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Common Terms and Definitions

e AA/EEO Policy: Affirmative Action/Equal Employment Opportunity policy
e Biennial: taking place every other year

e Church Leadership Connection (CLC): the internet-based matching and referral system for persons
seeking a position and churches or other ministry organizations seeking leadership of the Presbyterian
Church (U.S.A.).

e Commission on Ministry: a commission of the Presbytery tasked with the responsibility of the
relationships between the Presbytery and the members, churches, and other individuals within the
Presbytery.

e Commissioned Ruling Elder (Commissioned Lay Pastor) (CRE/CLP): a ruling elder who is commissioned
to limited pastoral service as assigned by the Presbytery.

e Eligible Ruling Elder (ELE): a ruling elder who is eligible to be commissioned to limited pastoral service
but who is not currently serving.

e Installed Pastoral Relationships: The installed pastoral relationships are pastor, co-pastor, and
associate pastor.

e Liaison: a member of the Commission on Ministry responsible for nurturing specific relationships
between COM and the members, churches, and other individuals of the Presbytery.

e Ministry Discernment Profile (MDP): the form completed by church or other ministry organizations
that are seeking individuals to fill pastoral or leadership positions.

e Pastor Nominating Committee (PNC): the committee elected by the congregation and representative
of the whole congregation with the responsibility and duty to conduct a search for a pastor and then to
nominate a pastor for election by the congregation.

e Personal Discernment Profile (PDP): the form completed by individuals seeking a position.

e Temporary Pastoral Relationships: Temporary pastoral relationships are approved by the Presbytery
and do not carry a formal call or installation. (See page 13 of this handbook for more information)
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The Commission on Ministry
from the Presbytery of Des Moines Manual of Operations Section 13.3

The Commission on Ministry consists of 18 Ministers of the Word and Sacrament/Teaching Elders and Ruling
Elders in numbers as nearly equal as possible. The Nominating Committee will nominate the members of the
COM for election by Presbytery. The Commission members shall elect the moderator and vice moderator.

The Executive Presbyter shall serve as a resource for the commission without vote.

The Commission will elect a secretary. The Commission may elect a person to serve as recording secretary to
assist the secretary. The recording secretary would be responsible for taking, keeping, and distributing the
minutes of the Commission on Ministry meetings.

The quorum of the Commission shall be one-third of its voting members with at least one Minister of the
Word and Sacrament/Teaching Elder and one Ruling Elder.

The Commission shall have an executive committee made up of the Commission moderator, vice-moderator,
secretary of the commission, and the Executive Presbyter. Duties for this executive committee shall be to:

1. Schedule boundaries/ethics training every year and to keep a record of those who have attended such
events.

2. Review the terms of call, terms of interim contracts, and terms for commissioned ruling elders
annually.

3. Propose to the Commission for recommendation to the Presbytery the minimum terms of call for the
next year.

4. Consider requests for financial assistance for pastors in need as confidential.
The Commission’s Responsibilities:

The Commission is authorized to act on behalf of Presbytery:
1. To confirm calls issued by churches.
2. Toapprove and present calls for services of Ministers of the Word and Sacrament/Teaching Elders.
3. To approve the examination of and approve membership of Ministers of the Word and
Sacrament/Teaching Elders transferring from other presbyteries.
4. To dissolve pastoral relationships in cases where the congregation and pastor concur.

5. To grant permission to labor within or outside the bounds of the Presbytery; and to dismiss Ministers
of the Word and Sacrament/Teaching Elders to other presbyteries, with the provision that all such
actions will be reported to the next Stated Meeting of the Presbytery.

Commissioned Ruling Elders: The Commission shall recommend to Presbytery for approval all actions with
regard to commissioning Ruling Elders.

Members of Presbytery: The Commission shall present to the February Stated Meeting of Presbytery an

annual review of the terms of call for Ministers of the Word and Sacrament/Teaching Elders and shall
recommend by the May meeting minimum terms of call for the next calendar year.
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Administration of the Lord’s Supper: The Commission shall report to Presbytery specific elders to administer or
preside at the Lord’s Supper for a period of time not to exceed 18 months.

Membership Categories: The Commission shall recommend to Presbytery membership status.

Strategy for Churches: The Commission shall consult with churches about strategy relating to matters of
pastoral staff, property, resources, and program and shall recommend or report to Presbytery appropriate
changes.

Pensions Representative: The Pastor to the Presbyteries shall serve as the Board of Pensions’ representative,
to resource the commission and the Presbytery and to coordinate retirement and memorial recognitions of
Ministers of the Word and Sacrament/Teaching Elders.

Continuing Education and Pastoral Care: The commission shall review regularly the continuing education and
personal well-being of Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders.

The commission shall provide for boundaries/ethics training opportunities every year.
Through its liaisons conduct biennial visits.
Through its liaisons work with Pastor Nominating Committees to conduct searches for pastoral leadership.

Election of moderator, vice moderator, and secretary: After the last stated meeting of the Presbytery each
year, when new members of the commission have been elected to begin service on January 1 of the next
calendar year, the Commission on Ministry Executive Committee will prepare nominations for the positions of
moderator, vice moderator, and secretary of the Commission for the next calendar year. These nominations
will be presented to the Commission at its next meeting for consideration and election to a 1-year term. Those
elected begin their service on January 1 of the new calendar year. It is expected the vice moderator be
nominated to the office of moderator. If the Commission wishes to elect a recording secretary, this may also
be done at this time. Per the Des Moines Presbytery Manual of Operations, the moderator of the Commission
is elected for a one-year term which may be renewed only once during a six-year period (Section 10.2).
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Commission on Ministry Norms
We notify the moderator or secretary when we cannot attend a commission meeting.
We will provide a written report of our liaison activities.
We commit to fulfilling our liaison responsibilities.

P w N e

We will treat all information shared in Commission meetings, or meetings related to the work of the
Commission, as confidential. We recognize that, as members of the Commission on Ministry, we have
access to sensitive information regarding individuals, congregations, conflicts, disagreements, and
possibly other issues or concerns not named here and we covenant to protect that information and
keep it confidential.

5. We excuse ourselves from the meeting when we, or the church where we belong, becomes the
business of the meeting.

6. We always allow a member of the commission to speak before they excuse themselves from the
meeting.

7. As much as is practical and possible, we will not represent the Presbytery with churches where we
serve as a pastor, are members, where we have strong family ties, or where the Commissioned Ruling
Elder of the church is a member of our church.

8. As much as possible, parties or the designated representatives affected by decisions of the Commission
will be permitted to speak to the Commission about the issues before the decision is made.

9. No one will be expected to do commission work with churches without training or coaching being
offered. Visits should always be made with a partner.

10. Don’t assume someone else has thought of it or is doing it. CALL.

11. When we get a call about a church, we will always make sure they have talked to the liaison of the
church first. Procedure:
a. Ask the caller if they have spoken to the offending party.
b. Ask the caller if they are a member of the session.
c. Ask the caller if they have spoken with the pastor.
d. Ask the caller if they have talked to the session and/or the personnel committee of the church.
e. Ask the caller if they have spoken with the COM liaison.

12. We will notify the Commission moderator when bringing business to the commission for action.

13. If you know that one of your churches is having a special celebration, as liaison try to attend the
function. Also, let the Executive Presbyter and Commission moderator know of the event. If you plan
on attending a regular worship service, let the pastor know in advance you are planning to be there.

14. Speak and hear the truth in love.
15. We shall not act as the personnel committee of the church as we are not HR professionals.

16. Business of the COM may be conducted by electronic means in accordance with the Des Moines
Presbytery Manual of Operations Section 3.8 and Section 11.

17. Per the Des Moines Presbytery Manual of Operations, if a member wishes to resign from the
Commission, their resignation should be submitted in writing to the Stated Clerk. Unexcused absence
from one-half of annual meetings constitutes a resignation from the commission. (Section 10.3)
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COM Annual Calendar

January Commission Meeting
e Training/Orientation for commission
e Collect and approve changes in terms of call — exec and full commission
e Appoint liaisons — recommended by exec committee
e Elect secretary for executive committee and commission

February Meeting of Presbytery
e Report of Terms of Call
e Review biennial visits
e Renew temporary positions and moderators for vacant churches
e also act as necessary through the year

February Commission Meeting
e Review list of new pastor mentors

March Commission Meeting
e Review pulpit supply list — exec committee

April Commission Meeting

e Schedule annual boundaries event — exec committee

May Meeting of Presbytery
e recommend the Minimum Terms of Call for the upcoming year
e Validated Ministries and Ministers of the Word and Sacrament/Teaching Elders at Large report

June or July
e Make budget request for the new year — exec committee

November Meeting of Presbytery
e Recognize ordination anniversaries
e Recognize church anniversaries
e Report of the elders authorized to administer and preside at the Lord’s Supper
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| am your COM Liaison

Ronald Reagan famously said, “The 9 most terrifying words in the English language are, ‘I’'m from the
government, and I’'m here to help.”” I’'m from the COM and, rest assured, | am actually here to help.

Presbyterians claim to be a connectional church which means we recognize we’re part of a larger body of
Christ. As such, we join with kindred churches in ministry, mission, prayer, worship, and governing ourselves.
In other words, we form a relationship called the Presbytery of Des Moines.

The Commission on Ministry (COM) is a team of Ruling Elders and Ministers of the Word and
Sacrament/Teaching Elders who are elected to provide care, resources, and oversight for the churches and
pastors in our Presbytery. I’'m a member of that team and | am your liaison. I’'m tasked with fostering a
relationship with your church leadership and assist you in (but not limited to) the following ways:

Partnering - Your session is about the faithful task of leading your church to do what God is telling it to do. As
a connectional church we want to celebrate your ministry! We also are available to listen to your ideas and
guestions and to help your session consider other ideas, questions and resources that might be helpful.

Transitions - when a pastor resigns, retires, etc., the COM will provide guidance to the Session for the
transition to new leadership. There are a lot of decisions to navigate during those times - sometimes even
healing to be done - | will be your connection to resources and assistance from the COM.

Continuing Education - | will share opportunities for Ruling Elders including New Elder Training and leadership
development. The COM also offers Boundary Training to raise the standard of safety and care for the
vulnerable.

Conflict Engagement - If conflict does arise, we stand ready to work with you. As followers of Christ, the goal
of our work together will be the restoration of relationships and/or finding healthy paths forward. The COM
has several people trained in the mediation of conflicts with reconciliation being the goal. They are available
as needed.

Just like you, | am interested in the health and vitality of your ministry. Every 2 years, | and another team
member from COM will sit and listen to the session and pastor to do a ‘deep dive’ into the well-being of the
ministry. We have a few different tools we use to foster conversations among the session and leaders. They
are used to help us recognize where we are and where God might be leading us as a church.

Again, my goal as your liaison is to foster a relationship connecting you with the rest of our Presbytery,
recognizing that we are all part of a larger witness. | will have regular contact with your pastor and clerk of
session. If you don’t currently have a pastor, I'll stay in touch with the Moderator of Session.

When assistance is needed, | can call on the resources of the larger church to help us find solutions - together.
One of those additional resources is our presbytery staff. This person provides support to pastors,
congregations, and Pastor Nominating Committees. They focus on health and vitality of congregations and
leaders. You may reach out directly to this person in addition to reaching out to me as your liaison.

I’'m from the COM, | am your liaison, and | am here to help.
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Liaison Job Description

1. Make a monthly/regular call to each church or pastor assigned to them. On a quarterly basis make a
call to the clerk of session. When there is no installed pastor or interim, make calls to the moderator of
session on odd numbered months and the clerk of session on even numbered months. As the liaison
relationship is established, make calls as frequently or infrequently as is determined necessary to
maintain the relationship.

2. Conduct biennial visits on a regularly scheduled basis using a partner from the Commission on Ministry.

3. Lead PNCs through the call process and work with the PNC and newly called pastor to plan and
schedule the installation service.

4. Conduct the one-year visit with new pastors using a partner from the Commission on Ministry.
5. Help plan the commissioning service of the commissioned ruling elder in the local church.

6. Recruit the moderators for any vacant churches assigned to them making recommendation to the
Commission on Ministry for official appointment.

7. Provide pastoral care for Ministers of the Word and Sacrament/Teaching Elders in crisis in the churches
assigned to them plus let the chairperson of COM and Pastor of the Presbyteries know — see Crisis
Response and Communication Policy. Send a card to the pastors under their care for health, birthday,
anniversary, etc.

8. Review and approve Ministry Discernment Profiles (COM Moderator and Pastor of the Presbyteries
sign off).

9. Be present for the pastor’s annual compensation review upon request of the pastor or session.

10. Do the exit interview with the pastor when departing using a partner from the Commission on
Ministry.

11. Do the exit interview with the session when the pastor departs using a partner from the Commission
on Ministry.

12. Assist the session with the search for an interim pastor if desired.

13. Make conflict intervention referrals as necessary.
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Biennial Visit Strategy

At least one month prior to the visit the liaison will send the materials they are choosing to use to guide the
conversations to the moderator and clerk of session. One option is the 7 Marks of Congregational Vitality (see
Appendices A and B). Another option is the Biennial Visit Guide which is Appendix M. The session to be visited
is asked to consider the materials in preparation for the biennial visit and conversation.

When the visit is conducted:

1.

2.
3.
4

The liaison and team member will introduce themselves.

The session will then introduce themselves to the liaison team.

Discussion will then be focused on the materials that had been sent ahead of time.

The team will end the discussion by asking how the Presbytery or COM specifically might be helpful as
they move forward.

As a COM we need to be clear this is not to be an evaluation of the pastor or the relationship of the pastor
with the congregation. The visit is for building relationships and seeking ways the Presbytery might be helpful
in the session (congregation) identifying and developing its mission/ministry.

After the visit is concluded one of the team members will write a brief report of the visit, collaborating with
the clerk of session and session moderator, including a detailed summary of the conversation and any

requests for help that may have been shared.

