For education: 
For fellowship                                                   Parsonage? 

Staff:
Pastor(s)              Music Director          Vicar      	DCE             Deaconess           Secretary 
Custodian            Early Childhood        Teachers           DCO            Other 

Inquiry for the position of Sole Pastor        Team Ministry         Deaconess            Other 

If Team Ministry, candidate would have responsibilities for:
Youth Ministry	                               Education Ministry	                                     Small Group Ministry 
Contemporary Worship	     Evangelism/Outreach	                        Family Ministry 
Young Adult/Post-Modern	     Pastoral Care and Counseling                    Human Care 
	Weddings/Funerals                       Worship Planning                                         Other

Special Language/Cultural Concerns? 

Congregational Strengths:



Congregational Weaknesses:




Congregational Mission Opportunities:
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9.4.8	SAMPLE LETTER TO PLACEMENT OFFICERS APPROVING THE INTERVIEWING OF SEMINARY GRADUATES


Date



____________________, Director of Placement
Concordia Seminary
801 Seminary Place
St. Louis, Missouri  63105-3199

____________________, Director of Placement
Concordia Theological Seminary
660 North Clinton Street
Fort Wayne, IN  46825  

Dear Brothers in Christ:

Grace, mercy, and peace be yours through Jesus Christ, our Lord!

This letter will serve to advise you that _______________ Lutheran Church of ____________________, _____, has my permission to interview candidates from the seminary as it seeks to extend a call for an assistant/associate pastor. 

Enclosed you will find the following items relative to the congregation’s desire to interview potential candidates:

	Congregational Profile Sheet
	Ministry Description
	Congregational Checklist (Thumbnail sketch of the congregation)

Once you have reviewed these materials, please send the profiles of potential interviewees to Rev. _____________________ at ___________________ Lutheran Church.

In closing, I would appreciate it if your office would do all you can to assist the congregation’s representatives in this effort.

Cordially, in Christ,


________________________, President

cc:	Rev. ________________________

Enclosures
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9.4.9	GUIDELINES FOR THE INTERVIEWING OF SEMINARY GRADUATES

		Ordinarily only those calling entities that are seeking to call a seminary graduate to a team ministry setting shall be allowed to participate in the interview process.  Exceptions to this guideline (e.g., in the case of specialized ministries) must be approved by the district president, the chairman of the placement committee of the council of presidents, and the director of placement at the appropriate seminary.  The district president will be responsible for contacting the chairman of the placement committee and the director of placement to discuss any potential exceptions to this guideline.

		Those calling entities desiring to interview potential candidates shall make their request to their respective district president.

		If the district president concurs with the request to interview, he will send the congregation the following items:

		Cover letter regarding the interviewing of seminary graduates

		Congregational Profile Sheet 

		The congregation submits the following to the district president:

		Completed Congregational Profile Sheet

		A thumbnail sketch of the congregation (less than one page of information about the vision of the congregation

		A ministry description for the position of assistant/associate pastor including responsibilities and expectations of the candidate in terms of experience and strengths

		After reviewing the documents submitted by the congregation, the district president will forward them to the placement officers of both seminaries with a cover letter granting the congregation permission to interview candidates from the seminaries.

		All arrangements for interviews shall be made through the appropriate placement director.

		The calling congregation is not required to interview candidates from both seminaries and may choose to request interviews at a specific seminary.

		The calling entity may request permission to interview specific candidates of whom they are aware and/or the district president may suggest specific candidates for interview consideration.

		The placement officers are also free, in their discretion and prayerful judgment, to identify potential candidates for the calling entity to interview.

		In December or early January the placement officers will contact the congregation with the names of four or five candidates whom they deem to be good candidates for the congregation’s call.

		Interviews shall be conducted by phone, email, through the Seminary’s Technology Center (Skype), or face-to-face on the seminary campus.  Face-to-face interviews are to be arranged through the office of the appropriate placement officer.  Candidates are not allowed to travel to the congregation for an interview.

		All on-campus interviews are to take place in January and February (no later than February 25th)

		All on-campus interviews are to take place on the same day the congregational representatives visit the respective campuses.

		No psychological testing by the congregation is allowed as part of the candidate analysis.

		No audio or video taping of interviews is allowed.

		Following the interviewing of candidates, the calling entity needs to decide whether to:

		submit an exclusive request for one specific candidate and none other
		submit a preferred request (the calling entity identifies its first preference, second preference, etc.) of the candidates interviewed
		submit an open request (the calling entity has no preference regarding the candidates interviewed and will accept any candidate assigned, who may or may not have been interviewed).
		not submit a Call for a seminary graduate.

		Ordinarily, the entire interview process, which preferably begins in the late fall for spring placement, will be concluded prior to February 1. Interviewing of graduates for fall and winter placement will be completed by the deadline for submitting an application for a graduate at the respective placement.

		The congregation submits the required call document to the appropriate district president no later than February 28th.
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Supporting Materials
Congregational Profile Sheet


9.4.10	INSTRUCTIONS TO CONGREGATIONS IN COMPLETING AND SUBMITTING A CALL DOCUMENT FOR A SEMINARY CANDIDATE 

The Call Document Software

The software to be used in completing the call document can be accessed at:  http://calls.cph.org 

Username (case sensitive):	obtained from your district office 
Password (case sensitive):	obtained from your district office

The software needs to be downloaded and installed on your computer.  It cannot be “run” from CPH’s website.

Please download and follow the instructions which accompany the call document software.

The Call Document

If a preferred candidate is under consideration or special qualifications are requested of a new pastor, a cover letter is to be written stating that preference, and that letter is then included with the call documents.

Diploma of Vocation (This must be printed on parchment paper.) 
“To ________of ______” should be left blank, even if it is a designated call. The seminary will complete this part after the placement is final. Exclusive requests should be noted in a cover letter.
We, “insert:  the congregation of (full church or district name)”
Of “insert city, state – no abbreviations please”
Office of “insert:  pastor, assistant pastor, associate pastor, Specific Ministry Pastor, missionary-at-large”
Additional Congregational Information (In a multi-congregation parish, each congregation should submit its individual information on the information sheets (pages 7-11).

Printing the Call Document

When you have all the information filled in and are ready to print, return to the MAIN MENU and choose the PRINT MENU.  Be certain to choose “Print Entire Call Document.” This will generate all of the pages needed for calling a seminary graduate.  When submitting the call document, include the summary pages.  Please print the first page, the Diploma of Vocation, on parchment paper using a colored printer.  The additional pages can be printed on regular white paper.  

The call documents for the candidate (along with the cover letter if applicable) should be mailed to the district president’s office promptly (a deadline date will be provided).  The president needs to sign them.  Once he does, he will send them to the Office of Pastoral Education which will then route the request to the seminary placement officers and the placement committee.
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9.4.11	CHECKLIST – REVIEWING A CALL DOCUMENT SUBMITTED BY A CONGREGATION FOR A SEMINARY GRADUATE

When you receive call documents from a congregation in your district, you should look for the following:

	A document that is completed electronically, complete, with no ambiguous information

	One (1) completed Diploma of Vocation with no name filled in, printed on parchment paper using a colored printer

	A document with signatures affixed to the bottom of page 6

When your submit the call document to the Office of Pastor Education, you should include the following

	The District President’s Summary Form (e-mailed to the Office of Pastoral Education when complete; keep a copy for your records)  

	The District President’s Ranking Form (e-mailed to the Office of Pastoral Education when complete; keep a copy for your records)

	(Optional) A letter from the calling congregation/entity to the district president explaining a specific request (original + 3 copies)

	(Optional) A letter from the calling congregation/entity addressed to “Dear Candidate” welcoming him to the parish (those with a specific name will be discarded) (original + 3 copies)

If the church sends in other information, (i.e. newsletters, bulletins, church directory, annual report, etc.), please attach a note that it is available and keep it at the church or district office. The seminaries will contact you about it.


Other notes:

	Make a copy of the signed call document for the congregation and the district’s file.

	Do not fold or staple the documents.

	If the deadline is close or past, fax the document and then overnight the document!!  The mailing address is:

Attention: Office of Pastoral Education
The Lutheran Church—Missouri Synod  
1333 S. Kirkwood Road 
St. Louis, MO  63122
Fax:  314-996-1120 
Phone:  800-248-1930 x 1254 
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9.4.12	CHECKLIST - SEMINARY GRADUATE PACKETS

The purpose of seminary graduate packets is to provide the student with information which will be needed as he transitions from the seminary to serving a congregation. These packets should be assembled for the district president to distribute to the graduates assigned following the spring placement worship service.  (Seminary graduate packets will need to be sent to those placed in the summer, fall, and winter placements.)

