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Check when Completed
· 1) Obtain authorization from the Conference Personnel Subcommittee to select a pastor for the vacant district/church
· 2) Notify the head elder/church board to outline the steps for selecting a new pastor. Explain in writing if the placement involves an assignment rather than an inclusive process.
· 3) Schedule open church board meeting to assess the needs of the church and to receive input on suggested names (Email all potential names to the VP for Pastoral Ministries with copies to ADCOM).
· 4) Discuss the opening with conference administration and ministerial and seek input on names of potential candidates.
· 5) Obtain permission from a conference administrator of each candidate (or the hospital administrator if a hospital employee).
· 6) Screen all potential candidates to determine level of interest and pastor/church compatibility to narrow the list.
· 7) Submit list of names and resumes to VP for Pastoral Ministries for review and input.
· 8) Conduct personal telephone interviews with each candidate and make written reports to the VP for Pastoral Ministries identifying each candidate’s strengths and weaknesses.
· 9) Schedule a meeting with the church to reduce the list of candidates to three prioritized names.
· 10) Gather reference and background information on each candidate and forward resumes and reference forms to the VP for Pastoral Ministries who will forward copies to HR. 
· 11) Call all interviewees as soon as possible to notify them that 
 (a) they are on the final list for ADCOM or 
(b) they are not on the final list.
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· 12) Submit prioritized names to ADCOM requesting authorization to process a call subject to a successful interview and inform area ministerial director of decision.
· 13) Notify HR to care for A) and B) below prior to the interview:

· A) Send copy of HR background check release form to candidate and notify VP of Past Min when returned.

· B) Contact the administrator of the denominationally employed candidate to make notification of the intent to interview. Ask following questions:

· Are there unamortized moving expenses?

· Are there unamortized education expenses?

· Does the candidate owe the conference for any car loans, home loans, etc.?

· Are you aware of any debts owed by the candidate to ABC, schools, etc.?
· 14) Arrange a meeting for the candidate to interview with the church and notify the VP for Pastoral Ministries of date.

NOTE:  If, subsequent to the interview, either the church or the interviewee choose not to unite then the process would continue with the next candidate on the prioritized list.
· 15) Notify the VP for Pastoral Ministries of the outcome of the interview including proposed start date.
· 16) Request that Secretariat place the official call verbally and in writing. Also, inform Secretariat, HR Director, and Treasurer of any agreements made with the candidate regarding employment (i.e., educational info, financial encumbrances, vacation time, and starting date in GCC).

· 17) Have candidate submit receipts for travel and expenses associated with the trip to the VP for Pastoral Ministries.
· 18) Notify other candidates of the decision made by the conference.
· 19) Schedule a meeting of the new employee with: Conference President; VP for Pastoral Ministries, and Director of Human Resources for New Employee Orientation.
· 20) Request that the new employee immediately contact the Moving Department to make necessary moving arrangements.
· 21) Process candidate through conference Personnel Subcommittee and Executive Committee.
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