The written report will be shared with:

The Clerk of Session

The Session Moderator

The Admin Exec/Stated Clerk

The Executive Preshyter

The Moderator of the Commission on Ministry
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Code of Ethics for Ministers of the Word and Sacrament/Teaching
Elders and Commissioned Ruling Elders

All Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders have the
responsibility assumed in their ordination vows, to trust Jesus Christ as Savior, to acknowledge him Lord of all
and Head of the Church, and to believe in one God, Father, Son, and Holy Spirit. They are further committed to
obedience to Christ, under the authority of Scripture and guided by the Book of Order and Book of
Confessions of the Presbyterian Church (U.S.A.). In their personal lives, all Ministers of the Word and
Sacrament/Teaching Elders and Commissioned Ruling Elders, acting as God’s servants, follow the Lord Jesus
Christ, love their neighbors, and work for the reconciliation of the world. In both their personal and
professional lives, they strive to further the peace, unity, and purity of the Church, and serve society with
honesty.

Fundamental Principles

1. In all professional matters Ministers of the Word and Sacrament/Teaching Elders and Commissioned
Ruling Elders shall maintain practices that give glory to Christ, advance the goals of the Church, and
nurture, challenge, and protect the welfare of church members, parishioners, clients, and the public.

2. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders shall act in
such a manner as to uphold and enhance the honor, integrity, morality, and dignity of the profession.

3. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders shall limit their
practice to those positions and responsibilities for which they are qualified.

4. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders shall conduct
all professional matters in a manner that assures security and confidentiality and avoids conflicts of
interest.

5. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders shall
demonstrate respect, honesty, and fairness when interacting with clergy colleagues and persons in
related professions.

6. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders shall maintain
professional competence throughout their careers.

7. In personal, as well as professional relationships, Ministers of the Word and Sacrament/Teaching
Elders and Commissioned Ruling Elders shall have honest and sincere motives, upholding the peace,
unity, and purity of the church and sharing faith, hope, and love with all people.

Guidelines for the Application of the Ministers of the Word and Sacrament/Teaching Elders and
Commissioned Ruling Elders Code of Ethics

The maintenance of high standards of professional competence is an ethical concern and is a responsibility
shared by all Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders. They
shall maintain practices that give glory to Christ, advance the goals of the church and nurture, challenge, and
protect church members, parishioners, and clients. Their practice of the profession will also seek to advance
the profession itself.
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1. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders accurately
represent their professional qualifications, education, training, and experience in all contracts with the
church and the public. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling
Elders are themselves responsible for correcting any misrepresentation.

2. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders use their
knowledge, skill, experience, and their professional connections for the benefit of the people and the
institutions they serve and not to secure unfair personal advantage.

3. Members of the profession limit their practice to those positions and responsibilities for which they are
qualified and know when to make referrals if this is indicated in a particular case.

4. Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders avoid the
disparagement of any person, and particularly of colleagues and other professionals.

Pastor/Client-Parishioner Relationships

Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders respect the integrity
and protect the welfare of persons or groups with whom they are working and have an obligation to safeguard
information about them that has been obtained in the course of the counseling process.

1. Itisthe duty of a minister/pastoral counselor during the counseling process to maintain the
relationship with the client on a professional basis.

2. Ministers of the Word and Sacrament/Teaching Elders/Commissioned Ruling Elders/pastoral
counselors shall not engage in sexual misconduct, mental or physical abuse with their clients or any
other persons. (See the Presbytery of Des Moines Sexual Misconduct Policy)

3. All personal communication from clients or parishioners is treated in a professional manner and
confidentially.

4. Although the State of lowa does not require clergy to be mandatory reporters in cases of physical
abuse, neglect, or sexual molestation, the Presbyterian Church (U.S.A.) has placed that requirement on
itself. (G-4.0302)

Colleague Relationships

Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders maintain a vital
association with their professional colleagues and other colleagues in related professions — healthcare, social
services, legal services, and the like.

1. In staff relationships, as in intra-church relationships, the objective is to work together with a spirit of
cooperation in building up the whole church. Specific position descriptions are prepared to describe
the responsibilities, accountabilities, and interrelationships of all church staff. Ministers of the Word
and Sacrament/Teaching Elders and Commissioned Ruling Elders are to act with understanding toward
one another, accept each other as persons, know and honor each other’s position descriptions, respect
the competencies of each other, offer constructive suggestions to one another, forgive
misunderstandings, and be tolerant of differences of opinion and style of operation.

2. In pastoral calling and other home or hospital visiting, seeing one’s own parishioners is the Minister’s
responsibility. Ordinarily the Minister or Commissioned Ruling Elder should not visit someone who is a
member of another church unless initiative comes from that person or from that person’s Minister.
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Professional courtesy suggests that if a Minister does visit a parishioner from another church, the
parishioner’s own Minister should be notified.

When a Minister or Commissioned Ruling Elder is called upon to officiate at a wedding, funeral, or
baptism for families who are not members of the Minister’s own congregation, the Minister should
determine whether they are members of another church. If so, they should be urged to secure the
services of their own minister. If that fails, the Minister should seek to inform their minister of the
circumstances. In administering the sacraments, the Minister will know and honor the provisions of the
Directory for Worship and the Form of Government as found in the Book of Order.

When the relationship between a Minister or Commissioned Ruling Elder and a congregation is
dissolved, the Minister should announce publicly what that means, calling attention to the fact there
will be another minister to whom the people should give their loyalty and stating clearly that the
departing minister should not be called upon for pastoral services or ceremonies. Ministers of the
Word and Sacrament/Teaching Elders who are elected as pastors emeriti should recognize that this is
an honorary title only and carries no responsibilities or special privileges unless they are expressly
stated by the Session and approved by the Presbytery.

The purpose of an interim pastor is to prepare a particular congregation for the coming of a new
pastor. According to the Form of Government, the interim should not usually be a candidate for the
pulpit which he/she serves as an interim supply pastor.

When a Minister or Commissioned Ruling Elder is called to another parish or retires, due care should
be exercised not to influence, by direction or indirection, by spoken or written word, the selection of
any successor or the policies of the successor. In addition, the departing pastor should avoid
influencing the choice of the next moderator of the session or an interim supply pastor or the election
of the Pastor Nominating Committee or its work. The pastor should be especially discreet when and if
visiting in a former parish. In such cases, it would be proper to pay personal respects to the successor.
Frequent visits to one’s former parish should be avoided. If there is no supply pastor or no stated or
temporary supply, the former pastor may serve as called upon and approved by the Session and/or
Commission on Ministry (G-2.0905). At the coming of the new pastor, all professional relationships
should be dissolved.

An installed pastor, a supply pastor, or Commissioned Ruling Elder has the responsibility to be
courteous to any predecessor. The years may have built up loyalties that are strong, and though the
preceding minister may do everything possible to discourage a former parishioner from seeking his/her
services, that parishioner may be quite persistent. If this happens, the former pastor should simply and
courteously refuse the request and urge the parishioner to seek the current minister’s services. If, in
unusual circumstances, the current Minister chooses to invite a former Minister to participate in some
service, this should be completely on the initiative of the current Minister. Some careful flexibility in
such matters may do more to move a congregation to accept a new Minister as their own than would
“standing up for one’s rights” as the installed minister.

The Commission on Ministry shall take appropriate steps to resolve any questions that may arise in
these areas in accordance with the provisions of the Book of Order. The commission shall be open to
communication at all times with the Ministers of the Word and Sacrament/Teaching Elders, elders who
are members of session, and sessions of Presbytery.
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Temporary Pastoral Relationships

When a church does not have a pastor, or while the pastor is unable to perform her or his duties, the session
should obtain the services of a minister approved by the Commission on Ministry in a temporary pastoral
relationship. When a congregation employs more than one pastor, or a pastor and one or more associate
pastors, and there is a vacancy in one of these positions, it may obtain the services of a ministerin a
temporary pastoral relationship. No formal call shall be issued by the congregation and no formal installation
shall take place. A temporary supply will normally not be called to be pastor or associate pastor of a church
served as temporary supply, except by three-fourths vote of Presbytery. (G-2.0504)

Temporary pastoral relationships are those of appointed moderator, pulpit supply, temporary supply, stated
supply, interim (transitional) pastor, interim (transitional) co-pastor, interim (transitional) associate pastor,
Commissioned Ruling Elder (Commissioned Lay Pastor), lay pastor, designated pastor, student pastor, or a
minister of another denomination.

Appointed Moderator — The installed pastor shall ordinarily moderate all meetings of the congregation. If it is
impractical for the pastor to preside, he or she shall invite another minister of the Word and Sacrament who is
a member of the presbytery or a person authorized by the presbytery to serve as moderator. If there is no
installed pastor, or the installed pastor is unable to moderate and/or name another moderator, the presbytery
shall make provision for a moderator (G-1.0505). The appointed moderator is only expected to moderate
session and congregational meetings. Additional information can be found in the Moderator of Session policy
on page 16.

A Pulpit Supply is a Minister of Word and Sacrament, Eligible Ruling Elder, Ruling Elder, other similarly
qualified people of other denominations, or a candidate secured by the session on a Sunday-by-Sunday basis.
To administer the sacraments the person must be a PC (U.S.A.) minister unless authorized by the session and
the Commission on Ministry. See the pulpit supply policy on page 17 for recommended compensation.

A Temporary Supply is a Minister of Word and Sacrament invited by the session of a church, with the approval
of the presbytery, to perform the functions of a pastor when a congregation does not have a pastor, or while
the pastor is unable to perform her or his duties. No formal call shall be issued and no formal installation shall
take place. A person serving as temporary supply is invited for a specified period not to exceed twelve months
in length, which is renewable with the approval of the presbytery. (G-2.0504b)

A Stated Supply is a Minister of Word and Sacrament appointed by the Presbytery, after consultation with the
session, to perform the functions of a pastor in a church which is not seeking an installed pastor. The relation
shall be established only by the Presbytery and shall extend for a period not to exceed twelve months at a
time. A stated supply shall not be reappointed until the Presbytery, through its Commission on Ministry, has

Presbytery of Des Moines Commission on Ministry 13



reviewed her or his effectiveness. A stated supply may, with Presbytery’s approval, serve as moderator of the
session.

An Interim (Transitional) Pastor is a Minister of Word and Sacrament invited by the session of the church
without an installed pastor to preach the Word, administer the Sacraments, and fulfill pastoral duties for a
specified period not to exceed twelve months at a time, while the church is seeking a pastor. The goal of an
interim (transitional) pastor is to help the congregation prepare for their next pastor which may include but is
not limited to, addressing conflicts, grieving the departing pastor, and so on. The interim (transitional) pastor
will normally not be called to be the next installed pastor of a church served as interim pastor. Such a call can
happen only by a three-fourths vote of the Presbytery. (G-2.0504c)

An Interim (Transitional) Co-Pastor is a Minister of Word and Sacrament invited by the session of a church
without an installed co-pastor which has a co-pastor model which was in effect for at least three years and
where the congregation desires to continue such a model of permanent ministerial relationship, to preach the
Word, administer the Sacraments, and fulfill pastoral duties for a specified period not to exceed twelve
months at a time, while the church is seeking a co-pastor. The session may not secure or dissolve a
relationship with an interim pastor or interim co-pastor without the concurrence of the Presbytery through its
Commission on Ministry. A Minister of Word and Sacrament will normally not be called to be the next installed
pastor, co-pastor, or associate pastor of a church served as interim pastor or interim co-pastor. Such a call can
happen only by a three-fourths vote of the Presbytery. (G-2.0504c)

An Interim (Transitional) Associate Pastor is a Minister of Word and Sacrament invited by the session of a
church to serve in this position while the church is seeking a new associate pastor or is seeking a pastor to
serve as co-pastor. The session may not secure or dissolve a relationship with an interim associate pastor
without the concurrence of the Presbytery through its Commission on Ministry. An interim associate pastor
shall serve for a specified period not to exceed twelve months at a time and will normally not be called to be
the next installed pastor or associate pastor of a church served as interim associate pastor. Such a call can
happen only by a three-fourths vote of the Presbytery. (G-2.0504c)

A Commissioned Ruling Elder (Commissioned Lay Pastor) (CRE/CLP) is a ruling elder who is commissioned to
limited pastoral service as assigned by the Presbytery. A ruling elder so designated may be commissioned to
serve one or more validated ministries of the Presbytery. A CRE/CLP may be authorized by the Presbytery to
moderate the session of the congregation or congregations to which he or she is commissioned, to administer
the Sacraments, and to officiate at marriages where permitted by state law. This commission shall also specify
the term of service, which shall not exceed three years but shall be renewable. The Presbytery shall review the
commission at least annually. (G-2.1001)

A Lay Pastor is a ruling elder who is seeking to be commissioned as a CRE but is not yet commissioned, invited

by the session of a church, with the approval of the presbytery, to perform the functions of a pastor. The
relationship shall extend for a period not to exceed twelve months at a time, which is renewable with the
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approval of the presbytery. A Lay Pastor is required to seek the authorization of the Commission on Ministry
to moderate the session of the congregation, to administer the Sacraments, and to officiate at marriages
where permitted by state law. Lay Pastors who are authorized by other denominations will be considered on a
case-by-case basis.

A Designated Pastor is a minister of Word and Sacrament called to a full-time or part-time position as
established by the Presbytery for a term of not less than two nor more than four years. The congregation and
the minister must have both agreed to be considered for a designated relationship. The congregation’s
pastoral nominating committee shall nominate to the congregation for its consideration and vote, only from
among those Ministers of the Word and Sacrament/Teaching Elders designated to it by the Presbytery’s
Commission on Ministry.

A Student Pastor is a candidate for ministry attending seminary while serving a congregation in the
Presbytery. When a church is without a pastor, or when the pastor is unable to perform pastoral duties, the
session, after obtaining the approval of the Presbytery having jurisdiction over the church through its
Commission on Ministry, may secure the services of an inquirer or candidate to serve as temporary supply.
Appropriate guidance and supervision for such an inquirer or candidate serving as temporary supply must be
assured by the Presbytery having jurisdiction over the church and approved by the inquirer’s or candidate’s
Committee on Preparation for Ministry or its equivalent.

Ministers of the Word and Sacrament/Teaching Elders of Other Denominations — Ordained minsters of other
Christian churches may be employed by the session of a particular church in a temporary pastoral relationship,
provided that such Ministers of the Word and Sacrament/Teaching Elders present to the Presbytery
credentials of good standing in the ecclesiastical body to which they belong, and provided that Presbytery
gives its approval to the temporary pastoral relationship.