Seminary graduate packets should include the following:

____	Welcome letter from the district president that explains what is in the packet

____	Checklist for the Graduate Placed in a Congregation

____	Interim Information for the District President form

____	Application for Membership in the Synod form

____	Request for Ordination or Commissioning form

____	Current District Handbook

____	Agenda for the district’s new worker orientation meeting

____	Memorandum Regarding Educational Indebtedness

____	Seminary Indebtedness Questionnaire

____	District mission statement

____	District organizational chart

____	Farewell and Godspeed to a Candidate for Ordination and First Installation
			   
____	District newsletter
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Supporting Materials
Sample “Welcome to the District” letter
Checklist for the Graduate Placed in a Congregation
Interim Information for the District President form
Application for Membership in the Synod form
Request for Ordination or Commissioning form
Memorandum Regarding Educational Indebtedness
Seminary Indebtedness Questionnaire

9.4.13	CHECKLIST FOR THE GRADUATE PLACED IN A CONGREGATION


	1.	_____	Carry out all placement procedures outlined by the seminary.

	2.	_____	Acknowledge, in writing, receipt of your first call through the Board of Assignments to:

	_____	Placement director at the seminary

	_____	The entity (congregation/school/RSO) which issued the call

	_____	District president of the district in which the calling entity is located

	3.	_____	Accept the assignment of first call, in writing, to the entity which issued the call and include a copy of the signed call document (page 6). Send a copy of your acceptance letter and page 6 to the district president and your seminary placement director.

	4.	_____	Following graduation, confirm declaration of qualification for a first call by the seminary (Bylaw 2.7.1) by working with the placement director.

	5.	_____	Apply for membership in The Lutheran Church—Missouri Synod as an ordained minister by completing the Application for Membership form and forwarding it to the district president of the district in which the calling entity is located.

	6.	_____	Request ordination and installation in the entity which has issued the call by completing the Request for Ordination or Commissioning form and forwarding it to the district president of the district in which the calling entity is located.

	7.	_____	If the location of ordination is other than the entity which has issued the call, obtain written permission from the calling entity, the district president(s) involved, and the congregation where the ordination will take place.

	8.	_____	Communicate with the calling entity and district president, as needed, including copies of correspondence as appropriate.

	a.	 _____	Confirm your arrival date, ordination date, installation date, and other plans with the appropriate individuals. Check that the district president has authorized the ordination and/or installation.

	b.	_____	Work with the circuit visitor who is responsible for planning the installation service.

	c.	_____	Confirm your moving plans with the calling entity.

	d.	_____	Confirm your housing needs, if applicable.

	e.	_____	Confirm with the calling entity the starting date for your salary and health benefits.

	f.	_____	Provide the district president and the calling entity with a recent photograph and biography.

	g.	_____	Obtain a transfer of membership from your home congregation to the calling congregation.
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Supporting Materials
Application for Membership form
Request for Ordination or Commissioning form


9.4.14	CHECKLIST FOR THE DISTRICT PRESIDENT FOLLOWING THE PLACEMENT OF SEMINARY GRADUATES


_____	Create a personnel file for the new graduate in your active files.  

_____	On the front of the candidate’s file staple the Seminary Graduate Processing Form to keep track of the information which is needed before the graduate can be ordained and installed.  (This checklist will help you to see at a glance if information has been received or is still needed without going through the entire file.)

____	File the placement materials received by the district president after he returns from the placement meeting into the graduate’s file.

_____	The graduate, after contacting the calling congregation, should contact the district president to establish the date of ordination.  The ordination should ordinarily take place in the calling congregation and be conducted by the district president.

_____	Establish the date of installation in consultation with the district president. If the district president cannot conduct the rite of installation, check with the appropriate district vice-president. If the vice-president is not available to conduct the rite of installation, ask the circuit visitor to perform the rite.

_____	Check to make sure you have received all the required papers from the graduate that are on the Checklist for Seminary Graduates form, especially the Certificate of Eligibility form from the seminary. (The district president needs the Certificate of Eligibility form BEFORE he can authorize the graduate’s ordination and installation.) Because some graduates chose to be ordained as soon as possible following graduation from the seminary, the graduate may need to ask the seminary to fax or e-mail a copy of the Certificate of Eligibility form.

_____	Complete an ordination certificate for the new graduate.  

_____	Complete an LCMS Form I (Report of Initial Membership—Individual) for the graduate.  

_____	Send to the officiant authorized to perform the ordination/installation Form I and the candidate’s ordination certificate. Enclose a memo to the officiant asking him to sign Form I and the ordination certificate and return both documents in the postage-paid envelope provided.  

_____	When the signed ordination certificate is returned, place a copy of the certificate in the graduate’s file.

_____	Send the original ordination certificate to the seminary graduate.

_____	When Form I is returned, make three copies of the form. Send the original Form I to the Department of Rosters and Statistics.

_____	Distribute the remaining copies of Form I as follows:

1.	District president’s file (District President’s Copy)
2.	New pastor (Member’s Copy)
3.	New pastor’s personnel file (File Copy)

_____	Create a record for the new pastor in the district’s contacts database and add his name to the record of the church where he has been called to serve.

_____	Create a new record for the graduate in the centralized PIF database. Enter the information that you have available to you into the record.

_____	Send the graduate a blank copy of the Pastor’s Information Form (PIF) and the Instructions for Completing the PIF.  Enclose a postage-paid envelope for his convenience. Once it is returned, enter the information in his record in the centralized PIF database.

_____	Import the graduate’s SET into the centralized SET database.

_____	Send a “Welcome to the District” letter to the new graduate. 
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Supporting Materials
Checklist – For the District President following the Placement of Seminary Graduates
Checklist for the Graduate Placed in a Congregation
Ordination certificate
LCMS Form I (Report of Initial Membership—Individual)
Pastor’s Information Form (PIF)
Instructions for Completing the PIF
Sample “Welcome to the District” letter

9.4.15	CERTIFICATE OF ELIGIBILITY FOR ORDINATION-INSTALLATION – CONCORDIA THEOLOGICAL SEMINARY, FT. WAYNE, INDIANA

[image: Certificate of Eligibility - CTSFW]
9.4.16	CERTIFICATE OF ELIGIBILITY FOR ORDINATION-INSTALLATION – 
	CONCORDIA SEMINARY, ST. LOUIS, MISSOURI


[image: ]
9.5	CALLING A PASTOR FROM THE FIELD

9.5.1	GUIDELINES FOR ASSISTING CONGREGATIONS WITH PRE-CALL INTERVIEWS


The following guidelines have been prepared and adopted by the Council of Presidents for use by the congregations of the Synod. They are intended for those instances when a congregation chooses to interview candidates for the office of pastor before extending him a solemn call.  

PREAMBLE[footnoteRef:8] [8: 
] 


Believing that servants in the office of the public ministry administer the means of grace through which God brings to individuals the benefits of Jesus' ministry, The Lutheran Church—Missouri Synod deems the personal suitability and preparedness of the person who bears that office and responsibility to be of high import. Heeding the Holy Scripture, the LCMS therefore declares that such a person must be a baptized Christian man who is exemplary in his faith in the forgiveness of sins and in a sanctified life that is “above reproach.” By natural endowment and from education, he must be “apt to teach,” having intellectual command of the doctrines of Scripture and the ability, under the leading of the Holy Spirit, to apply and communicate them. He must have his own household in order and demonstrate his aptitude to serve the church as a wise leader in worship, pastoral care, admonition, teaching, evangelization, and works of charity.

PRESUPPOSITIONS

1)	The decision to call a pastor is among the most important that a congregation ever makes.

2)	In recent years, congregations have sought more information about candidates on a call list. As a result, some congregations are conducting interviews before issuing a call.

3)	Pre‑call interviews are neither commanded nor forbidden by Holy Scripture or the Lutheran Confessions. However, if a congregation chooses to conduct pre‑call interviews, great care should be exercised so that consciences are not offended.

4)	The objective of conducting pre-call interviews should be to become more familiar with the candidate’s theology, interests, experience, skills, and leadership style, so that the congregation can equip itself to make an informed decision at its call meeting.

5)	Pre‑call interviews can be a valuable component of the call process in special circumstances (e.g., team ministry situations).