See Appendix C for the Temporary Pastoral Relationship Covenant Form.
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Moderator of Session Policy
for churches without a pastor

When a congregation does not have a pastor serving either in an installed position or as temporary supply, the
Commission on Ministry will appoint a teaching elder or a qualified ruling elder to moderate session and
congregational meetings. The only expectation of the appointed moderator is to moderate session meetings
and congregational meetings.

The session should meet at least quarterly as per the Book of Order (G-3.0203) and should schedule
communion at least quarterly (W-3.0409).

The fee is S50 per meeting plus mileage reimbursement at the IRS rate.
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Pulpit Supply Policy

The Presbytery of Des Moines keeps an approved pulpit supply list. Individuals on the list have been examined
and approved by the Commission on Ministry. This includes ensuring all individuals have, at a minimum, had a
background check, completed boundaries training, and completed an examination interview with a 3-person
team of COM members.

In order to administer the sacraments, the person must be a PC (U.S.A.) Minister of Word and
Sacrament/Teaching Elder unless authorized by the session and the Commission on Ministry. Those ruling
elders who have been trained and authorized are noted on the pulpit supply list. If a church intends to invite
the same preacher for more than 3 consecutive weeks, Presbytery approval is required through the
Commission on Ministry.

The recommended pulpit supply fee is $150 per Sunday unless there are two services and then it is $200. This
fee can be negotiated in either direction. The important thing is to be clear about the fee when the pulpit
supply is scheduled.

Mileage should be paid at the IRS business rate for mileage both ways for the pulpit supply.

The church is responsible for paying the pulpit supply fee when worship is cancelled. There will be no
responsibility for mileage unless the person actually made the trip.

If you would like to suggest someone for the Presbytery approved pulpit supply list, contact the Commission
on Ministry or have the potential supply make that contact.
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Policy for Authorizing Ruling Elders to Preside at the Lord’s Supper

Background

In our polity, presbyteries are charged with “the government of the church and assisting and supporting the
witness of the congregations...” throughout the bounds of the Presbytery (Book of Order, G-3.0301). In light of
that charge, the Presbytery has the responsibility and power to “provide that the Sacraments be rightly
administered and received. This responsibility shall include...authorizing and training specific ruling elders to
administer or preside at the Lord’s Supper when it deems it necessary to meet the needs for the
administration of the Sacrament; and exercising pastoral care for the congregations and members of
Presbytery in order that the Sacraments may be received as a means of grace, and the Presbytery may live in
the unity represented in the Sacraments” (G-3.0301b, emphasis added).

Note: This policy/procedure does not apply to Commissioned Ruling Elders (G-2.10) nor to the
Extended Serving of Communion by ruling elders, but only authorizations related to G-3.0301b.

Purpose

This policy/procedure addresses the processes by which the Commission on Ministry will work with ruling
elders and congregations to ensure that specific ruling elders may be, when necessary, authorized and trained
to administer or preside at the Lord’s Supper.

Policy

Specific ruling elders may, upon request, and after having received sufficient training, and at the discretion of
COM, be authorized by COM to administer and preside at the Lord’s Supper in their specific congregation for a
period of up to three years, usually ending on December 31.

Procedures

1. NEED. The need to have a ruling elder(s) preside at the sacrament is discerned by the session of a
congregation and is communicated to the COM liaison, generally by the Clerk of Session.

2. TRAINING. Various formal and informal training options will be made available by COM on a regular
basis to ruling elders desiring such training. These training options may be led by an executive of the
Presbytery, a member of COM, or any Minister of Word and Sacrament/Teaching Elder designated by
the Presbytery or the COM. For example:

a. Virtual Workshops;
b. Workshops prior to or following Presbytery meetings;
c. One-on-one or small group workshops on location at a specific church in the Presbytery.

3. Authorization. “Authorization” in accordance with the policy is a distinct and separate action of the
COM which follows the sufficient training. Authorization is for a specific period of time and for a
specific congregational setting.
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Policies and Procedures for
Dissolution of Pastoral Relationships

Basic Principles

1. These are the adopted policies and procedures of the Presbytery of Des Moines. As such, they will be
followed in all cases of the dissolution of the relationship between a pastor and congregation.

2. All agreements or terms for separation are compatible with the Book of Order.

3. All congregations are expected to have an active Personnel Committee or its equivalent. The
Commission on Ministry is a resource for the formation and operation of such committees and stands
to assist any personnel committee or session in personnel matters. We will not act as ‘personnel’
professionals.

4. All matters regarding separation or termination of a pastor, including all financial arrangements, shall
be documented in writing by the Session with copies to the Commission on Ministry. The basic form to
be used for this can be found in Appendix D.

5. The separation process shall be considered incomplete until the congregation and the Presbytery vote
on the dissolution of the call and any severance terms. Temporary pastoral relationships will be
governed by the contract.

6. Once the Presbytery has taken its action, all agreements are final. The Presbytery will be responsible
for monitoring the completion of the agreements made. No further negotiations, changes in the
agreement, or alterations may be made after the vote of the Presbytery.

7. Sessions shall evaluate each minister’s performance annually and adopt performance improvement
plans when necessary. All performance improvement plans shall be communicated to the Commission
on Ministry.

8. The COM recommends the use of the liturgy for the dissolution of a pastoral a call during the final
worship at which the departing pastor is leading. See Appendix E for this liturgy.

Parameters for Separation
Separations are either voluntary or non-voluntary.

Resignation/Request for Dissolution

Voluntary separation may take place after written notice to the session, the vote of the congregation, and the
vote of the Presbytery. Resigning clergy will be paid the cash equivalent of their unused earned annual
vacation at the official date of separation. After giving notice of resignation, the pastor shall make
arrangements to leave the position as soon as possible. As a rule, the pastor needs to leave the situation
within 30-60 days. An exception to this may occur in cases of retirement which shall be negotiated with the
Commission on Ministry. If the pastor is leaving a position and not moving to another call or position,
continuation of salary and benefits may be negotiated with the session and the commission. In no cases shall
salary and any benefits continue beyond six months following the date of dissolution.
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Reduction in Work Force

Separation because of elimination of a position, retrenchment in budget, or for other circumstance arising out
of no fault of the pastor, is at the discretion of the session and the congregation with the approval of the
Presbytery. Written notice will come to the Commission on Ministry from the session after consultation with
the pastor. A minimum of three months’ notice or pay in lieu of notice will be given, unless a waiver is
approved by COM. The pastor will also be paid the cash equivalent of any unused earned vacation.

In such cases the session and the Commission on Ministry, in consultation with the pastor, need to be
sensitive to issues of placement, housing, and the physical needs of the minister and family. This may call for
other items to be included in the settlement.

Separation for Cause
Separation for cause shall include, but is not limited to:

e Abuse or misconduct

e Insubordination

e Neglectin the care and use of church property or funds

e Conduct inconsistent with Presbytery standards or ordination vows

e Other conduct that rises to the level of malfeasance, or serious or repeated misfeasance in the
performance of duties

Separation for cause must be documented and substantiated. All meetings, conversations, and agreements in
this process must be documented in written form and placed in both the church’s file and the minister’s file in
the Presbytery office.

If a local session or pastor needs assistance in developing and implementing a process for evaluation and
review, the Commission on Ministry may be contacted. The Commission on Ministry is available for
consultation and counsel in conflict situations. Only after reasonable attempts at resolution in good faith
have failed shall termination negotiations begin.

After consultation with the pastor and the Commission on Ministry, the session shall put in writing the reason
for separation, the financial situation and overall health of the congregation, and note the specific
circumstances of the pastor, and a request for the Commission on Ministry to provide any needed assistance
in the negotiation of a separation agreement. The Commission on Ministry, in consultation with the session,
can then negotiate the specifics of the separation agreement. Salary and benefit continuation may be
negotiated, and the cash equivalent of all unused earned annual vacation is figured as of the date of
separation. Study or sabbatical leave is generally not granted as part of a severance agreement.

The status of Pastor Emeritus will not be granted to a pastor terminated for cause. Items that are negotiable in
the terms of dissolution are:
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e Length of time for continuation of salary and benefits — no longer than from zero to three months — or
lump sum payment.

e Reimbursable expenses will not normally be continued.

e Date that manse must be vacated (if one is provided).
No other items will be considered negotiable.

There may be situations other than those listed above which do not call for lengthy terms for dissolution. In
such cases, as little as one-month continuation of salary and benefits may be granted.

Process for Termination/Dissolution

Note: Nothing in this section or these policies or procedures shall prevent immediate termination without
further compensation for serious and egregious misconduct.

1. The session or pastor communicates in writing to the Commission on Ministry liaison the need for
assistance in resolving a conflict or dissatisfaction or evaluating an unsatisfactory performance review.

2. The Commission on Ministry will respond with the appropriate resource persons and the liaison to
meet with all parties to bring about resolution and inform all of the parties of the Presbytery’s policy
on termination and separation.

3. The session, pastor, and representatives of the Commission on Ministry negotiate, approve, and sign
the written severance agreement.

4. The Commission on Ministry approves the written severance agreement.

5. Copies of the written severance agreement are made available to members of the congregation no
later than the date of the first call for the congregational meeting at which the dissolution of the call
and the written severance is to be considered.

6. The congregation votes on the dissolution of the call and the written severance agreement. This
meeting of the congregation is to be moderated by a member of the Presbytery appointed by the
Commission on Ministry.

7. The Commission on Ministry approves the dissolution and the written severance agreement.

The severance/termination agreement shall contain at least the following items:

1. Identification of the parties — name of pastor, church, and Presbytery.
2. The specific reason(s) for separation/termination.
3. All financial agreements, including but not limited to:
a. Salary continuation
b. Benefits continuation
c. Loanrepayment or shared equity agreement (where applicable)
d. Manse use (where applicable) — normally not to exceed length of salary continuation or
maximum of two months, whichever is shorter.
e. Compensation for unused earned annual leave/vacation, provision for use of office, equipment,
etc. — not to exceed 30 days after date of termination.
f. Terms and time limits on physical presence — not to exceed 30 days after date of termination.
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4. The agreement shall specify that if a pastor finds full-time employment prior to the end of the term of
the agreement, the church’s financial obligations end as of the date said full-time employment begins.
Part-time employment will result in appropriate prorated adjustments in financial payments.

A global release that releases each party from legal action unless the agreement is not fulfilled.

6. A statement regarding the limited liability of the Presbytery (e.g., whether the Presbytery will be asked
to participate and to what extent).

7. Any financial decisions in which the Presbytery is asked to be involved and which may have a financial
impact in current or future budget years will require prior consultation with the Budget and Finance
Committee for clarification and review.

8. Date and signature of all the parties — the session/congregation, the pastor, and the Presbytery.
Copies of the severance/dissolution agreement will be placed in the pastor’s file, and the church’s file.

Effective Date of Policies

Upon a vote of approval by the Presbytery of Des Moines of these policies and procedures, the policies go into
effect and supersede any previous policies or actions of the Presbytery. No other policies or procedures or
actions shall serve as precedents for termination or dissolution agreements. Approved November 2020.

See Appendix D for Agreement for Termination and Separation forms.
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Separation Ethics Guidelines

Background

The pastoral relationship is very important, often deeply personal, and in some cases, lifesaving to people in a
congregation. This relationship evolves through study, teaching, preaching, administering the sacraments of
Baptism and Communion, weddings, funerals, being present in crises, and praying with and for members of
the congregation. With the leadership of a congregation, and particularly with the elders, the pastor works to
encourage the people in the worship and service of God, equipping them for their tasks within the church and
their mission in the world. In all these dimensions of the pastoral relationship, there are the elements of trust,
confidence, admiration, affection, fondness, caring, and love.

The ending of the pastoral relationship is often a trying and traumatic experience for both the pastor and the
congregation. It always means change and transition for both. One of the functions of the Commission on
Ministry is to support congregations and pastors as they attempt to minister effectively during the time of
transition. With guidance from the Book of Order and our Presbyterian traditions, the following guidelines
offer specific assistance to all parties involved.

These guidelines define ethical behavior for pastors moving to another parish or ministry (whether in the
community or a distance away), for pastors retiring, those beginning a new pastorate, and for the Sessions and
congregations dealing with pastoral separation.

These guidelines on separation ethics shall be given to:

1. The departing/retiring pastor or Commissioned Ruling Elder/Commissioned Lay Pastor at the session
meeting at the time the separation is announced.

2. The incoming pastor or Commissioned Ruling Elder/Commissioned Lay Pastor at his/her initial
interview with the Commission on Ministry.

3. The congregation where there is a pastoral change. Excerpts should be printed in the church’s
newsletter or bulletin under the signature of the Commission on Ministry.

Ethical Principles of Separation

It is inappropriate for a congregation’s former pastor to engage in any pastoral activities which intrude on the
current pastor’s call without a specific invitation from that pastor, including returning to former
calls/congregations to provide pastoral services. Pastors shall not foster informal relationships which harm the
ministry of the current pastor or pastors in parishes they have formerly served.

Saying Goodbye to Accept a Call a Distance Away

When a pastor accepts a call to ministry a distance from the congregation which they are leaving, the
opportunity for contact with members of the former congregation is quite limited, often non-existent.
However, there frequently arise certain circumstance which pose questions for the departing pastor as to
what is appropriate and what can be most helpful to the congregation and the interim and following
pastors. It is always incumbent upon the departing pastor to make sure that parishioners know that their
relationship with the congregation will come to an end. It is important that parishioners understand that
this change of relationship is necessary in order that the congregation be free, in all respects, to make the
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adjustments necessary for changes of leadership, interim, and permanent, without the departing pastor’s
influence.

Saying Goodbye but Remaining a Neighbor

When a pastor says goodbye and remains nearby, there are particularly sensitive aspects of separation
which require careful attention on the part of the departing pastor.

The experience of pastors and congregations over the years has led many to believe that when a pastor
ends a ministry with a congregation, it is best for the pastor to move out of the community. However, this
is not always possible or advisable. Thus, it is particularly important when a departing/retiring pastor
remains in proximity to the former congregation, that they be sensitive to the needs and responsibilities of
the new pastor. The departing/retiring pastor should not be a part of the worship or fellowship life of the
congregation except upon the initiative and invitation of the installed pastor and Session. If such an
invitation is extended, normally it should not occur until the installed pastor has had an opportunity to
establish relationships with the congregation.

Conduct Responsibilities

Separation Ethics implies certain values which are important to consider during the dissolution of the pastoral
relationship. Such values include:

1. Effective leadership.
2. Congregational health and stability.

3. The growth of pastor and members in dealing with the pain, the problems, and the possibilities of
separation.

4. The ability of the session and congregation to move positively and effectively toward the next phase of
their life together.
This material addresses the conduct and responsibilities of the pastor, session, congregation, and the
Commission on Ministry of the Presbytery. Since the pastor is the one in the professional leadership role, the
pastor has the responsibility for making sure that the separation is planned and carried through with foresight
and effectiveness.

Responsibilities of the Departing Pastor to the Congregation

When the date has been set for the dissolution of the pastoral relationship, the departing pastor with the
support of the Commission on Ministry must take the lead in preparing the congregation for the
separation in order to avoid confusion on the part of the members in the days ahead.

It is incumbent upon the departing pastor to make sure that parishioners know that their relationship with
the congregation will come to an end. It is important that parishioners understand that this change of
relationship is necessary in order that the congregation be free, in all respects, to make adjustments
necessary for changes of leadership, interim and permanent, without the departing pastor’s influence.

A letter should be sent to the congregation spelling out clearly the matters below, which are part of the
separation and transition. A sermon might also contain references to the approaching separation and
speak to these matters. In casual conversation, one-on-one or in groups, in public presence, in newsletters,
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in all contacts with people of the congregation, it is important that these matters are communicated, and
every effort made to have them understood. These matters are:

1. That all pastoral and professional relationships of the pastor with the congregation will end as of
the effective date of the dissolution.

2. That the pastor will not be involved in any way in the selection process of either the interim pastor
or the next installed pastor. Neither will they be involved in any way with the selection of any
search team or pastor nominating committee.

3. That the pastor, after leaving, will not become engaged in conversations with church members or
staff which, in any way, offer opinions or criticism about the life of the congregation or the
performance of the interim or any subsequent installed pastors. (An exception to this rule: if a
former pastor receives a call regarding a former congregation from a potential candidate looking
for opinions, references, and input about the congregation. In this case, it is acceptable and
appropriate for the former pastor to speak freely.)

4. That any desire on the part of members of the congregation for the departing pastor to participate
in congregational life or services should be discussed not with the departing pastor, but with the
interim pastor (or session moderator) or subsequent installed pastor.

5. That the departing pastor may participate in a wedding, funeral, or baptism of the congregation
after the date of dissolution only by invitation of the session, moderator, or the next installed
pastor.

Note: This ethic prohibits a former pastor from saying, “Of course, I'll officiate at your wedding (funeral,
baptism, etc.) if your pastor asks me.” It also prohibits a communication to the present pastor that says, “I
am going to be in town and plan to visit John Doe. | hope this is alright with you,” or any other similar
verbal or written statement. These statements compromise the present pastor, making it difficult for
them to say or do anything but agree to the involvement of the former pastor.

Responsibilities of the Departing Pastor to Individual Members of the Congregation

It is important that it be made clear that the pastoral relationship will come to an end. This does not mean
that friendships must come to an end. Friendships are priceless and are to be preserved, but there is a
special responsibility on the part of the departing pastor to prevent friendships from becoming confused
with the pastoral relationship. The pastoral functions of counseling, pastoral calling, conducting weddings,
funerals, or baptisms are not appropriate, unless asked to do so by the moderator of session and the
session. Neither is rendering of opinions about the ministry of the former church or its pastor appropriate.
It is the departing pastor’s responsibility to see that this really happens.

If the former pastor receives a request to return to the congregation for a particular occasion, it is
important for them to remind those making the request that the present pastor or moderator of the
Session is the one through whom the request should initially be made.

In instances when a church endures a long period of time without an interim or called pastor, the
temptation for the former pastor to remain connected and provide pastoral care is particularly strong.
Nevertheless, for the health of the congregation, the pastor must continue to follow these separation
guidelines.
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In any social context, where the former pastor is with friends or other members of the former
congregation, it is the responsibility of the former pastor to be sure that they voice no criticism or
evaluative comments about the new leadership of the congregation. It is not appropriate for the former
pastor to comment on the state of the congregation or to be involved in any way in the selection of a
successor once they have departed.

Responsibilities of the Departing Pastor to the Remaining Staff/Personnel of the Church

The former pastor has a responsibility to the remaining staff and personnel of the church at least in the
following ways:

1. To prepare them for the separation that will occur.
2. To encourage them to receive and welcome the interim pastor and the next installed pastor.

3. To make clear that they will not be available for counsel or advice regarding the life and work of the
church.

Responsibilities of the Departing Pastor to the Interim and Subsequent Installed Pastors

The former pastor has a responsibility to the interim pastor (or session moderator) and to subsequent
installed pastors to make sure that any requests that come to them for services in the former congregation
be redirected by the requesters to the interim pastor or installed pastor.

The former pastor should make every effort to be support of their successor. Pastors should encourage
persons who might contact them with concerns about their successor to address them to their new pastor
or the Session or the Commission on Ministry. Pastors should not draw conclusions about their successor
or interpret their behavior and words. They should encourage openness and opportunities for growth.

It is important that when any request comes to the former pastor, they be in touch with the current pastor
to let it be known what contacts have been made and that the request was redirected to the current
pastor. This is a courtesy which is important to be extended to the current pastor. There should be no
pastoral functions of any kind performed by the former pastor without the prior invitation or request of
the current pastor and session.

Responsibilities of the Session to the Departing Pastor

Following the pastor’s decision to request dissolution of the pastoral relationship, the session can give
support and encouragement to the pastor in the implementation of the decision. This can be done by
assisting the pastor in interpreting the meaning of the end of the pastoral relationship to the congregation
and, if need be, to the wider community. The session should ask the departing pastor to utilize leave-
taking liturgies in worship to help the congregation understand and accept the transition. (The Commission
on Ministry may provide a sample litany).

As a caring expression of closure, it is appropriate for the session to arrange for an occasion when the
congregation and pastor may formally say goodbye.

When a pastor departs due to conflict in a congregation, the session, in cooperation with the Commission
on Ministry representatives, shall negotiate a suitable dissolution agreement and recommend its adoption
to the congregation and to the Commission on Ministry, acting for the Presbytery of Des Moines. See the
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document “Policies and Procedures for Dissolution of Pastoral Relationships” (beginning on page 19 of this
handbook) for specific guidance regarding dissolution agreements.

When the pastor begins a new call or is employed in a full-time or equivalent position, before the
agreement has lapsed, all compensation will cease. If the pastor accepts a part-time position before the
agreement has lapsed, compensation will be reduced in an amount equal to the new salary received. All
financial support stops after the agreement has expired.

Responsibilities of the Session to the Congregation

The session will want to be sensitive to the feeling of loss experienced by members of the congregation
while demonstrating through their actions the meaning of the end of the pastoral relationship.

Additional session leadership may be needed in the transition period so that worship, congregational life,
and fellowship may continue.

The session can help the members of the congregation by encouraging them to see this time as an
opportunity for growth and change. It should be a time for listening to individuals and groups in the
congregation. It should be a time for examining present life, ministry, and service, and to be open to new
possibilities. It is important that the congregation be prepared for change and for new pastoral leadership.

With the help of the Commission on Ministry, the session should interpret the role of the Commission
during the transition period. This will involve the naming of a session moderator, the process of obtaining
interim leadership, and the process of calling new pastoral leadership.

Responsibilities of the Commission on Ministry to the Departing Pastor

Upon learning of the pastor’s intention to resign or retire, a representative of the Commission on Ministry
shall meet with the pastor to discuss these guidelines. An exit interview will be conducted by Commission
on Ministry representatives before or at the time the pastor departs.

During times of stress or conflict, the Commission on Ministry will assist the pastor in obtaining any
necessary counseling and/or help in searching for a new position.
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Responsibilities of the Commission on Ministry to the Session and Congregation

A Commission on Ministry representative will be present at the meeting of the session when the pastor
announces their resignation. The meeting will include informing the session fully of these guidelines,
orienting the session to the transition process, and answering questions. A Commission on Ministry
representative will also be present at the meeting of the congregation when the pastor requests
concurrence in their plans to leave to inform the congregation of the process for obtaining subsequent
pastoral leadership.

When a congregation plans to elect a retiring pastor as Pastor Emeritus, the information in the document
that covers that process will be sent to the congregation, and a Commission on Ministry representative will
be offered to interpret the process, if desired.

Responsibilities of the Commission on Ministry to the Interim and Next Installed Pastors

It will be important for the Commission on Ministry to review these guidelines with the interim pastor and
the next installed pastor and to be available for counsel should any difficulties arise regarding relationships
with the former pastor.

Timetable and Guidelines for Resigning Pastors
When should the resignation be announced?

Resignation occurs when a pastor is moving their ministry to another location or a different form of
ministry. Under normal conditions for leaving a parish, six to eight weeks’ notice is adequate. This will
allow sufficient time for tying up loose ends and for saying goodbye.

Giving notice of more than eight weeks can make for an inordinately long period for everyone concerned
having to hold onto grief feelings prior to the final termination, not unlike a prolonged period between a
death and the funeral service. However, too short a time between the announcement and the departure is
unfair to all affected, especially the congregation. The time after a pastor announces their intention to
move is a period of extremely important pastoral care, by the pastor to the congregation, and by the
congregation to the pastor and family.

Whom should be told, and in what order?

1. Notify the Stated Clerk, Pastor to the Presbytery, and the Commission on Ministry moderator. They
shall maintain confidentiality and will assist/advise in whatever ways are needed.

2. Share the news with your session before sharing it with others in your church or community. Ask
them to call a congregational meeting to concur with the resignation.
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3. The pastor should announce their resignation officially and personally at a public worship service.
Be positive and open in the announcement.

4. The Book of Order requires that you notify the Commission on Ministry and/or the Presbytery
Office in writing of your resignation and the congregational action concurring with your request.
The pastor must receive concurrence from the Commission on Ministry before moving from the
parish.

Timetable and Guidelines for Retiring Pastors

The Board of Pensions suggests that the process of retiring begin six to nine months before the anticipated
date of retirement, and so six months’ notice to the congregation would be appropriate.

Ministers of the Word and Sacrament/Teaching Elders anticipating retirement should request the booklet
Information for Members Planning to Retire from the Board of Pensions. Up to five years before retirement,
Ministers of the Word and Sacrament/Teaching Elders should send a request for a pension quote to the Board
of Pensions, as well as a request for Social Security benefits quote to the local Social Security office.

The Presbytery must certify retirement to the Board of Pensions. Prior to Presbytery action, the Commission
on Ministry will consider the application for retirement. Allow enough time to assure the application can be
acted on in a timely manner. The Board of Pensions suggests requesting a retirement application at least
ninety days prior to retirement, but a longer time may be wiser. Also, if you elect one of the joint survivor
options, the appropriate form must be submitted to the Board at least three months prior to the retirement
date.

Six to nine months before the anticipated retirement date, Ministers of the Word and Sacrament/Teaching
Elders should contact the local Social Security office to begin the application process for benefits.

Additional Guidelines for Retiring Pastors who Remain in the Community

1. Aformer pastor who chooses to remain in the area in which they have served as pastor needs to deal
realistically with their own needs for fellowship and church life apart from the former congregation.

2. Aformer pastor and their spouse can be most helpful to their successor and family being accepted in
their new situation. They can also be the most difficult problem their successor and family must face.
Be sensitive to them and help them in any way possible.

3. Aformer pastor should refrain from pastoral functions and not accept any position of leadership in
their former church, nor attend meetings of the session, deacons, or trustees unless invited by the
session and moderator of session.

4. A former pastor should not officiate at any sacraments, weddings, funerals, or other functions
involving members of their former church, or within its properties, unless invited by the session and
moderator of session.
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10.

An invitation to officiate or perform pastoral functions in a former parish is an opportunity to
demonstrate support and loyalty to the interim pastor or next installed pastor. Offer to assist rather
than officiate. Avoid any functions or requests which will isolate or exclude the next interim or installed
pastor from the people God has called them to serve.

A former pastor should avoid formal or informal participation in, or comment on, the work of the
Pastor Nominating Committee.

If there are options for church membership and participation in another congregation, it is
recommended that the former pastor and family become active in the work and worship of another
congregation. Remaining in the same congregation can lead to tensions and difficulties which no one
intends, but which may not be avoidable.

To facilitate the transition by the date of dissolution, the pastor should remove all their personal items
from the church and manse (if one is provided). This includes books, apparel, and papers/files. Any
keys to the church or property should be given to the person/committee designated by the session to
handle church property.

Arrangements for payment of any monies due to the pastor (salary, annuities, expenses, etc.) or
repayment of any monies owed the church by the pastor shall be made by the effective date of
dissolution.

The new pastor can do much to prevent difficulties arising because of the presence of a former pastor.
The new pastor should remember that the ties that bind the members of a congregation to a former
pastor have been forged through the unique experience of the pastorate. The new pastor should
recognize that the congregation’s affection for the former pastor as an individual does not prevent the
development of bonds with the new pastor. The new pastor should refrain from any criticism of the
former pastor. This is a time for the possibility of new life and vitality in the church.

Helpful Book of Order references:

Pastor — Dissolution of Relationship (G-2.09)
Pastor — Former Pastor’s Pastoral Services (G-2.0905)

Special thanks to: South Dakota Presbytery, Northern Waters Presbytery, and John Knox Presbytery for text
passages.

Revision: 5/2004
Revision: 9/2019
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Sample Letter from Pastor to Congregation announcing Retirement or with changes Resignation

From the Pastor

One of the questions around my retirement involves funerals for people who aren’t dead yet. They say they
are planning on having me do their funerals, but now they hear that | am going to be moving away.

My first response is: Don’t do anything rash. | am honored to be included in your plans and pre-arrangements,
but | don’t want anyone rushing to beat the end of January deadline.

My second response is: | won’t be accepting invitations to come back to do funerals or weddings or other
pastor things | currently do for this church and community. | will no longer be your pastor, so pastor-related
work for you will need to go to someone else.

This will be hard for both of us. We have history together, and bonds of caring and relationship run deep. In
many ways we have become family to each other. But | will have to say no.

There has to be an ending before there can be room for a new beginning. | will need to take off the pastor hat
| have worn as your pastor, so that the next pastor, interim or installed, can pick it up and put it on (maybe
with an adjustment or two for sizing).