6)   	Pre‑call interviews also involve risks.

a.	Answers to written or telephone interviews may give a misleading picture. The pastor and the congregation may not present themselves as they really are.
b.	Personal interviews can place undue emphasis on the outward aspects of the call (e.g. appearance of the sanctuary, the condition of parsonage, the neighborhood, the community, the people, etc.) rather than on the challenges and opportunities for mission and ministry. Furthermore, personal interviews can be very expensive.
c.	Not every LCMS pastor will submit to an interview. Some excellent candidates, who will not participate in an interview, may thereby be eliminated from consideration.

GUIDELINES

1)	Congregations should wait to decide on whether or not to conduct pre-call interviews until after they have received their call list and have reviewed the information provided by the district president.

2)	Pre-call interviews should only be conducted with those individuals who are named on the call list provided by the district president.

3)	A pre‑call interview may supplement the information/advice supplied by the district president and should only be done with his knowledge and approval.

4)	A pre‑call interview should not be conducted until after the congregation has completed a careful and thorough self‑study.

5)  	Congregations choosing to conduct pre‑call interviews will be careful to maintain the dignity and divine nature of the call. When calling a pastor, congregations are not hiring an employee, but asking God to send them a pastor.

6)	Congregations will surround the entire call process with fervent prayer.

7)	Pre-call interviews may be conducted by letter, by telephone, or through a face-to-face visit.

8)	The actual interviewing will normally be done by members of the call committee.  (The call committee and the interview committee may be the same group of individuals, or two different groups of individuals, or a sub-committee of the call committee as the congregation directs or as the call committee structures itself for its work. Throughout this document, it is understood that references to “the committee” speak of the group—whatever its title—that undertakes the interviewing task.)

a.	If the congregation's constitution does not provide for a call committee, an enabling resolution should be adopted by the voters' assembly establishing both the make‑up and the duties of the call committee.
b.	The congregation should outline for the interview committee the kind of report or recommendation it expects from the call committee.
c.	The candidates for interview will be taken from the call list as prepared by the district president.

9)  	The interview committee will be careful to conduct each candidate interview in the same way. The committee should limit the number of questions addressed to the candidates. The same person should ask the questions of each of the candidates.

10)	A written summary of each interview should be made and distributed to each member of the call committee. It is from these summaries that a report can be made to the congregation.

11)	As a matter of courtesy, congregations will communicate with each candidate who has been interviewed, expressing appreciation for his participation.

12)	Congregations will work closely with the district president and the circuit visitor in carrying out the interview process.

a.	If personal or telephone interviews are used, the district president or his representative should be invited to participate in the actual interviews.
b.	If telephone or letter interviews are used, the district president or his representative should have opportunity to review the interview questions and make suggestions for change or improvement.

FORMULATING THE INTERVIEW

1)	As part of the call process, whether interviews are used or not, the congregation needs to have a clear understanding of its mission and ministry and its current situation. Therefore, a careful and thorough congregational self‑study is essential and should serve as the basis for developing the interview format. 

2)	In order for the congregation to have ownership in the results of the interview process, it should be given the opportunity to submit questions or subjects to the call committee to be touched upon in the interviews. 

3)	The call committee will be responsible for formulating the final list of areas/questions to be addressed in the interviews.

4)	The approach needs to be framed carefully so that the ground to be covered can be accomplished in the allotted time.

5)	Each interview statement should be written down and then evaluated in three ways: 

a.	What does it have to do with the position?
b.	Why do we need to know?
c.	Would we be willing to answer the same question about ourselves?

6)	It is best to agree on a list of core questions, that is, questions to be addressed—in the same words and by the same person—to each of the candidates interviewed. These questions should be based on the congregational self-study and pastoral position description and should be the same for all interviews.

7)	Trick questions should not be included. They have no place in clergy interviews.

8)	In framing the interview, focus on how the pastor functions rather than on the ideas and concepts he expresses. Remember that the manner in which a person has handled a situation in the past may well indicate how he might act in the future given the same or similar circumstances. Note especially expressions of energy, conviction, enthusiasm, respect for acceptable differences and the way personal faith is shared.

9)	Try to avoid “yes/no” or other short answer questions. Examples of good questions include:

a.	Tell us about a time when…
b.	What do you want us to know about…
c.	Give us an example of...
d.	You say. . . about yourself.  How has this been demonstrated?
e.	Describe an experience where...

Listen carefully in order to ascertain how the pastor draws naturally, winsomely, and confidently on the resources of his education, experience, and faith.

10)	Some areas of concern and typical questions relating to them may be of benefit to you as you form your approach for your interview process (see attached Sample Interview Format).Your approach, of course, should be based upon your own congregational situation and upon the information about the candidates being interviewed.

PRACTICAL CONSIDERATIONS

1)	In carrying out its responsibilities, the interview committee will work closely with the district president or his representative.

2)	The call committee will need to determine:

a.	Who from the committee will participate in the interview;
b.	The number of candidates to be interviewed (it may be appropriate for the voters’ assembly to be involved in this decision);
c.	How the candidates to be interviewed will be selected;
d.	The type of interview to be used, e.g. telephone, letter, face‑to‑face, etc.;
e.	If face‑to‑face or telephone, the time and place of the interview, together with its anticipated length;
f.	If face‑to‑face, the arrangements for inviting the candidates (be very specific about arrangements for transportation, hospitality, lodging, expenses—with flexibility for the comfort and convenience of the pastor and his wife);
g.	If telephone, the arrangements for the date and time of the call, together with clear information about who will be (or is) listening in for the congregation;
h.	The person responsible for inviting the candidates, meeting them, arranging for lodging, seeing to it that expenses are promptly paid, etc. (it is better to have one person do this or one person for each candidate);
i.	The person responsible for sharing information on the process with each candidate.  
j.	Those interviewed should be informed when a call is extended to another candidate.
k.	The report that will be given to the congregation (how it will be presented, in what format, and by whom). Ordinarily, the committee will recommend at least three choices to the congregation. 

3)	The committee does not act on its own behalf, but as the representative and servant of the entire congregation. Its agenda should be that of the congregation and not some private or individual agenda.
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9.5.2	PRE-CALL INTERVIEW FORMAT - SAMPLE


Some areas of concern and typical questions relating to them may be of benefit to you as you structure your interview process. The following statements or questions are meant to serve as thought starters in developing your interview format. Your statements or questions, of course, should be based on your own congregational situation and on the information about the candidates being interviewed.

CHRISTIAN WORSHIP AND PREACHING

When a change in pastors takes place, changes are also likely to take place in the worship practice of the congregation. The principle concern in the interview is for the committee to determine the candidate's attitudes and convictions about worship, preaching, and the liturgy.

Preaching, teaching, and leading worship are important aspects of the pastor's work. However, there is often a variety of attitudes concerning what constitutes a “good” sermon, a “good” Bible class, and “good” worship. Therefore, some issues to address with the pastor in this area might be:

1)	Describe how you make decisions about worship.
2)	Describe how you have introduced changes in the worship practice of your present congregation.
3)	Describe your convictions about the importance of the liturgy and the Sacrament of the Altar and how you carry out these convictions.
4)	Describe how you go about preparing your sermons.
5)	Describe your satisfactions and disappointments in preparing and delivering sermons.
6)	In preparing sermons, describe what use you make of the Bible, the church year, the Scripture lessons, personal experiences (your own or others), current events, contemporary issues in culture and society.
7)	What is the average length of your sermons?
8)	Describe how important you consider preaching to be in the life of the church.
9)	Describe how you use guest preachers.

You should remember that the style and schedule of worship in the candidate's present congregation is not necessarily what he prefers or would choose, or would try to duplicate in another situation.

CHRISTIAN GROWTH

Your objective in this area is to discover what might happen if this candidate and your congregation undertake a spiritual journey together. You will be concerned here not only about the candidate’s spiritual/devotional life, but also about the spiritual life, growth, and health of your congregation.

In discussing Christian education, your committee will be interested in some of the following elements in the candidate’s responses:  his level of creative energy, the range of resources he has used, his familiarity with various educational materials and curricula, his views on the training and involvement of lay people in various roles, and his level of direct personal involvement and competence in education.

Your committee will want to discuss all levels of congregational education as it now exists and as you hope it will develop, including Bible classes, Sunday school, confirmation instruction, youth programs, and topics for auxiliary organizations.