Presbytery policies affirm that departing pastors have an ethical responsibility in this area of leave-taking. | am
to clearly communicate that my role as your pastor will come to an end with my retirement. The goal is to
make it possible for you to be “free, in all respects, to make adjustments necessary for changes of leadership.”

This doesn’t mean we can’t talk, post-retirement, if we meet on the street or in the store. Though the
relationship of pastor to congregation will end with my retirement, friendships and acquaintances can
continue, and | hope they will. Just understand that if you bring up what you don’t like about the new minister
or wonder what | think about a change in the worship service, | may suddenly start commenting on the
weather we’ve been having lately. It will be important for me not to “offer opinions or criticism about the life
of the congregation or the performance of the interim or any subsequent installed pastors.” Those will be
things for you to work out with your session and your new pastor, not with me.

| guess what it all boils down to is a change in our relationship that will come with my retirement as your
pastor. | will really be taking off the pastor hat | have been wearing as your pastor. It may feel like | don’t care
anymore, but it will be because | do care, and | want you all to have the best opportunity to connect with your

new pastor and move into a positive, new chapter as First Presbyterian Church.

On the funeral front, I’'m still here for a couple more months, but don’t feel like you have to hurry things.
There will be someone here to give you a good send-off, even if it isn’t me.

Name
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Exit Interview — Agenda with Sessions

Due to the amount of material to be covered, this should normally be a special session meeting with only this
agenda.

1. Get acquainted
a. Tell the session who you are and your role with COM
b. Learn about who they are
c. Ask for the questions they wish to get answered

2. Get the following information
a. What went best during this ending pastorate?
b. What does the church need to focus on as it moves into the future?
c. What strengths in a new pastor would be helpful?

3. Important Information
a. Does the session have a preference for their moderator of session?
i. The Presbytery appoints this person

b. Board of Pensions items — www.pensions.org
i. Forms need to be filed with the Board of Pensions
1. Salary change form
2. End of service

c. Pulpit Supply and Moderator
i. The pulpit supply list is found on the Presbytery website — if the pulpit supply doesn’t

appear on the Presbytery’s approved list and is asked to preach for more than 3
consecutive weeks Presbytery approval is required through the Commission on Ministry.

ii. See the pulpit supply policy on page 17 of this handbook for recommended
compensation guidelines.

iii. See the moderator policy on page 16 of this handbook for recommended compensation
guidelines.

d. Leadership Options
i. Options for the in-between time — see Temporary Pastoral Relationships (page 13)
1. Interim (Transitional)
2. Temporary Supply
3. Commissioned Ruling Elder/Commissioned Lay Pastor
4. Pulpit Supply
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5. Student Supply

ii. Options for long term
1. These should be considered on those cases where necessary with a process of

input from the congregation.
2. Other questions

4. Adjourn

Copies of this report should go to the following:
1. Executive Presbyter
2. Stated Clerk of the Presbytery
3. Moderator of the Commission on Ministry
4. The Clerk of Session

Presbytery of Des Moines Commission on Ministry



Exit Interview — Agenda with Departing Pastor

This should normally be a meeting with the pastor only.

1. Get acquainted
a. Tell the pastor who you are and your role with COM
b. Learn about who they are

2. Get the following information
a. What went best during this pastorate?
b. What did you find most rewarding in this pastorate?
¢. What does the church need to focus on as it moves into the future?
d. What strengths in a new pastor would be helpful?

3. Important Information
a. Board of Pensions items — www.pensions.org
i. Forms need to be filed with the Board of Pensions
1. End of service

4. Adjourn

Copies of this report should go to the following:
1. Executive Presbyter
2. Stated Clerk of the Presbytery
3. Moderator of the Commission on Ministry
4. The departing pastor
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Call Process Checklist

Pastor announces dissolution of call.

Commission on Ministry (COM) does exit interviews
o with the departing pastor
o with the session

COM meets with the session to discuss future leadership options (if pursuing a call follow the rest of
this list).

COM gives the Session permission to call a congregational meeting for the purpose of the congregation
electing the Pastor Nominating Committee (PNC).

Orientation meeting of the PNC by the COM liaison for completing and filing the Ministry Discernment
Profile (MDP).
PNC gets Session to approve AA/EEO policy included within the MDP.
Congregational Vitality and Ministry Review is completed.
MDP is completed.
o Session approves and the clerk of session signs off.
o COM approves and COM moderator and/or the Executive Presbyter signs off.
o MDP is uploaded to the CLC website.

PNC is given orientation for reading Personal Discernment Profiles (PDPs), making reference calls, and
doing interviews.
Receipt and reading of PDPs.
Reference checks are performed by the PNC and the Presbytery.
o Request of candidate is made for secondary reference check process
o Secondary references are called
o Executive Presbyter does reference check prior to final interview
o Admin Exec/Stated Clerk does background check prior to final interview
o Criminal Background Check is conducted by the presbytery prior to final interview
Candidate(s) is interviewed by the PNC.
The neutral pulpit (optional)
COM conducts a fitness interview/theological examination.
Terms of Call are negotiated by candidate and PNC.
Session calls a meeting of the congregation to elect the candidate.
Congregation calls.
COM Liaison, PNC, and candidate (in consultation with the Moderator of the Presbytery) plan for an
installation service (see guidelines on page 48).
o Name 2 elders, 2 Ministers of the Word and Sacrament/Teaching Elders, and moderator to the
Installation Commission
o Set date for installation in consultation with the church and Presbytery calendars
o Send invitations to the Presbytery (can be done by email)
o Plan the worship service of installation
Liaison, PNC, and/or Session creates a plan to help the new pastor integrate into the life of the church,
the presbytery, and the community.

COM appoints a mentor for the new pastor, if appropriate.
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Congregational Vitality and Ministry Review

The information and questions below were designed to guide a joint PNC-Session conversation. They may be

sent ahead of time so that everyone will have an opportunity to pray and reflect in advance. The goal is to
have an honest conversation about your church and mission based on the seven marks of congregational

vitality and cultivating ministry. It is the hope that these conversations will help you evaluate where you are

and where you see yourselves going over the next several years—that you can discover what you want to

work on and how to work on it—as well as helping you discern who you want to serve as your minister—the
person who will help you work on those things. This work will also help you to answer some of the required

questions on the Ministry Discernment Profile.

The mission of the congregation, as understood in the PC (USA), is laid out in the Book of Order, G-1.0101,
which says,

The congregation is the church engaged in the mission of God in its particular context. The triune God gives
to the congregation all the gifts of the gospel necessary to being the Church. The congregation is the basic
form of the church, but it is not of itself a sufficient form of the church. Thus congregations are bound
together in communion with one another, united in relationships of accountability and responsibility,
contributing their strengths to the benefit of the whole, and are called, collectively, the church.

Through the congregation God’s people carry out the ministries of proclamation, sharing the Sacraments,
and living in covenant life with God and each other. In the life of the congregation, individual believers are
equipped for the ministry of witness to the love and grace of God in and for the world. The congregation
reaches out to people, communities, and the world to share the good news of Jesus Christ, to gather
for worship, to offer care and nurture to God’s children, to speak for social justice and righteousness,

to bear witness to the truth and to the reign of God that is coming into the world.

With this in mind, you’re invited to start with the foundational theological question and then move into
considering the seven marks of congregational vitality. The Neighborhood Analysis and Community
Conversations included at the end are intended to help and supplement your discussion.

Foundational Theological Question:

What do you think it means to be a community of faith and what is your congregation’s purpose?

Seven Marks of Congregational Vitality!

Lifelong Discipleship Formation
You grow in faith, practice your faith, and share your faith in the world
e How are members growing in their faith through participation in this congregation?
e How does this congregation help members apply their faith to everyday life?
e How do others know that your members are disciples of Jesus Christ?

1 Adapted from Congregational Vitality Initiative resources
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Intentional Authentic Evangelism
You share the Good News in ways that go beyond general kindness or leading “good” lives
e How does your church encourage members to engage in discussions about faith with people of other
faiths or no faith?
e If your congregation engages in activities that serve others (in the community or elsewhere), how do
you invite them into the life of the congregation?
e How and when do your members share their personal stories of life with God?

Outward Incarnational Focus
You serve the poor, the “other,” the marginalized, the sick, the stranger, the “least of these”
e How do you respond to the needs of people in your particular neighborhood or community? Beyond
your particular neighborhood or community?
e How does your congregation show up outside your building to share the love of Christ?
e How does your congregation keep track of the needs of your community as these needs change over
time?

Empowering Servant Leadership
All members, not just the pastor(s), act as Ministers of the Word and Sacrament/Teaching Elders to each
other and the community
e How does your church help members discern their spiritual gifts?
e How does your church train members to practice their spiritual gifts?
e How does your church nurture and support the ministry of its members and leaders?

Spirit-Inspired Worship
Your worship is active, welcoming, and designed to bring you into a deeper relationship with God
e How does your congregation educate, challenge, and/or transform people?
e How does your worship meet people where they are and allow for active participation?
e How open is your congregation to change in worship — e.g., new orders of worship, new locations,
new voices, new places to sit?

Caring Relationships
Your congregation is Christ-like in its love and care for everyone
e How does your congregation respond with care for the sick, the grieving, the lonely, the outcast, the
abused?
e How does your church handle conflict?
e How does your church nurture caring relationships in your community, with your Presbytery, and
beyond?

Ecclesial Health
You know what God is calling you to do and are ready to gracefully change and adapt in order
to do it well
e What amazing undertaking do you think God is calling you to do today (as opposed to 20 or 50 years
ago)?
e Do you embrace change well or are you stuck in some way?
e What might God be calling you to give up or to embrace that you wouldn’t have imagined a few years
ago?
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Neighborhood Analysis?

This exercise is designed for congregations to get to know their immediate neighborhood more closely, since
this area may be both a locus for ministry and a source of members. In smaller communities, your
neighborhood may include your entire community. In larger communities, your neighborhood may be the area
within a 1-2 mile radius of the church.

Go out in groups of two-three to explore your neighborhood or community. The goal is to use all five of your
senses to get to know your surroundings in a new way. Look for:

e The condition of houses and yards

e The kinds of businesses or services that are available

e Languages that are spoken

e Public buildings or other public spaces and their condition

e The way in which people interact with each other and their surroundings

e What isn’t there that could be or should be

You may talk to people or not, depending on your circumstances. You may choose to eat in your neighborhood
while you’re exploring. You may want to bring something back that represents what you’ve seen or learned.

Once everyone has completed their tour, talk about the following:
Who did you see?

What were they doing?

Were people walking on the streets? Driving? Sitting? Biking?

How were they dressed?

What did you hear or smell?

What did you notice about the infrastructure: sidewalks, streetlights, streets, signage?
What did you notice about houses?

What was your overall impression?

If there was a commercial district or area, what stores did you see?

Could you get a sense of what the people in the community might do for a living?
Where there any schools in the area you observed? What signs of activities for children or youth did you
observe?

What leisure activities did you observe? Gyms? Parks? Sports facilities?

What churches or other community gathering places did you see?

What seemed to be missing?

2 Adapted from Congregational Vitality Initiative resources
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Community Conversations

The goal in this exercise is to hear from community leaders about what’s happening in your neighborhood or
community. Congregations in larger communities will need to decide what geographic area or areas constitute
their “community.” Depending on where members live, as well as where ministry efforts are focused, larger
congregations may want to look at an entire region or look at multiple specific subsets of the region such as
neighborhoods, suburbs, or enterprise zones.

First, identify several people in your neighborhood, community, town, city, county, or region whose job
depends on knowing what’s happening right now. Examples might include:
e City Council members

e Mayor

e County Supervisors

e County Extension staff

e City or County Development Directors
e Chamber of Commerce Director

e Visitors’ Bureau Director

e Business Owners

e Realtors

e Superintendent or Principals

e Teachers

In a one-on-one conversation or panel discussion, ask them:
e What is happening right now that has an effect on how you do your job?
(For example, they might be seeing an increase in the number of children in a school who qualify for
free and reduced lunch, housing prices going up, houses not selling or increasing numbers of rental
properties, a need for additional skilled labor, farmland being converted to commercial usage,
populations getting younger or older)
e What trends do you foresee happening 10 years from now?
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Additional Things to Consider

Having completed your Ministry Discernment Profile by considering the previous questions and completing
the exercises, you are invited to consider these additional things.

How do we measure ministry and its vitality? Oftentimes that has been done by looking at the number of
members a congregation has and/or the stability of its finances. However, as fewer people are officially joining
organizations and as charitable giving shifts, NEXT Church has proposed another way of measurement and
assessment that relates to its understanding of Cultivated Ministry3. An important thing to remember about
Cultivated Ministry is that it begins and ends with theology, with our belief that God is intimately engaged in
the world and has called us to bear fruit that will last.

We know that if it is important, it can be measured. If what we are doing matters in our lives and in the world,
we must develop meaningful ways to measure effectiveness and hold each other accountable to the ongoing
mission of Jesus Christ to which we are called. Cultivated Ministry proposes utilizing the following four
interrelated features that can be measured for any project, program, or organizational evaluation:

e Needs
What are the needs of the community in which the church is located?
What is the magnitude of those needs?
The Neighborhood Analysis and Community Conversations (included earlier in this document) are
two ways of identifying the different needs of your community.

e Inputs
What resources does the congregation have to meet the needs identified?
What support is there to meet the need?
Note: The traditional measurements (members and finances) would be included here—they are
measures of input, resources used to meet the need.

e Outputs
What results do you observe after your resources have been applied to meet the need?
Outputs are the direct results of the application of inputs to a need.

e |mpact

So what?

Impact is a measurable change due to specific programmatic outputs.

This is where you articulate why you are doing ministry.

Try the “so that” exercise:
We are doing (output) so that (impact) happens.

The Seven Marks of Congregational Vitality that you went through as you worked on your MDP are
one way of considering your impact.

Using this paradigm of assessing ministry (Needs-Inputs-Outputs-Impact) is closely related to four additional
areas that also ought to be considered and discussed:

3 Adapted from Cultivated Ministry resources.
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e Theology
Cultivated Ministry proposes you are called to bear fruit, to make a commitment to fruitfulness,
which attends not only to the faithfulness of our endeavors, but also to the outputs and
meaningful impact of your work.
The church is an input, not an output — a means to the end, never the end itself — as missional
ecclesiology envisions the church as an instrument of God’s mission of reconciliation,
redemption, and transformation in the world.

e Mutual Accountability
This is a continuous cycle of inviting participation, developing clarity, acting, reflecting, evaluation,
and acting again and can be more fully addressed by looking at the following cycle:
Define the team — who is involved?
Prepare — develop shared expectations
Begin with the end in mind — how will you assess your work?
Communicate — how will you share your work?
Acknowledge that all ministry is fluid — expect changes as you implement the
project/program
Evaluate — discuss how it went
Repeat — go back to theology to consider fruitfulness and whether or not to continue

e Learning-Driven Assessment

This measurement is always forward-looking, aimed at making your work better in the future and
acknowledging that learning is the primary goal of assessment.

The purpose of learning-driven assessment is to enable leaders to bring more intentionality to the
activities and practices of ministry and thus increase the ability to learn, grow, and become
increasingly effective in fulfilling their mission.

How did the project go?

Did you accomplish your outputs and impact?

What might you do differently?

What have you learned from what you tried—what worked, what didn’t, etc.?

e Storytelling
Stories are how you come to know and experience the reality of God.
How do you share the news of your impact?
What story of the project or event demonstrates what you believe and how you are being a
community of faith?

This four-dimensional practice of assessment is neither focused on the past nor fearful of the future. It enables
you to regain control of your narrative for you are much more than passive players in the unfolding drama of
human history. With God'’s help, you can shape your own future and tell your own stories. God has placed you
in the world and has given you seeds to plant. Now, as stewards of God’s good creation, it’s up to you to step
forward in faith.

4 Adapted from Cultivated Ministry resources.
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Reference Check Process

1. Call candidates before calling references. You might ask the following questions:
a. Areyou still interested in our position?

b. May we call anyone whose name is given to us by those references listed in your Personal
Discernment Profile (PDP)? This information needs to be received in writing. See Appendix F for
the Secondary Release Form.

c. Arethere people you do not want us to contact?

2. When calling references:
a. Begin by explaining who you are and why you are calling.
b. Ask all of the pre-decided reference questions for each reference called.

c. Conclude by asking if there is anyone you may talk with about the candidate (this can only be
done with written permission). When calling the reference, tell the person that the candidate
has given written permission for them to be interviewed.

d. When calling secondary references ask the same questions as of the primary references. You
may need to mention that they may not know that the candidate is considering a move and this
should be kept confidential.

3. Once the Pastor Nominating Committee has decided they have a candidate they would like to do a
final interview with, they should contact the Commission on Ministry liaison so that the Executive

Presbyter and COM moderator can make their reference calls.

4. All reference material for candidates needs to be destroyed once the call process is complete.
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Background Check Guidelines

For all incoming Ministers of the Word and Sacrament/Teaching Elders and Commissioned Ruling Elders, the
Presbytery will conduct a criminal and credit background check. The information will be shared first and only
with the Executive Presbyter. If the Executive Presbyter determines there is information the Commission on
Ministry needs to know, it will then be shared with them. The major points of interest in the criminal
background check will be credit and malfeasance issues. Such information will not be used to exclude but is
intended to open dialogue with the candidate if the Executive Presbyter deems it necessary.

See Appendix G for the Background Check Release Form.
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COM Examination Team

The Commission on Ministry will create an examination team of two or three members to interview
candidates and recommend them to COM for membership in the Presbytery.

For new Ministers of the Word and Sacrament/Teaching Elders from the PC (U.S.A.) (G-3.0306) and
denominations in full communion with the PC (U.S.A.), the team will check references from the Executive
Presbyter (or equivalent) and Stated Clerk of the Presbytery from which they are moving. The new minister
will provide a one-page statement of faith which will serve as the focus for the examination. The new minister
will show proof of boundaries training within three (3) years of the examination. If not, plans for such training
will be made within one year.

For new Ministers of the Word and Sacrament/Teaching Elders from outside the bounds of the PC (U.S.A.)
and full communion partners (G-2.0505), the team will check references from the person most comparable to
the Executive Presbyter and two others provided by the new minister. The new minister will provide proof of
education and ordination from the denomination. The new minister will provide a statement of faith which
will serve as the focus for the examination. The new minister will show proof of boundaries training within
three (3) years of the examination. If not, plans for such training will be made within one year. The
examination may determine that it is necessary for the new minister to complete one or more of the PC
(U.S.A.) standardized ordination exams.

For elders seeking commissions as Commissioned Ruling Elders (Commissioned Lay Pastors) (G-2.1002), the
team will consult with the Committee on Preparation for Ministry to determine readiness for a commission.
The elder will provide a statement of faith which will serve as the focus for the examination. The statement of
faith will include, but not necessarily be limited to, the candidate’s position on the Trinity, the Sacraments, the
mission of the church, and the authority of Scripture. The elder will show proof of boundaries training within
the previous three (3) years of the examination. If not, plans for such training will be made within one year.
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Guidelines for Interviews Conducted by the
Pastor Nominating Committee

The purpose of the interview is two-fold:

1.

It provides an opportunity to meet and talk with prospective candidates for your position to identify
their skills, abilities, experience, educational background, and spiritual motivation.

It is also an opportunity for your committee to describe your church, its environment, history,
traditions, and mission goals — thus helping candidates to consider this opportunity for service. Know
the candidate and study the Personal Discernment Profile, identifying specific points of interest.
Identify skills, experiences, and abilities which would be of special help to your congregation.

Creating Good Interview Questions:

The Pastor Nominating Committee needs to be clear about what it is seeking to learn. It is important to
remember the competencies the committee discussed when creating the Ministry Discernment Profile. That,
and issues in the congregation, may help determine the most important questions to ask. Ask each person to
write an interview question and then share it with the group. The group would then consider how to improve

the question.

Questions should be open-ended story questions.
Tie the questions to the mission study goals and Ministry Discernment Profile.
Test or measure interpersonal skills.

Balance your questions between polity, program, mission, theology, leadership, worship, faith journey,
and life journey.

The same person should ask the same question to each candidate.

Interview questions for references should be determined as well as for candidates.

Suggested Interview Questions for PNCs to consider
The PNC should limit the number of questions to about five but be sure and ask the same five questions of all

candidates interviewed.

S L T o

Please tell us about your personal faith journey.

In what ways is the Bible a resource in your journey?

Tell us your story about being called to ministry.

What are some of the things you feel most confident doing?
How would you help a congregation grow spiritually?

What has given you the most satisfaction in your ministry?
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7. How do you divide your time with respect to study, calling, administration, unexpected interruptions,
etc.?

8. Give us some guidelines that you think would help a pastor and members of session work together.
9. What do you see as some of the most difficult tasks our next pastor will have to do?
10. What responsibility does the session/parish council have toward the pastor?

11. How do you nourish your personal spiritual life?

12. What are some ministry skills that you would like to strengthen or improve upon?
13. What are your goals as a minister?

14. How do you deal with conflict and dissent?

15. How would you help a congregation increase membership?

16. What is your thinking on pastoral calling?

17. What is the pastor’s role in developing church programs?

18. What are some of the factors in our situation which are attractive to you?

19. What are the aspects of our situation that are unclear to you?

20. How do you maintain a balance between work and personal life?

21. Do you have any questions of us?

Remember, if more than one candidate is to be interviewed, each candidate should be asked the same
questions.
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Guidelines for Scheduling a Neutral Pulpit

A neutral pulpit may be arranged by either the chairperson of the Pastor Nominating Committee or the
Commission on Ministry liaison. The neutral pulpit should be arranged with a church far enough away from
the vacant pulpit so as not to invite members of that congregation to become a part of the process.

The liaison or PNC chairperson shall make the arrangements by contacting the pastor or clerk of session (in
cases of vacant churches) of the church providing the neutral pulpit to make arrangements for the service.
Normally the potential candidate will only be asked to read the Scripture and preach the sermon unless the
Pastor Nominating Committee wants to hear the potential candidate provide other worship leadership. If this
is the case that MUST be negotiated with the pastor or clerk of session at the time the neutral pulpit is
arranged.

The Pastor Nominating Committee chairperson will be responsible for clarifying with the potential candidate
their responsibilities for the worship service. The congregation of the vacant church shall be responsible for all
expenses related to the potential candidate’s preaching at a neutral site. Pulpit supply fees will not be
expected of the church providing the neutral pulpit even if that pulpit is vacant.

Guidelines for Scheduling a Candidate

The session of a vacant church may call a congregational meeting to vote on a candidate only after the
Commission on Ministry has interviewed said candidate and given clearance for them to preach the
candidating sermon. It will be the practice of the Presbytery of Des Moines that all candidates will be present
for the worship service to preach and the congregational meeting to briefly answer questions when
candidating.
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Guidelines for Ordination or Installation Commissions

Items to be noted:

A commission is to be composed of not fewer than five members, with not more than one of its Ruling
Elder commissioners from one of its constituent churches.

A commission is to be composed of Ministers of the Word and Sacrament/Teaching Elders and Ruling
Elders in numbers as nearly equal as possible. If the commission consists of an odd number of
members, the additional member may be either a ruling elder or a minister.

As a courtesy, the Moderator of the Presbytery is ordinarily asked to be a member of the commission
and to act as moderator of the commission, asking the constitutional questions.

If the moderator of the Presbytery is not a member of the commission, the Presbytery may elect one of
the commission members to serve as moderator.

The person to be ordained or installed may invite additional Ministers of the Word and
Sacrament/Teaching Elders or Ruling Elders from the Presbytery and from other presbyteries or
denominations to assist in the service. These persons may be seated as Corresponding Members of the
Commission.

If additional persons are invited to participate in leadership of the ordination or installation service, a
majority of those taking part in the leadership must be members of the commission.

It is not absolutely necessary that every member of the commission participate in the service, but a
majority must participate, and it is a courtesy to give each member a part in the service.

Offering — It is a practice of the Presbytery to receive an offering at ordinations or installations of
Ministers of the Word and Sacrament/Teaching Elders, the receipts of which go into the Swan Fund.
Currently, each inquirer or candidate of the Presbytery receives a small gift each year to help with
various educational expenses, and when special needs arise, further assistance is provided. Per the
financial policies of the Presbytery of Des Moines, the offering shall be counted by two members of the
host church with a report of the total given to the moderator of the commission. The offering should
then be deposited by the host church and a check written to the Presbytery for the reported amount. If
that is not possible, the offering should be placed in a sealed envelope and presented to a Presbytery
staff person or officer other than the stated clerk for delivery to the office and deposit.

See Appendix | for the form to request an installation or ordination commission.
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Guidelines for Welcoming New Ministers of the Word and
Sacrament/Teaching Elders to the Presbytery

e Each new minister will be provided with a mentor/transition facilitator.

e The new minister will be given 3 minutes at the next Presbytery meeting to introduce themselves.
o Tell about their life and faith journey.
o Tell about what they look forward to in the new call.

e Work with the local church to create a transition team.
e Work with the local church and new pastor to plan the installation service.

e Be faithful about doing a 6- or 12-month review.

Guidelines for Mentoring New Ministers of the Word and
Sacrament/Teaching Elders

Mentoring is a form of friendship, but friendship with a particular end in mind — the mentor companions and

supports the mentored in discovering and claiming his or her authentic self. Mentors embody and inspire the

possibility of committed and meaningful life within a particular profession, or through a particular era of life.

The mentor shall be a minister of Word and Sacrament in the PC (U.S.A.) or an experienced commissioned

ruling elder and an active member of the Presbytery of Des Moines.

Qualities:

Possesses obvious spiritual maturity, humility, and wisdom
Can be “transparent” with you and is willing to be vulnerable
Possesses a high level of integrity and a servant orientation
Is ready for the wonder of reciprocity

Is aware that they themselves are still a work-in-progress

Is a good listener, not afraid to ask hard questions and never forces their answers on the mentored

person, shares stories of their own lives, is honest about their struggles and their hopes, present — they

show up, make time, and are intentional in their commitment

Shall be available to meet with the new pastor on a regular basis

Responsibilities:

Meet to develop relationship

Engage in a confidential, independent process

Set comprehensive goals, objectives, and priorities

Engage in specific actions and discussions

Support and challenge the new pastor to discover their vocation

Help the new pastor get acquainted with the Presbytery, its Ministers of the Word and
Sacrament/Teaching Elders, and committee structure

After a time of six months, the mentor and mentored will decide if the relationship should/could be
ended or if they wish to continue.
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For the Newly Called Pastor

Your Commission on Ministry liaison is:

Now that you have been called as pastor, there is probably a sense of relief that this long involved process is
finally complete. This note is to let you know there are still some things that need to be done.

One of the Presbytery’s first expectations is that you will work with the Pastor Nominating Committee and
your Commission on Ministry liaison to form an installation commission. This should have at least five
members and be composed of Ministers of the Word and Sacrament/Teaching Elders and Ruling Elders in
numbers as nearly equal as possible. One of the members should be the moderator of the Presbytery or their
designee to ask the constitutional questions of you at that service. (W-4.0403)

Since this is a Presbytery event, we encourage all churches of the Presbytery and their Ministers of the Word
and Sacrament/Teaching Elders to be invited to attend. This is a Presbytery that never has enough Ministers of
the Word and Sacrament/Teaching Elders. Therefore, we urge you to attend Presbytery meetings faithfully
and prayerfully consider service on one of its committees when you are asked. We would expect you to focus
your attention initially on entry into your pastorate and all that involves.

The Executive Presbyter or commission liaison will try to visit with you early after your arrival to welcome you
and acquaint you with the Presbytery and the church. We hope you enter this pastorate with the intention of
being here a long time. We believe that longer pastorates are more effective in bringing about lasting
development and change. We also recognize that pastoral ministry is not easy anywhere. We expect you to
use your time and allowances for vacation and continuing education to enhance your ministry.
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Commission on Ministry

Seven Marks of
Vital Congregations

LIFELONG Discipleship
Formation vs.
Complacent “Christian”
piety, simply teaching
good morals, or offering
the latest programs.

“The righteousness that comes through faith in Christ, the
righteousness of God based on faith.” (PHIL. 3:98)

- From the cradle to the grave seeking to be formed for right living
with God and with all people.

« Faith — seeking understanding, cultivating wisdom, and actively
following Christ. It is not an extra-curricular activity nor merely
head-knowledge.

» Discipleship awakened and engaged in issues facing today'’s culture:
injustice, inequality, divisive segregation, oppression, suffering, abuse
of creation.