If you operate a Christian day school, your board of education or whoever is responsible for its operation undoubtedly will have a list of concerns relating to the school. Possible issues to address with the pastor might include:

1)	Describe how you and your present congregation have grown in spiritual life, separately and together.  
2)	Describe how you view Christian education and its role in the life of the congregation.
3)	Describe some of the resources you use to enhance the spiritual life of the congregation.
4)	Describe what you expect adults and children to learn and retain through the congregational education program.
5)	Describe some of your favorite tools and resources for Bible study, Sunday school, and catechism.
6)	Describe what curriculum material you use and why.
7)	Describe how you recruit, train, assist, support, and supervise a teaching staff.
8)	Describe how you involve parents in the Christian education of children.
9)	Describe how you teach people to pray.
10)	Describe your experience with various traditions of spiritual life, for example, retreats, prayer disciplines, private confession, observance of church festivals, etc.
11)	Describe what resources refresh you personally.

PASTORAL CARE

At all times but especially in time of personal crisis or transition—birth, death, marriage, divorce, vocational stress or change, physical or mental illness—parishioners look to the pastor for pastoral care. They want to know and be convinced that their pastor really cares about them, that he will be available in time of need, and that he will apply the resources of the Gospel to their need. Parishioners are also interested in knowing how the pastor deals with problem situations. It is appropriate to visit with the candidate about his response to specific situations.  For example:

1)	Describe what kinds of pastoral care and counseling congregational members can expect from you.
2)	Describe how you visit your parishioners (hospital calls, nursing homes, homebound, other).
3)	Describe how you prepare a couple for marriage (pre‑marital counseling).  
4)	Describe how you address the issue of couples living together outside of marriage.
5)	Describe how you handle unwed pregnancies.
6)	Describe how you work with:
a)	troubled teenagers
b)	persons involved in abuse of alcohol or drugs
c)	patient and family members in a terminal illness situation
7)	Describe how you minister to those afflicted with bereavement.
8)	Describe what you do about people who are non-members but come to you for pastoral care or counseling.
9)	Describe how you deal with your own limitations in counseling.
10)	Describe how you provide for pastoral care when you are not there (e.g. on your day off or during vacation).

PASTORAL LEADERSHIP

As the “overseer” of the congregation, a parish pastor faces a wide range of administrative responsibilities. In covering this area during an interview, you will want to keep your congregational situation in mind and concentrate on it rather than on the candidate’s present situation.

During this part of the interview your committee may wish to ask the candidate to:

1)	Describe how you relate to the staff, boards, committees, and other leadership groups in the congregation. How do you maintain a balance of power among the various groups of the congregation?
2)	Describe how you handle conflict in the congregation.
3)	Describe how you deal with staff changes.
4)	Describe how you recruit and train volunteers.
5)	Describe how the agenda is prepared for council and voters’ meetings.

Many clues to the candidate’s administrative skills will also emerge in the way he handles the correspondence and arrangements for the interview.

PERSONAL QUESTIONS

Many personal questions are illegal to ask during pre‑employment discussions. In addition, you need to be guided by the principle: “Don't ask a question that you would not answer for yourself.” You should not raise questions about the candidate’s marital history, sexuality, personal financial matters, or past history of alcoholism or mental illness. If such matters are of concern to your committee, a means of dealing with them should be worked out before the interview with input from the district president and circuit visitor.

At the same time, a pastor is to some degree a public person so your congregation will naturally have some interest in the candidate as a person. An appropriate approach here might be to ask the candidate to:

1)	Describe your goals for your own personal development.
2)	Describe how you schedule and use your time off.
3)	Tell us what books you are reading.
4)	Describe what you do for fun.
5)	Describe your likes and dislikes about the way your life and ministry have gone thus far.
6)	Describe your appearance and dress while in the office, attending meetings, or making calls.

CONCLUSION

Finally, your committee may find it useful to conclude each interview by asking the candidate one final question—“Is there anything that we should know about you that we didn't ask?”

Although each interview will be personal and unique, it is to be hoped that there will be enough uniformity of process and content so that conclusions about each candidate interviewed can be arrived at and compared with fairness and accuracy.


Reviewed April 2015

9.5.3	THE PREPARATION OF CALL LISTS – BASIC CONSIDERATIONS


	The district president should spend time in prayer, asking the Lord of the Church to give him guidance and wisdom in the preparation of his call lists.

	The district president should thoroughly familiarize himself with the congregation and its needs—through the Congregational Self-study, the Congregational Checklist, and a personal visit where possible

	The circuit visitor and/or the district vice-president are often closer to the scene and should be consulted as to the nature of the congregation and its needs.

	The congregation needs to be prepared to extend a call. Arrangements should be made for the congregation to spend time in Bible study, prayer and discussion in preparation for entering the call process.

	The district president should provide information to congregations in a timely manner, keeping the congregation up to date on his progress in the preparation of the call list.

	The district president should research the names of individuals nominated by the congregation for its call list, giving the best possible, honest information on each name. If a particular name cannot be used, the district president should tell the congregation why it cannot be used (within the bounds of the Eighth Commandment). Remember, the call list belongs to the congregation, not the district president.

	The district president should research his resources including the centralized PIF and SET databases to find the best possible names for the call list, again providing the congregation with honest, complete, and fair information.

	Nothing the district president does should ever interfere with the congregation’s right to choose its own pastor, but everything he does should enhance that right and give the congregation good, trustworthy information on which to base its decision.

	If the district president believes the congregation would be well served by calling an intentional interim pastor, he should present his reasons clearly and forthrightly to the congregation, always remembering that the congregation has the right to choose its own pastor.

	Call lists normally include the following:  Pages 12 of the four-page Pastor’s Information Form (PIF) and the Pastor’s Self Evaluation Tool (SET). District presidents will note that the space for comments on page 2 of the PIF should be completed and shared with the congregation.  The district president can use the information provided on pages 3 and 4 to construct his comments to the calling congregation.  PAGES 3 AND 4 OF THE PIF ARE NEVER SIMPLY COPIED OR CUT AND PASTED ONTO PAGE 2 OR SHARED WITH THE CALLING CONGREGATION SINCE THAT INFORMATION IS OFTEN SUBJECTIVE AND PROVIDED IN “DP SHORTHAND.”  

	Call lists should be completed in a timely manner. If the district president does not believe a congregation is ready to call, he should tell the congregation directly and not simply withhold a call list.

	In all cases, the district president is responsible to see to it that the entire process is conducted in an open and Christian manner, as befits the calling of a pastor and shepherd under Christ. Although the process will have a number of “fingerprints” on it, ultimately the entire process belongs to the Holy Spirit of God.                                        
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9.5.4	CHECKLIST FOR PREPARING A CALL LIST


_____	Check the centralized PIF database and the Master Call Update database to make sure that all of the pastors to be included on the call list are still available to receive a call.

_____	After the district president has reviewed all of the Pastor’s Information Forms (PIFs) that have been assembled for him, he will dictate an evaluative paragraph for the bottom of page two of the PIF for each pastor which includes comments regarding the strengths and weaknesses of the pastor based on pages 34 of his PIF.  

_____	To enter the district president’s comments on the bottom of page two, open your Other District PIFs database, and navigate to page two of the appropriate pastor’s PIF.

_____	Enter the district president’s comments to be shared with the calling congregation into the DISTRICT PRESIDENT’S COMMENTS TO CALLING CONGREGATIONS field on page two of the pastor’s PIF.

_____	After entering the district president’s comments, check to make sure that the paragraph summaries have been checked for spelling and grammatical errors and that the paragraph reads correctly. If necessary, seek clarification/correction from the district president. 

_____	Print pages one and two of the pastor’s PIF. This information will be shared with the calling congregation. DO NOT share pages three or four since these pages contain confidential information.

_____	While you are in each pastor's record in the Other District PIFs databases, switch to the “Put on Call List layout” and type in the name and location of the calling congregation and the date the call list is being completed.

_____	Make a copy of each pastor’s SET to send with the call list. If a pastor does not have a SET, that should be noted on the finished cover letter that is sent.
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Supporting Materials
Pastor’s Information Form (PIF)



9.5.5	COVER LETTER TO ACCOMPANY CALL LISTS – SAMPLE #1


Date


_______________Lutheran Church
City, State
C/O Rev. ____________, Circuit Visitor
_______________ Lutheran Church
Street
City/State/Zip Code

Dear Brothers and Sisters in Christ:

By means of this letter, I am sharing with you the names of possible candidates for your call list.  The evaluations, though of a subjective nature, indicate what a man's strengths and weaknesses may be.  Information is enclosed for the following pastors nominated by members of your congregation:

(List the names of those nominated by the members of the congregation) 

Nominations made by others outside of the congregation include the following:

*	Rev. ____________ was nominated by another pastor, Rev. ___________ the pastor of__________ Lutheran Church, City, State

*	Rev. ____________ was nominated by a member of ________________ Lutheran Church, City, State

Where nominations for your call list have been made by members upon the recommendation of others from outside of the congregation, I have provided this information for your consideration.  Ultimately it is the decision of the call committee whether these names should be considered further and included on your final call list.  