+ Discipleship formed and strengthened in the community of Christ
and permeates daily practices and daily living.

Intentional Authentic
Evangelism vs. “Jesus

freaRs”; “Christian”
Hypocrisy; A committee.

“We have this treasure in clay jars, so that it may be made clear that
this extraordinary power belongs to God.” (2 COR. 4:7)

- Intentionally sharing the Good News of Jesus Christ, not just acts
of kindness.

« Authentically sharing Christ because it is intrinsic to self-identity;
overflow of Christ in our life.

- Relational, not programmatic or systematic

Outward Incarnational
Focus vs. Inward
Institutional Survival;
Closed communities of
assimilation/exclusion.

“The gate is narrow and the road is hard that leads to life, and there
are few who find it.” (MATT. 7:14)

- Outward exploration, awareness, and focus on neighbors and
neighborhood.

« Beyond relationship with those who are like us, the incarnate Christ dwells
among the lowly & least, the stranger & the suffering, the marginalized &
majority.

« Missional focus on where Christ is already living and present and calling us
to dwell.

Empower Servant
Leadership vs.

the Pastor’s job;
monopolized leadership;
hiring the young
energetic pastor; burning
out good volunteers.

“The harvest is plentiful, but the laborers are few; therefore, ask the

Lord of the harvest to send out laborers.” (MATT. 9:37-38)

- ldentify, nurture, support the use of spiritual gifts of all people to
serve; not monopolized cliques of power.

« All voices and people are necessary, and it is noticeable when people
are absent/missing.

« Nurture and encourage those specifically called and gifted for
pastoral ministry.
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Spirit-Inspired Worship
vs. Self-gratifying
worship, stale ritual
divorced of meaning, or
consumer entertainment
worship

“These people draw near with their mouths and honor me with their lips,
while their hearts are far from me, and their worship of me is a human
commandment learned by rote.” (ISAIAH 29:13)

« Worship is about God. We get to come on holy ground, encounter God,
and experience wonder.

« Worship is active participation in the living relationship of the triune
God, thus all should feel welcome just as they are to come.

« Worship challenges, teaches, transforms, encounters, convicts, and
sends people out different.

Caring Relationships vs.
Any other Social Club;
facades, hypocrisy, and
judgment of “church”
and “religion.”

“By this everyone will Rnow that you are disciples, if you have love for one
another.” (JOHN 13:35)

« Sharing in God’s true agape moves us beyond half-hearted programmatic

participation, lukewarm faith, and pretending.

+ Instead of a closed, judgmental community, people find freedom to share

stories, encounter the Savior, and ask for help.

- Welcome and hospitality are not left to a committee, but, imperfectly,
we strive for all people find identity, purpose, and belonging in the
household of God.

« Confront conflict, seek reconciliation in all divisions, find ways to
embrace all diversity, seek to be peace-makers and bridge builders
together.

Ecclesial Health vs.
Unhealthy dysfunction;
toxic environments;
obsolete and irrelevant
buildings

“The body does not consist of one member but of many. God has so arranged
the body that there may be no dissension within the body, but the members
may have the same care for one another.” (1 COR. 12:14, 24B-25)

+ Understanding of: Why we are a church community? How are we a

church community in practice? Prayer permeates all life together.

« Clarity in mission, core values to ministry, passion and joy in being the

church. Our budget reflects these values, vision, and ministries.

+ Fiscally responsible — stewardship and tithing are taught, transparency

in spending, continual assessment/discernment of a sustainable budget.

« All are aware of how decisions are made, stake-holders in the process

and procedures, valued voices in the envisioning, open to changes,
continual assessment of the “why” and “how” we are church together.

« Nurturing and supporting the health of pastor(s), staff, and all called to

lead; fighting against burnout.



Seven Marks of Congregational Vitality Survey Form

7. LIFELONG Discipleship Formation
“The righteousness that comes through faith in Christ, the righteousness of God based on faith. ” — Phil. 3:9b

Our congregation expresses these values:

e From the cradle to the grave members are encouraged, taught and nurtured for right living with God and
with all people.

Strongly Disagree Disagree Neutral Agree Strongly Agree
1 2 3 4 5

e Discipleship is formed and strengthened in the church community and permeates daily practices and daily
living of members.

Strongly Disagree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:

2. Intentional Authentic Evangelism

“We have this treasure in clay jars, so that it may be made clear that this extraordinary power belongs to
God.” —2 Cor. 4:7

Our church expresses these values:

e Intentionally sharing the Good News of Jesus Christ through word and deed, not just acts of kindness is
the practice of most church members.

Strongly Disagree Disagtee Neutral Agtree Strongly Agree
1 2 3 4 5

e Authentically sharing Christ is intrinsic to the life and identity of the church and its members.

Strongly Disagtree Disagree Neutral Agree Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:




3. Outward Incarnational Focus

“The gate is narrow and the road is hard that leads to life, and there are few who find it.” Matt. 7:14

Our church expresses these values:

e The congregation and its members focus on neighbors and the neighborhood as the center of the
church’s mission.

Strongly Disagree Disagree Neutral Agtee Strongly Agree
1 2 3 4 5

e Relationship with those of diverse existence, the stranger & the suffering, the marginalized & majority is
essential to the identity of the congregation.

Strongly Disagtree Disagree Neutral Agtee Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:

4.  Empowered Servant Leadership

“The harvest is plentiful, but the laborers are few, therefore, ask the Lord of the harvest to send out laborers.”
Matt. 9:37-38.

Our church expresses these values:

e The use of spiritual gifts of all people to serve is nurtured in the church and beyond is nurtured and
encouraged.

Strongly Disagree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

e All voices and people are necessary, and it is noticeable when people are absent/missing.

Strongly Disagree Disagree Neutral Agtee Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:




5. Spirit-Inspired Worship

“These people draw near with their mouths and honor me with their lips, while their hearts are far from me,
and their worship of me is a human commandment learned by rote.” Isaiah 29:13

Our church expresses these values:

e Worship is about God. In worship we get to come on holy ground, encounter God, and experience
wonder.

Strongly Disagree Disagree Neutral Agree Strongly Agree
1 2 3 4 5

e Worship challenges, teaches, transforms, encounters, convicts, and sends people out different.

Strongly Disagtree Disagree Neutral Agtee Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:

6. Caring Relationships
“By this everyone will know that you are disciples, if you have love for one another.” John 13:35

Our church expresses these values:

e Instead of a closed, judgmental community, people find freedom to share stories, encounter the Savior,
and ask for help.

Strongly Disagree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

e Welcome and hospitality are not left to a committee, but, imperfectly, we strive for all people find identity,
purpose, and belonging in the household of God.

Strongly Disagree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

e The church confronts conflict, seeks reconciliation in all divisions, and finds ways to embrace all diversity,
seek to be peace- makers and bridge builders together.

Strongly Disagtree Disagree Neutral Agree Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:




7. Ecclesial Health

“The body does not consist of one member but of many. God has so arranged the body that there may be no
dissension within the body, but the members may have the same care for one another.” 1 Cor. 12: 14, 24b-25

Our church expresses these values:

e The congregation is clear about its mission, core-values to ministry, and exhibits passion and joy in being
the church.

Strongly Disagree Disagree Neutral Agree Strongly Agree
1 2 3 4 5

e Stewardship and faithful giving are taught and there is transparency in spending.

Strongly Disagtree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

e All are aware of how decisions are made and there is continual assessment of the “why” and “how” we
are church together.

Strongly Disagtree Disagree Neutral Agtree Strongly Agree
1 2 3 4 5

Comments on our lifelong disciple formation:
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_oe=voes Temporary Pastoral Relationship Covenant Form
Appendix C

The following covenant between the session of Church and

, is for the purpose of providing pastoral services to the church for a period of

(not to exceed 12 months). The covenant is to begin on ,20

This covenant is for:

Temporary Supply Commissioned Ruling Elder
Stated Supply Lay Pastor

Interim (Transitional) Pastor Designated Pastor

Interim (Transitional) Co-Pastor Student Pastor

Interim (Transitional) Associate Pastor

Duties:
The pastor will be responsible to (please add or delete from this list):

moderate the session and congregational meetings
serve as Head of Staff
lead worship and preach at regular Sunday services
arrange for substitute preachers on any Sundays not present
call on sick and homebound
provide administrative leadership
officiate at weddings and funerals
lead new member classes
work with committee chairs
represent the church in dealing with outside organizations
other — please specify:
The congregation and session will be responsible to (please add or delete from this list):
support the pastor in their ministry
provide regular financial compensation according to the terms outlined below
provide a performance review to the pastor at least annually
pray for the pastor during this covenant period
negotiate goals for contract period
other — please specify:

During the length of this agreement, the pastor will be accountable to the session and to the Presbytery of Des Moines.
Should the Temporary Pastor have any serious differences or difficulties with any former pastor of this congregation, the
matter will be immediately referred to the Presbytery’s Commission on Ministry. It is understood that the pastor will only
be involved with the Pastor Nominating Committee at the direction of the Commission on Ministry. Any concerns or
suggestions about the congregation’s search for a new pastor shall be communicated to the Presbytery’s Commission on
Ministry liaison.

This agreement may be terminated by either party (session or pastor) upon 30 days written notice. This agreement may
be extended in one- to 12-month periods, upon written notice to, and the approval of, the Presbytery through its
Commission on Ministry. It is understood that the pastor will participate in any training/discussions sponsored and/or
requested by the Presbytery and will participate in an exit interview conducted by the Presbytery. Upon the dissolution of
this relationship, the outgoing pastor agrees to abide by the presbytery’s policy of separation ethics.
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Appendix C

Terms:

The pastor is employed on a ( ) full-time ( ) part-time basis, serving approximately hours per week and will be

compensated as follows:

Effective Salary (ES) Reimbursable Expenses (RE)

Cash Salary S Automobile Expense (IRS Rate) S
Fair Rental Value of Manse S Business/Professional Expenses S
Housing Allowance S SECA Supplement (up to 50%) S
Utilities Allowance S Continuing Education S
Deferred Compensation S Moving Costs (up to) S
SECA Supplement (if over 50%) S Other Allowances (Specify) S
Other (Specify) S

Total ES: S Total RE: S

Additional Benefits (AB)
Paid Vacation (4 weeks including 4 Sundays)
Paid Continuing Education (2 weeks including 2 Sundays)
Select one of the following (to be eligible for enrollment must be employed at least 20 hours per week):
No Enrollment with the Board of Pensions
Enrollment in the Board of Pensions Plan S
Specify

Optional Additional Benefits:

Matching 403b contributions S

Vision Eyewear Coverage S

Dental Coverage S

Total AB: )
Approvals:

The session approved this covenant and its terms on

Signed (Clerk of Session): Date:

The pastor accepted this covenant and its terms on

Signed (Pastor): Date:

The presbytery approved this covenant and its terms on

Signed (COM Moderator): Date:
Please return completed form to the COM Moderator at: dmcom@presbyteries.org. They will ensure that the following
receive signed copies 1) Pastor, 2) Clerk of Session, 3) Moderator of Commission on Ministry, and 4) Stated Clerk of the
Presbytery of Des Moines.
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ggggllswv&ﬂg An Agreement for Termination and Separation

Appendix D

Terms of Dissolution between

The Rev.
(Name of Person)
and
(Name of Church and City)
We the members of the Church’s Session agree to request dissolution of the
pastoral relationship with the Rev. for the following reasons and on the

following terms:

1. List the reason(s) for the dissolution:

2. List the terms:

a

-~ ® o0 o

. Amount of salary to be paid

Housing arrangements

Vacation to be paid

Pension/Medical to be paid

Repayment of loans

Any special financial arrangements made and whether they are to be paid in a lump sum or over a
period of time

3. Spell out the time and date of separation:

a.

The relationship will end on a date set by the congregation and
approved by the presbytery.

Date set for the congregational meeting
Date for presbytery action and completion of the separation agreement
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PRESBYTERY An Agreement for Termination and Separation
o DES MOINES Appendix D

4. Other terms to be spelled out:

a. Global release waiving the right to pursue legal action unless this agreement is not completed.

b. It is understood that all salary and benefits for the Rev. will be
continued at any time before (payoff date) should he/she receive
another call to a full-time employment position.

c. Salary and benefits will be reduced by the amount of any salary or wages gained from regular
employment during the time between (date of dissolution) and

(payoff date). Not included in regular employment are pulpit supply
honorariums, expense reimbursement, or other occasional employment.
d. Any other terms that may be required.

We, the undersigned, have negotiated this agreement in good faith and have every intention of being faithful in
fulfilling it.

Approved by the Session of Church of , lowa on

Signed (Moderator of Session):

Signed (Clerk of Session):

Signed (Minister, if different from moderator):

Signed (Commission on Ministry Representative):

Date Approved by the Congregation:

Date Approved by the Commission on Ministry:

Today’s Date:

Please return completed form to the COM Moderator at: dmcom@presbyteries.org. They will ensure that the
following receive signed copies 1) Pastor, 2) Clerk of Session, 3) Moderator of Commission on Ministry, and 4)
the Pastor to the Presbyteries.
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Appendix E May also be found in the Book of Common Worship

This liturgy is recommended by the Commission on Ministry and is intended to be included in the Service for
the Lord’s Day, most appropriately on the final Sunday of a pastor’s service in a congregation.

Introduction given by an elder or presbytery leader:

The church of Jesus Christ is constantly changing. Our church is changing as well. Babies are born. Children
grow up. People commit themselves to one another. Loved ones and friends die. Newcomers join our
community and our church. Others leave, moving on to new places and new opportunities. It is important that
we recognize these times of change. Today, we say farewell to one who is leaving our fellowship.

On (date of call), this congregation called to serve with
us as pastor. Today that call comes to an end.

Pastor:
I thank all of you, members and friends of the Church. Your kindness and
support, your caring and love, have sustained me, and | shall remember you with gratitude to God.

Litany
A representative of presbytery or session leads all present:
Let us pray for the saving presence of our living Lord:
In your world,
be present, Lord.
In this congregation,
be present, Lord.
In this community,
be present, Lord.
In this presbytery and the whole church,
be present, Lord.
In the homes and hearts of all your people,
be present, Lord.