In addition to the above names suggested by members of your congregation and others, I would also recommend that you consider the following pastors:

	(List the names of those pastors being recommended by the District President)
	
Enclosed with this letter you will find an "Explanation of Terms" for the Pastor's Information Form.  This item is included to help you understand the various ministry categories which are referred to in the summary paragraph at the bottom of page two the Pastors' Information Form.  I have also included a form which you can use to compare the various nominees for the position of pastor in your congregation.

Your circuit visitor will provide you with copies of the enclosed information for use at your call committee meetings.  He will also have copies of the enclosed material, numbered in sequence, available for distribution at your voter's assembly meeting.  He is, however, expected to collect all copies of the information at the end of each call committee meeting or call meeting.  None of this information should leave any meetings, since this can lead to embarrassment to the pastors being considered and the congregation itself.  Such abuse even has the potential for litigation.

Please inform my office immediately when and to whom a call has been extended.  When a call is extended, I would encourage you to include a copy of the article "What to Do When You Receive A Call" with the call documents that you send to the pastor-elect.  It is also a matter of Christian courtesy between congregations to inform the congregation of the pastor you are calling that a call has been extended to their pastor and ask that they join you in praying that God's will be done.  Please send to my office a copy of the Call Document for Ordained Ministers that you send to the pastor you are calling as well as a copy of the letter you address to his congregation.

When a call has been accepted, or declined, please inform my office immediately.  This facilitates my work very much and is, therefore, greatly appreciated.

In closing, may the Holy Spirit continue to direct you in your calling process.

Yours in Christ,



____________________, President

Enclosures
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9.5.5	COVER LETTER TO ACCOMPANY CALL LISTS – SAMPLE #2

[Date]

Elders/ Call Committee
___________________ Lutheran Church
[Street Address]
[City / State / Zip Code]

Dear Friends in Christ Jesus:

Blessings to you in Jesus Christ, our Lord and Savior!  Please read this letter carefully. I am writing to you in your capacity as chairman of the Board of Elders and the Call Committee of _______________ Lutheran Church.  

Enclosed you will find the following items:

1)	The first call list for the Office of Pastor at [congregation, location], listing the names of the ordained ministers included on your call list.

2)	Guidelines for Assisting Congregations in Dealing with Pre-Call Interviews. If you choose to do interviews, please follow these guidelines together with your circuit visitor, Rev. [name].

3)	Pastors’ Information Forms (PIFs) for all of the pastors on your list eligible for a call and Self Evaluation Tools (SETs) for most [all] of the men on the call list. The information in these forms can be shared with the call committee and the members of the parish in a format appropriate to your congregation. Do not hide anything—let all the people have opportunity to have access to the information.  

I need also to share with you these observations on this list:

1)	The names I supplied are given to you only after very careful consideration of all factors. I did make careful note of the characteristics you provided and tried very hard to find men who would fulfill most of them.  

2)	If I come across any other appropriate names, I will forward them on to you. I believe, however, that this present list includes all good men who could serve your congregation well.

Remember, as you consider this list, that you need to involve your circuit visitor, Rev. [name], in every step of the process. He is pastor of [congregation, location] and can be reached at [phone]. He will help you to work through the list carefully and help you bring a slate to the voters’ assembly. It is absolutely essential that Rev. [name] be intimately involved with you in the process from here on out. He will have further information from me to share with the call committee. 

Here is what you need to do next:

1)	Reproduce the enclosed information for each member of the call committee so that they can study the information carefully.

2)	Meet with Rev. [circuit visitor], who will go over the call list with you.  

3)	Remember, Rev. [circuit visitor] may have additional summary evaluative information based on the district president’s evaluation of each man.  [include this statement only if that is what you actually do]

4)	Rev. [circuit visitor] not only has this additional information. He will also be able to help you evaluate all this information objectively. The basic question to ask is: on the basis of the information we have here, whom do we think will be able to do the best job of leading [your congregation] into the future? The pastor of [your congregation] needs to be faithful to Scripture, preach and teach effectively, care for people, carry out a ministry truly centered in the Gospel, and work well as a team with [your congregation]’s lay leadership.

5)	The call committee will need to work with Rev. [circuit visitor] to decide how to present the list to the voter’s assembly. You could present all the names to the voters while listing 4 or 5 top choices of the call committee. Or you could present to the voters a slate consisting of the 4 to 6 top choices of the committee. In that case, the voter’s assembly would always have the right to add back to the slate any of the other names not recommended by the committee. The slate always belongs to the voter’s assembly as a whole. The purpose of the call committee is to make recommendations to the voters, but the voters always make the decision.

6)	It is absolutely crucial for the integrity of this process that accurate and complete information on all the names on the list be published and made available to all the members of [your congregation] before the call meeting. This can be done in various ways, but you must provide adequate information to the congregation before the meeting. Only in this way will the members be able to have good confidence in the process. This information provided to the congregation will be based on the material enclosed and on your discussion with Rev. [circuit visitor].

7)	Rev. [circuit visitor] will also attend the call meeting of the voters assembly to help the process work fairly and to present orally the evaluative summaries on each name (the same information he will have given to the call committee).

Through all of this we will be praying that God will bring the congregation together in this process to unite behind the man the congregation decides to call. Please phone me if you have any questions or concerns about this.  May God bless this process to fill the pulpit at [your congregation] with the man He will provide!  I remain

Yours in the Service of Jesus,

[Name]

District President

cc: Circuit visitor
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9.5.7	CHECKLIST - CALL LIST INFORMATION SENT TO THE CIRCUIT VISITOR


_____	The complete package of call process information that will be sent to the circuit visitor for the congregation’s call committee contains the following:

1.	A cover letter addressed to the congregation, which is sent to the circuit visitor.

2.	Pages one and two of each ordained minister’s Pastor’s Information Form (PIF).

3.  	A copy of the Pastor’s Information Form (PIF) “Profile Definitions” 

4.	A copy of each ordained minister's Self Evaluation Tool (SET). If the pastor’s SET is not available, that information should be noted on the cover letter next to the pastor’s name.

5.	A copy of the document titled, “What to Do When You Receive a Call.”

_____	Unless other arrangements have been approved by the district president, the call list will be sent only to the circuit visitor. Unless other arrangements have been made with the circuit visitor, the package will be sent via UPS.

_____	Telephone the circuit visitor to inform him that the call list has been completed and that you will be sending it to him. This enables the circuit visitor to set up a meeting with the calling congregation’s call committee to begin reviewing the material. It may take several meetings before the call committee is ready to report its conclusions and recommendations to the congregation.  

_____	The circuit visitor is to retain possession of the call list materials. He is not to relinquish them to anyone else.

_____	Once a call has been issued by the congregation, the circuit visitor should inform the district president regarding who has been called. He should also send the district president a complete copy of the call document that was issued to the pastor, which is filed in the congregation’s calling file until the call process is completed and the vacancy is filled.

_____	Enter new call information on the pastoral call information page that is published in the district newsletter every week/month.  

_____	File all correspondence received from the pastor-elect (acknowledgement letter, acceptance/declination letter) in the congregation’s calling file.
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Supporting Materials
Pastor’s Information Form (PIF) “Profile Definitions”
“What to Do When You Receive a Call”


9.5.8	CHECKLIST - CONTENTS OF THE CONGREGATION’S CALLING FILE


_____	Cover letter that was sent to the circuit visitor / calling congregation with the call list.

____	Copy of the PIFs (pages 1 & 2), filed alphabetically, that were sent to the circuit visitor. (If questions arise concerning the call list, the information will be readily available.)

_____	All correspondence received during the call process, including:

1.	A copy of all call documents issued by the congregation. (The circuit visitor should forward a copy of the call documents to the district president after a call has been extended to a pastor on their call list.)

2.	A copy of the letter from the pastor acknowledging that he has received the call and is prayerfully considering it.

3.	A letter from the pastor indicating that he has accepted/declined the call.

_____	When a call has been accepted and the pastor has been installed, the congregational calling file should be given to the district president to determine what information should be kept and what can be destroyed. The following items should be kept permanently:

_____	A copy of the call document issued to the pastor who has accepted the call. This should be placed in the pastor’s personnel file.
	
_____	The pastor’s acknowledgement letter. This should be placed in the pastor’s personnel file.

_____	The pastor’s acceptance letter. This should be placed in the pastor’s personnel file.

_____	The congregational self-study. This should be placed in the congregation’s permanent file.

_____	All other information not retained by the district president should be shredded and the calling congregation’s pastoral call file destroyed.
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9.5.9	CHECKLIST - PREPARATION OF THE CALL DOCUMENT WHEN CALLING A PASTOR FROM THE FIELD


To Prepare for Completing the Documents – after the Voters Meeting
Compensation package completed and approved by the congregation. This includes actual salary, health care program, vacation, housing and utilities allowances, car allowance/reimbursement, continuing education allowances, travel expenses for visit, moving expenses, and any other provisions
Complete benefits package summary (below)

Completion of the Call Documents
Diploma of Vocation (printed on parchment paper with a colored printer) 
Supplement to the Diploma of Vocation (page 2)
Salary Information (page 3)
Housing Information (page 3)
Auto Information (page 3)
Benefits Information (pages 4-5)
Moving Information (page 6)
Miscellaneous Information (page 6)
Additional Congregation Information (pages 7-11)

The Following Should Be Included with the Call Documents
A cover letter of introduction regarding the ministry of the congregation (copy to the circuit visitor and district president)
Congregational Self-study or ministry evaluation
Congregational checklist (see below)
Ministry description
Congregation’s Constitution and Bylaws
Most recent annual report
Recent bulletins
Recent newsletters
Anniversary booklets
Information about the community (schools, housing, maps, etc.)
Picture of parsonage and information about the home.

Send the documents out the next day by overnight mail.

Don’t forget to send a letter to the congregation(s) presently being served by the pastor seeking their prayers.
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Supporting Materials
Call Document for Ordained Ministers
Congregational Self-study
Congregational Checklist


9.5.10	WHAT TO DO WHEN A PASTOR RECEIVES A CALL

1)	Acknowledge immediately your receipt of the call by sending a letter of acknowledgement to the calling congregation. Send copies of the letter to the following:

a)	Your district president
b)	The president of the district in which the calling congregation is located
c)	Your district mission executive if your congregation is receiving district mission subsidy.
d)	Your circuit visitor
e)	The circuit visitor of the circuit in which the calling congregation is located.
f)	The vacancy pastor serving the calling congregation.
	
2)	Notify the members of your congregation that you have received the call (calling a pastor is a public act). As much as possible, all the members should receive the same information at the same time. In addition, read or publish the letter which has been sent by the calling congregation to your congregation.

3)	Set a meeting date (congregational meeting, voters meeting—listen to the counsel of your elders on this) to discuss the call with the members of your congregation.

4)	Deliberate on the call.  In this regard, pray fervently, asking God to help you determine:

a)	Am I still needed where I am?
b)	Would it be beneficial for my present congregation if I stay?  Why?
c)	Would it be beneficial for my present congregation if I leave?  Why?
d)	Is the Lord challenging me to use the gifts He has given in a different part of the kingdom at this time?
e)	Is the Lord challenging me to grow in the gifts He gives by responding to ministry challenges in a new location?
f)	Are there ministry opportunities you and your present congregation have not met?  Is the Lord by this call leading you and your present congregation to be recommitted to each other and to meeting these opportunities together?  Why or why not?
g)	What family concerns enter into your consideration of this Call?

5)	Notify the calling congregation in writing of your decision regarding the call. Send copies of this letter to the following:

a)	Your district president
b)	The president of the district in which the calling congregation is located.
c)	Your district mission executive if your congregation is receiving district mission subsidy.
d)	Your circuit visitor
e)	The circuit visitor of the circuit in which the calling congregation is located.
f)	The vacancy pastor serving the calling congregation.

6)	Notify the members of your congregation of your decision regarding the call (same as #2).


Some Specific Do’s and Don’ts (helpful suggestions from those more experienced)

1)	DO pray fervently asking the Lord to show you His will regarding the call.

2)	DO seek the advice of your circuit visitor and/or district president if you believe this would be helpful in reaching a decision regarding the call. They will be glad to help.

3)	DO ask for the advice, comments and prayers of your members. Many pastors have found it helpful to prepare a discussion tool (an example is attached) by which they survey the present membership and which is then used in a special meeting of the congregation and/or church council/elders. The purpose of such a tool is to help facilitate substantive discussion to provide help and direction for the pastor considering a call.

4)	DO NOT negotiate a compensation package with the calling congregation. If the salary is truly inadequate, decline the call. If you believe the situation calls for it, when you decline indicate that the salary is inadequate, and recommend that the congregation review the compensation package prior to extending their next call. But whatever you do, DO NOT indicate that you are open to receiving the call again if the compensation package is adjusted. This denigrates the integrity of the call process, especially in the eyes of the lay people.

5)	DO NOT accept or reject the call on the basis of any contingencies (“…if I can sell my house,” “…if the congregation will give me the down payment to buy a house,” etc.). The call must be accepted or declined on the basis of its own merits.

6)	Though it is always a factor to consider, DO NOT let home ownership (the selling or the purchasing of a home) determine your decision regarding a call.

7)	DO NOT request an on-site visit at the expense of the congregation.

8)	If the congregation invites you to visit, DO BE CAUTIOUS about accepting such an invitation. (The question to ask:  “Will an on-site visit give you information for your consideration that you will not be able to obtain in any other manner?”)

9)	DO reach a decision without delay (normally within two to four weeks of receiving the call documents). If you are unable to reach a clear decision regarding the call within four weeks (five weeks maximum, unless there are other extenuating circumstances), decline it.
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Diploma of Vocation

IN THE NAME OF THE FATHER AND OF THE + SON AND OF THE HOLY SPIRIT. AMEN.

To

of

Having called on the Lord, our God, for guidance and in the exercise of the authority with

which He has vested His church on earth, we, the members of

of

have elected you to the office of

and herewith extend to you this formal notification of your solemn call.

In the name of the Triune God and by His authority we ask you to assume the
responsibilities of the office to which we have called you and faithfully to perform all the
duties of your office according to the Word of God and the confessional standards of the
Evangelical Lutheran Church as drawn from the Sacred Scriptures and found in the Book of
Concord. We ask you to do this according to the needs as specified in the accompanying
document or as may be resolved and mutually agreed upon from time to time. To the end that
you may be enabled to do this, we pledge you our wholehearted and continuing cooperation
and support in word and deed and in our prayers to God in your behalf.

We pray God, the Father of our Lord Jesus Christ, who has moved us to extend our call to
you, to convince you by His Holy Spirit that it comes from Him; to induce you to accept it; to
conduct you safely to your field of labor; and to bless your ministrations to the glory of His
holy name, the building of His church, the temporal and eternal welfare of many people, and

your own great joy and blessing.

Signature - Congregational Representative Signature - Pastor

(Signatures to be affixed during the public ceremony of installation)
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Supplement to the Diploma of Vocation

In the name of the Triune God and by His authority, in order that we might carry out His mission to the world, we hereby
authorize and obligate you:

To administer to us the Word of God in its full truth and purity as contained in the Sacred Scriptures of the Old and New
Testaments and as set forth in the confessional writings of the Evangelical Lutheran Church as found in the Book of Concord,

To administer the holy sacraments in accordance with their divine institution;

To demonstrate the mind and spirit of Christ as you serve the members of the congregation and equip them for Christ's mission to
seek and save the lost;

To equip and enable the members of the congregation to serve one another and those outside the fellowship of the congregation;
To perform the functions of a pastor in an evangelical manner; to aid, counsel, and guide members of all ages and social
conditions; to visit the sick and the dying; to admonish the indifferent and the erring; to support the members of the congregation

as they extend that evangelical ministry to others;

To guard and promote faithfully the spiritual welfare of the members of this congregation, in particular to see to the instruction of
the catechumens, both children and adults, in the Word and thus prepare them for communicant membership in the church;

To guide the congregation in applying the divinely ordained discipline of the church according to the Word of God and to assist
and lead the members of the congregation in practicing the forgiven life with one another;

To promote and guide the mission activity of the congregation as it is related to the local community and to endeavors of the Synod
and its Districts, in particular to train workers and guide them in evangelism and to enlist the support of the congregation for

mission work;

To serve as a resource and guide for members of the congregation as they participate in the ministry of Christian education, and to
train parents to teach the Christian faith to their children;

To assist the congregation in adopting administrative policies and procedures that will help it carry out the mission of a Christian
congregation;

To serve the congregation as an example of Christian conduct; to endeavor earnestly to live in Christian unity with the members of
the congregation, fellow workers, and sister congregations in the Synod, and by the grace of God to do everything possible for the
edification of the congregation and the upbuilding of the church in Christ.

As the baptized people of God we partner with you to accomplish His mission to the world, and we hereby obligate ourselves:

To receive you as a servant of Jesus Christ, to give you the honor and love and obedience that the Word prescribes, to aid you by
word and deed, and to support you with our diligent, faithful assistance and prayers;

To make faithful and regular use of the means of grace;
To work with you to equip God's people to glorify Him and extend His kingdom by living out our baptism;
To make appropriate arrangements for your continuing education as a professional person in the ministry of the Gospel;

To provide for your proper maintenance according to our ability and to review your salary, housing arrangements, and all
allowances periodically, beginning with the following arrangements.
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Compensation Information

(Please note: The congregation is encouraged to consult your District's Salary Compensation Guidelines prior to completing

Salary Information the following sections.)

Basic cash salary for 12 months (do not include any other payments to the pastor which are designated below): $

salary paid: ]

If other, please describe:
Housing Information

Does the congregation own a parsonage? :

(If a parsonage is provided, complete the following section. If a housing allowance is provided, proceed to the Housing
Allowance Information section below.)
Parsonage/Utilities Inform ation
(Please note: It is recommended that the congregation pay all costs associated with providing a parsonage and basic utilities
such as heat, electricity, water, sewer, and telephone.)

Description of parsonage:

Average annual parsonage utility cost: $

Utilities paid in full by congregation? :

Additional Information:

Housing equity provided by the congregation? : Annual amount: $

(Please note: Any additional amount which the congregation gives to the pastor as "housing equity" is taxable income.)

Pastor has the option to receive a housing allowance to purchase or rent his own home instead of living in the congregation-

Housing Allowance Information
(Please note: Pastors are eligible to apply for a Lutheran Church Extension Fund [LCEF] housing loan.)

Annual amount or percentage of housing allowance (including utility allowance) paid to the pastor:
(Do not include the amount entered here in the "Basic Cash Salary" listed above)
Is a down payment loan available to the pastor from the congregation?

If yes, maximum amount of a down payment loan that is available to the pastor: $

Rate of interest for the down payment loan to the pastor: %

What are the provisions for repaying the down payment loan?

Additional Housing Information

Auto Information
Are both a car and operating expenses provided by the congregation? I

Mileage reimbursement paid to the pastor (instead of a car allowance)?:

If yes, rate of mileage reimbursement per mile: $

Maximum amount of mileage reimbursement per year: $

Annual car allowance paid to the pastor? :

If yes, annual amount of car allowance paid to the pastor: $

Annual amount for car replacement paid to the pastor?:

If yes, annual amount paid to the pastor for car replacement: $
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Benefits Information
Does the congregation provide a benefit package for the pastor through Concordia Plan Services? :

If yes, which Plan package is provided? | ]
The Church's Plan Package 2
Concordia Health Plan (CHP) Concordia Health Plan
Concordia Retirement Plan (CRP) Concordia Retirement Plan (Primary & SRA4 only)
(Primary, SR4, & Retiree Medical Supplement) Concordia Disability & Survivor Plan

Concordia Disability & Survivor Plan (CDSP)
Concordia Retirement Savings Plan (CRSP) - 403(b)

Package 3 Package 4
Concordia Retirement Plan (Primary & SRA only) Concordia Health Plan only

Concordia Disability & Survivor Plan

Date the congregation will begin providing benefit coverage:

Note: For newly placed graduates early envollment may be available through Concordia Plan Services, Please review
the plan requirements.
If the congregation provides one of the packages that includes the Concordia Health Plan (CHP), which coverage level
option (or options, if you offer worker choice) is currently provided (Network Benefits)?
Option A - $25 co-pay & $0 deductible
Option B - $25 co-pay & $350 individual / $700 family deductible
Option C - $30 co-pay & $600 individual / $1,200 family deductible I J
Option D - $35 co-pay & $1,200 individual / $2,400 family deductible
Option E - $1,800 individual / $3,600 family deductible - no co-pay after deductible (except ER & Urgent Care)
Option HDHP - $2,850 individual / $5,700 family deductible — no co-pay & no coinsurance after deductible
Option Select 500 - $500 individual/$1,000 family deductible - $2,000 individual/$4,000 family out-of-pocket maximum
Option Select 1000 - $1,000 individual/$2,000 family deductible - $3,000 individual/$6,000 family out-of-pocket maximum
Option Choice 1500 - $1,500 individual/$3,000 family deductible - $3,000 individual/$6,000 family out-of-pocket maximum
Option Choice 2000 — $2,000 individual/$4,000 family deductible - $4,000 individual/$8000 family out-of-pocket maximum
Option HMO — available in limited areas $1,850 individual / $5,550 family out of pocket maximum
Option HMO-C — available in California $1,850 individual / $5,500 family out of pocket maximum
Option HMO —C2 — available in California $2,450 individual / $7,350 family out of pocket maximum

If the congregation provides the CHP, who does the congregation pay premiums for: I ]

(Please note: It is recommended that the congregation pay for health care for the entive family. CPS requires that the
employer pay at least 50% of the contributions for envolled workers. In order to comply with non-discrimination laws,
cost sharing must be on a non-discriminatory basis for all envolled workers.)

Does the pastor share in any of the cost of the Concordia Health Plan? :
If yes, the amount or percentage of the Concordia Health Plan to be paid for by the pastor: $ or %
If the congregation does not provide the Concordia Health Plan, is another health care plan provided? :

If yes, this health planhas a $ co-pay for doctor visits, a § annual individual deductible, and
a$ annual family deductible.

The coinsurance maximum is $ for an individual and $ for the family.
If another health care plan besides the CHP is provided, the congregation pays the premiums for:

Does the pastor share in any of the cost of this health care plan?
If yes, the amount or percentage of the health care plan to be paid for by the pastor: $ or %

Does the congregation participate in a Flexible Spending Account (FSA)? :

Additional Information:

Does the congregation provide a Health Reimbursement Arrangement (HRA)? :
Additional Information:

Does the congregation provide a Health Savings Account (HSA) if it offers Options HDHP, Choice 1500 or Choice 2000? | I
Additional Information:

Does the congregation participate in a Cafeteria Plan? I I

Additional Information:

Does the congregation pay for/help offset the cost of any annual individual/family deductibles? :
Additional information:
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Benefits Information (continued)

If the congregation provides a Plan package which includes the Concordia Retirement Plan (CRP) and the Concordia Disability
& Survivor Plan (CDSP), will the pastor be enrolled on the "regular” or "full" basis? Please note: If the pastor was not
participating in the CRP prior to 12/31/81, he may only be enrolled on the "regular" basis. :

If the congregation provides The Church's Plan package which includes the Concordia Retirement Savings Plan (CRSP), does
the congregation provide an employer match?

If yes, what is the amount of the match provided by the congregation: l_l

If the congregation is not providing a match to the CRSP, does it provide a flat contribution? :
If yes, what is the amount of the flat contribution? $

If the congregation does not provide The Church's Plan package, which automatically includes the Concordia Retirement Savings
Plan (CRSP), does the congregation provide the CRSP as an optional benefit? b

Additional Information:

Does the congregation provide any additional retirement benefits in the form of other 403(b) plans or Individual Retirement
[ —

Additional Information:

Is additional income paid to the pastor to enable him to pay a portion of his self-employment tax? :

Additional Information:

If the congregation does not provide a package that includes the Concordia Retirement Plan and the Concordia Disability &
Survivor Plan, does it provide other retirement benefits and/or disability coverage?

Additional Information:

If the congregation does not provide a package that includes the Concordia Retirement Savings Plan, does it provide another
plan?

Additional Information:

Additional information regarding the benefits package offered by the congregation:

Moving Information

Personal travel expenses paid when moving to the new location? :

Is there a maximum amount of personal travel expenses paid by the congregation? :
If yes, maximum amount: $

Personal moving expenses paid when moving to the new location? :

Is there a maximum amount of moving expenses paid by the congregation? :
If yes, maximum amount: $

Moving arrangements (professional moving company, U Haul, etc.):

Is there an additional amount given to the pastor as a Relocation Grant to cover misc. moving expenses? :

If yes, amount of relocation grant: $
Additional information regarding moving:
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Miscellaneous Information

If calling a seminary graduate, will the congregation support his involvement in a post-seminary support program (e.g., PALS
program, District mentoring program, etc.)? | ]

Is the congregation willing/able to assist the pastor in the reduction of his educational debt? | |

If yes, please describe:

Continuing education/Graduate school allowance: :

If yes, annual amount for continuing education /graduate school: $

If yes, how much time does the congregation grant to the pastor per year for continuing education/graduate school purposes?

Does the congregation offer a sabbatical leave? :

If yes, please describe:

Maximum amount of reimbursement for professional expenses (books, periodicals, memberships, vestments, etc.): $
Days off per week:
Annual days of vacation, including the number of Sundays (should be based upon the pastor's total years of service in the

ministry):

Does the congregation follow the District's salary compensation guidelines? :
If no, describe the salary compensation guidelines used by the congregation:

Additional information

Signed this day of , AD.
By: (@) Position:
2 Position:
3 Position:
@ Position:
on behalf of
District: | ]

ACCEPTANCE

I , after prayerful consideration hereby accept this call and with the help of

A)]mighty God agree:

To assume willingly the obligations stated above and the responsibilities of this office as specified in this call document or as may
be resolved and agreed on periodically;

To perform faithfully all duties of this office in accordance with the Word of God and the confessional standards of the
Evangelical Lutheran Church as drawn from the Sacred Scriptures and found in the Book of Concord;

To exemplify the Christian life in all that I do and say, working in concert with all others in order that my ministry in your midst
may be a blessing to many people, to our church, and especially to our Lord, Jesus Christ.

Signed this day of ,AD.

by

Address:
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Additional Congregational Information
for

(Complete Name and Address of Congregation)

In the interest of forming a strong, healthy relationship with our new pastor, we share the following information with you to tell you
who we are, what our current ministry practices are, the resources we bring to the partnership, and a brief missional history of our
congregation. Our hope is that together we may establish a healthy working partnership that enables us to grow in our relationship
with God and one another and to strengthen our witness and service in the community.

A. Description of the Community

1. Approximate size of community (check one):

o Isolated rural

o Rural

O Town (2,500-5,000)
Q city (5,001-10,000)

O City (10,001-25,000)
QO City (25,001-50,000)
Q city (50,001-100,000)
QO City (100,001-200,000)
O Large city (200,001+)

Q Inner city
o Urban
o Suburban

2. Population trend (check one):

O Growing
O Static
O Declining

3. Sociological information:

a.  Major industries:

b. Predominant vocations:

4. Racial/ethnic composition:

5. Educational opportunities: (check all that apply)

D Elementary schools

D High schools

[ Universities

D Other institutions. Please describe:

6. Names and baptized membership of other Lutheran churches and distance from church:

7. Major denominations represented:

8. General description of climate:
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B. Description of the Congregation:

1. Year organized:
2. Baptized membership: Present 3 yrs. ago 5yrs. ago
3. Confirmed membership: Present 3 yrs. ago 5 yrs. ago
4. Average Sunday church attendance: ~ Present 3yrs. ago 5 yrs. ago
5. Sunday school:
a.  Enrollment: Present 3 yrs. ago 5 yrs. ago
b. Average attendance: Present 3yrs. ago 5yrs. ago
c.  Number of teachers: Present 3 yrs. ago 5 yrs. ago
6.  Other salaried staff positions in congregation:
7. Description of church facilities:
8. Total annual current operating budget in dollars: $
Amount committed to:
a.  General congregation expenses: $
b. Work-at-large: $
9. Total capital debt and amount of annual amortization payments:
a. Debt: $
b. Payment: $
10.  Average tenure of pastors during the last 20 years:
11. Length of present pastoral vacancy: as of
(date)
C. Description of the Membership:
1. Age profile by percentage (should equal 100%):
% 0-13 % 14-18 % 19-25 % 26-45 % 46-65 % 66 +
2. Major occupations of members by approximate percentage (should equal 100%):
__ %Professional ___ %Business ___ % Labor ___ % College Students ____ % Farming ___ % Retired
3. Racial/ethnic composition by approximate percentage:
D. Significant parish events in the last five years:
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E. Congregational Activities:

1. Outreach/evangelism

2. Social ministry

3. Community involvement

Christian Day School/Preschool/Daycare (own a school, member of a school association, grade levels, provide tuition
assistance to members, interest in starting a school, etc.):

G. Bible study program (who leads Bible studies, when they are held, type of studies in the past, etc.):

. Worship practices (style of worship, chanting, hymnal[s] used, use of special liturgies, printed orders of service, use of

children's messages, use of multimedia equipment, use of acolytes, crucifers, torchbearers, lectors, ushers, Public Address
[PA] System, etc.):

Administration of the Sacraments:

1. Baptism (preparation, sponsors, follow up, etc.)

2. The Lord's Supper (frequency, vessels used, assistants in distribution, who may commune, etc.)

Facilities:
1. Church
2. School

3. Church Office (location, equipment provided, etc.)

4. Pastor's Study (location, equipment provided, etc.)
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Staff:

1. Church secretary (availability, hours worked, duties performed, compensation, etc.)

2. Other staff (please describe)

Role of women (suffrage, positions of leadership, limitations, etc.):

. Current congregational policies:

1. Weddings for non-members

2. Funerals for non-members

3. Other policies

Pastoral approach desired in our pastor regarding addressing issues and making changes in the congregation:

. Team Ministry (lines of accountability, division of responsibilities, etc.):

Challenges facing the congregation:

1. Atthe present time

2. Inthe future

. Special pastoral qualities needed in our next pastor:

Special concerns:
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S. Other helpful information regarding the congregation:

INFORMATION PROVIDED BY:

1. Congregation (specify group or individual):

2. Vacancy pastor: Email Address:
Cell Phone No:

3. Circuit visitor: Email Address:
Cell Phone No:

4. Contact person: Telephone No:
Email Address:
Cell Phone No:

NOTE: When a pastor is called from the field, the original (signed) and one copy of the complete call document ("Diploma of
Vocation," "Supplement to the Diploma of Vocation," "Compensation Information," and " Additional Congregational Information") is
to be sent to the person called, one is to be forwarded to the District President, one is to be sent to the Circuit Visitor, and one is to
be kept by the Calling Bodv. Upon acceptance, one copy, duly completed and signed by the person called, is to be returned to the
calling body with a personal letter. Upon declination, both copies are to be returned to the calling body together with a proper letter of
declination. A copy of the letter accepting or declining the call should be sent the District President(s).

When calling a seminary graduate through the Board of Assignments, the original (signed) complete call document ("Diploma of
Vocation," "Supplement to the Diploma of Vocation," "Compensation Information," and "Additional Congregational Information")
should be forwarded to the District President for his signature. Once he has signed the document, one copy will be returned to the
calling body, one will be retained by the District President, and the original will be forwarded to the Board of Assignments.

Signature of District President

(If request is for a seminary graduate)
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Concordia Theological Seminary
Fort Wayne, Indiana
CERTIFICATION OF ELIGIBILITY FOR ORDINATION-INSTALLATION

Date

President of the

District, the Lutheran Church-Missouri Synod:

This is to certify that has fulfilled all

requirements for graduation from Concordia Theological Seminary, has been endorsed by
the faculty for the office of the Holy Ministry, has been officially assigned a Call into the
ministerium of The Lutheran Church-Missouri Synod and has formally accepted that Call.
He is therefore eligible for ordination and/or installation in

(Assignment)

(Location)
Director of Placement

Registrar





image13.png
‘CONCORDIA SEMINARY
ST LOUIS, MISSOURI

CERTIFICATION OF ELIGIBILITY FOR ORDINATION-INSTALLATION
Dae

To Prsidentof the

Disic, The Lutheran Chureh Misou Synod

This s o ey that bas flfilled
requiement o graduaton from Cancondia Semiary, b ben endosed by he faculy o th offc o the holy ministy, s
e offiiallyssigned a Call by the Bosrd of Assgnments of The Lisheran Chrch-MissuriSynod an has formll acepted
ht Call. He i therefreeligibe fo ndination and nstallstionin

Diver o Plcenent Wiy St
o D Pt Vollowey:  Comeoti ey

Pk oyt Dvinct P