The pastor may lead this portion of the litany:
Let us pray for the mercy of the Lord:
For work begun but not completed,
Lord, have mercy.
For expectations not met,
Lord, have mercy.
For wounds not healed,
Lord, have mercy.
For gifts not shared,
Lord, have mercy.
For promises not kept,
Lord, have mercy.
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Appendix E May also be found in the Book of Common Worship

A session representative continues:
Let us give thanks for our journey together in this place:
For friendships made,
for joys celebrated
and for times of nurture and growth,
thanks be to God.
For wounds healed,
expectations met,
gifts given and promises kept,
thanks be to God.
For our fellowship in Jesus Christ,
and for the love of God which has sustained us,
thanks be to God.

Dissolution
The presbytery representative addresses the congregation:
Do you, the members and friends of Church, release from

service as your pastor?
We do with thanks to God.

The presbytery representative addresses the pastor:
Do you, , recognize and accept the completion of your ministry with this congregation?
I do with thanks to God.

The presbytery representative prays:

Loving God, Alpha and Omega, you are both beginning and end. Our endings and our beginnings are rooted in
your love. Whether near or far we are held close by your love, and kept safe from any lasting loss. Let our
together end with your blessing. Touch all memories with your grace and peace. Help us to live with courage
and gladness in the future you present us. In every time and place, may we offer you our highest and our best,
through Jesus Christ our Lord. Amen.

The presbytery representative continues:

Representing the Presbytery of Des Moines, | witness these words of thanksgiving, forgiveness, and release.
The presbytery rejoices with you in the ministry you have shared, and we pledge to you continued support and
prayer.

With thanks to God for the ministry of this congregation and the ministry of God’s servant ,
and with hope for God’s abiding grace in the years to come, this pastoral relationship is now dissolved.
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With God’s help and love may your lives be blessed and your labors fruitful as you offer yourselves gladly in
the service of our common Lord.

Blessing and Charge

The pastor gives God’s blessing and charge to the congregation:
The Lord bless you and keep you.
The Lord be kind and gracious to you.
The Lord look upon you with favor and give you peace. Amen.
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PRESBYTERY Secondary Reference Check Release Form
ol DES MOINES Appendix F

I understand that the Pastor Nominating Committee (PNC) of Church

of may be contacting secondary references not listed on my

Personal Discernment Profile (PDP).

Please choose and initial one of the following:

1. You have my permission to contact any and all references you think necessary. (Initial)
2. You have my permission to contact only my secondary references. (Initial)
3. You have my permission to contact any and all references (Initial)

except the specific ones listed below.

If you choose either option 2 or 3, please list names, addresses, and phone numbers on the back of this sheet.

If you choose option 3, would you be willing to visit with us about your reasons for exclusion?

Yes No

Signature: Date:

Print Name:

Using the enclosed envelope, please return this form by:




PRESBYTERY Background Check Release Form
RO ENES Appendix G Current December 2020

I hereby authorize to release any information which pertains to any

record of convictions contained in any criminal file maintained on me whether local, state, and national to the
Presbytery of Des Moines. | hereby release said company from any and all liability resulting from such a

disclosure.

Signature: Date:

Print Name:

Print Maiden Name (if applicable):

Print all aliases:

Date of Birth:

Place of Birth:

Social Security Number:
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Initial Pastoral Call/Covenant Form
Appendix H

The Presbyterian Church of , lowa,

as a member church of the Presbytery of Des Moines, being well satisfied with your qualifications for ministry
and confident that we have been led to you by the Holy Spirit as one whose service will be beneficial to the
spiritual growth of our church and fruitful for the kingdom of our Lord, earnestly and solemnly offers this contract

and covenant to you to begin on and to

end on (if applicable)

Terms:
During the length of this agreement, the pastor will be accountable to the presbytery. It is understood that the
pastor will participate in any training/discussions sponsored and/or requested by the presbytery and will
participate in an exit interview conducted by the presbytery. The pastor is employed on a:

full-time basis

half-time basis

part-time basis, serving approximately hours per week
and will be compensated as follows.

Compensation:
Effective Salary (ES) Reimbursable Expenses (RE)

Cash Salary $ Automobile Expense (IRS Rate) $

Fair Rental VValue of Manse $ Business/Professional Expenses $

Housing Allowance $ SECA Supplement (up to 50%) $

Utilities Allowance $ Continuing Education $

Deferred Compensation $ Moving Costs (up to) $

SECA Supplement (if over 50%) $ Other Allowances (Specify) $

Total ES: $ Total RE: $
Benefits

Paid Vacation (4 weeks including 4 Sundays)

Paid Continuing Education (2 weeks including 2 Sundays)

Enrollment with the Board of Pensions (to be eligible for enrollment must be

employed at least 20 hours per week): Yes No

If YES, specify $

Optional Additional Benefits: Matching 403b Contributions $
Vision Eyewear Coverage $
Dental Coverage $

Total Benefits: $
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Other Compensation please list in detail — you may consult the Board of Pensions and the Commission on
Ministry manual for further options and guidelines.

Approvals:
The congregation approved the terms and conditions of this call and covenant.

Date of Meeting:

Signed (Moderator of Meeting):

Signed (Clerk of Session):

Date:

The pastor accepted the terms and conditions of this call, contract, and covenant.

Signed (Pastor): Date:

The presbytery, through its Commission on Ministry, approved the terms and conditions of this call, contract,
and covenant.

Signed (COM Moderator): Date:

Please return completed form to the COM Moderator at: dmcom@presbyteries.org. They will ensure that the
following receive signed copies 1) Pastor, 2) Clerk of Session, 3) Moderator of Commission on Ministry, and 4)
Stated Clerk of the Presbytery of Des Moines.
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Personto be [ ] Ordained: Position:
[ ] Installed: Position:
Church: City:

Date and Time of the Service:

Proposed Participants in the Service

To preside and ask the constitutional questions to the minster (this is usually the moderator of the presbytery or

someone designated by the moderator):

To offer the Prayer of Installation (if the presiding officer is not to give it):

To offer the charge to the minister (a minister member of the presbytery):

To offer the charge to the congregation (a minister or elder in the presbytery):

To read the Scripture lesson(s):

To preach the sermon:

Other:

At least two elders must be elected to the Administrative Commission and may be used in the service:

Elder from Church
City
Elder from Church

City



presevTery Request for Installation or Ordination Commission
RO ENES Appendix | Current December 2020

Any additional members of the commission or participants in the service?

If any of the above are not members of the presbytery, list their names below along with their presbyteries, or
the particular judicatory if they are from another denomination, and request that they be invited to participate in
the service as indicated.

Name: of

Name: of

Signature of Ordinand/Installee:

Date:

Please return completed form to the COM Moderator at: dmcom@presbyteries.org.
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Liturgy for the Commissioning to Ministry in a Congregation

Appendix J May also be found in the Book of Common Worship

This liturgy is recommended by the Commission on Ministry and is ordinarily intended to be used as part of a
complete service for the Lord’s Day, although this liturgy may be used alone. It is recommended for use to
commission ruling elders to pastoral service in a congregation and therefore it is appropriate that a
representative of the presbytery lead this service.

Greeting

Call to Worship

Hymn of Praise, Psalm, or Spiritual
Call to Confession

Prayer of Confession

Assurance of Pardon

Gloria Patri or Kyrie Eleison or Suitable Hymn
Passing of the Peace

Prayer for lllumination

First Reading

Psalm

Second Reading

Hymn, Psalm, or Spiritual

Gospel Reading

Sermon

The Service of Commissioning

A minster or representative of the Commission on Ministry shall say:
As many of you were baptized into Christ have clothed yourselves with Christ. There is no longer Jew or
Greek, there is no longer slave or free, there is no longer male or female; for all are one in Christ Jesus.
Lead a life worthy of the calling to which you have been called, making every effort to maintain the unity of
the Spirit in the bond of peace. There is one body and one Spirit, just as we were called to the one hope of
our calling, one Lord, one faith, one baptism, one God and Father of all, who is above all and through all
and in all.

We are called by God to be the church of Jesus Christ, a sign in the world today of what God intends for all
humankind.

The great ends of the Church are the proclamation of the gospel for the salvation of humankind; the
shelter, nurture, and spiritual fellowship of the children of God; the maintenance of divine worship;
the preservation of the truth; the promotion of social righteousness; and the exhibition of the
Kingdom of Heaven to the world.

The call of Christ is to willing, dedicated discipleship. Our discipleship is a manifestation of the new life we
enter through baptism. Discipleship is both a gift and a commitment, an offering and a responsibility.

Appendix J Page 1 of 3
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Liturgy for the Commissioning to Ministry in a Congregation
Appendix J May also be found in the Book of Common Worship

The form(s) of service to which the person is being commissioned shall be stated here.

, the grace bestowed on you in baptism is sufficient for your calling because it is
God’s grace. By God’s grace we are saved, and enabled to grow in faith and to commit our lives in ways
that serve Christ. God has called you to particular service. Show your purpose by answering these questions.

The questions are addressed to the person being commissioned who is the one to answer them.

Who is your Lord and Savior?
Jesus Christ is my Lord and Savior.

Will you be Christ’s faithful disciple, obeying his word and showing his love?
I will, with God’s help.

Do you welcome the responsibility of this service because you are determined to follow the Lord Jesus, to
love neighbors, and to work for the reconciling of the world?
I do.

Will you serve the people with energy, intelligence, imagination, and love, relying on God’s mercy and
rejoicing in the power of the Holy Spirit?
I will, with God’s help.

The leader addresses all present:

Do you, members of Church, confirm the call of God to asa
commissioned ruling elder in the service of Jesus Christ?
We do.

Do you promise to support and encourage him/her as he/she seeks to fulfill his/her responsibilities in this
ministry?
We do.

Commissioning Prayer

Faithful God, in baptism you claimed us; and by your Holy Spirit you are working in our lives, empowering
us to live a life worthy of our calling. We thank you for leading to this time and
place. Establish him/her in your truth, and guide him/her by your Holy Spirit, that in your service he/she
may grow in faith, hope, and love, and be a faithful disciple of Jesus Christ, to whom, with you and the Holy
Spirit, be honor and glory, now and forever. Almighty God, in Jesus Christ you called disciples and, by the
Holy Spirit, made them one church to serve you. Let your Spirit rule your church, so that we may be joined
in love and service to Jesus Christ, who, having gone before us, is coming to meet us in the promise of your
kingdom. Amen.
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Blessing and Charge

May the God of peace make you holy in every way, and keep your whole being, spirit, soul, and body, free from
every fault at the coming of our Lord Jesus Christ. Amen.

, You are commissioned to service as a commissioned ruling elder in this
congregation. Whatever you do, in word or deed, do everything in the name of the Lord Jesus, giving thanks to
God through him. Amen.

Hymn

Offering
An offering will be received for the Swan Fund.

Sending, Blessing, Benediction

Appendix J Page 3 of 3
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Church Name and City:

Pastor’s Name and Title:

Please see the presbytery’s Pastoral Compensation Minimums for 2026.

Terms:
The pastor is employed on a:
full-time basis half-time basis
part-time basis, serving approximately hours per week

and will be compensated as follows for 2026.

Compensation:
Effective Salary (ES) Reimbursable Expenses (RE)

Cash Salary $ Automobile Expense (IRS Rate) $
Fair Rental Value of Manse $ Business/Professional Expenses $
Housing Allowance $ SECA Supplement (up to 50%) $
Utilities Allowance $ Continuing Education ($1,500) $
Deferred Compensation $ Moving Costs (up to) $
SECA Supplement (if over 50%) $ Other Allowances (Specify) $

Total Effective Salary: $ Total Reimbursable Expenses: $

Additional Benefits
Paid Vacation (4 weeks including 4 Sundays)
Paid Continuing Education (2 weeks including 2 Sundays)
Enrollment with the Board of Pensions:
(to be eligible for enrollment must be employed at least 20 hours per week): Yesl | No

If YES, specify $
Optional Additional Benefits: Matching 403b Contributions $
Vision Eyewear Coverage $
Dental Coverage $
Total Additional Benefits: $

If there is any other compensation, please list in detail. You may consult the Board of Pensions and the
Commission on Ministry manual for further options and guidelines.
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PRESBYTERY Pastoral Call/Covenant Update Form
o DES MOINES Appendix K

Personnel Matters:
The Church has an active Personnel Committee. Yes No

The adequacy of the pastor’s compensation was
reviewed with them using the questions
included below. Yes No

An annual performance review was conducted. Yes No

Professional Matters:
The pastor used study leave/continuing education in 2022. Yes No
In the space below, please describe how the continuing education time was used and list any courses that

were taken. Attach an additional sheet if needed.

Compensation Adequacy Review Questions (please use additional sheets if needed)
1. Is the pastor’s salary below, same as, or above the Presbytery’s minimum requirements?

2. Does the pastor’s salary take into account the following factors: membership size, the church’s mission,
the life experience and/or ministry experience the pastor brings, and the pastor’s job performance?

3. Is the pastor’s housing allowance sufficient in securing and maintaining a residence in the church’s
particular economic locale?

4. 1If a manse is provided, has the Session’s building and property representatives inspected the manse and
made the necessary repairs/improvements to maintain adequate housing for the pastor?

5. Does the utilities allowance cover the cost of utilities?

6. Does the car allowance cover the costs of the mileage of the pastor in their work?

7. Is the continuing education allowance adequate in covering the costs of the pastor’s continuing
education and is the study leave adequate to meet the goals of the pastor and the congregation?

8. What other allowances and/or items of compensation need to be reviewed?

9. Does the Session need help in answering these questions from the Presbytery’s Commission on Ministry
before making its recommendations to the congregation?

Signed (Pastor): Date:

Signed (Personnel Chair or Clerk of Session): Date:

Please return completed form to the COM Moderator at: dmcom@presbyteries.org.
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The following covenant between the session of Church, the Presbytery of Des
Moines, and , Is for the purpose of providing temporary pastoral
services as to the church. Service will begin and will continue until

(not to exceed 12 months), unless concluded earlier as provided below. This

agreement is in partnership with the pastor’s Church of Call (aka BoP Church)

The Temporary Supply Pastor will be familiar with and follow the polity of the Presbyterian Church (U.S.A.) as
described in the current Book of Order.

Duties:

The primary responsibilities of the Temporary Supply Pastor are to provide worship leadership and pastoral
care. Check all additional areas of responsibility:

BoP Church Non-BoP Church

moderate the session and congregational meetings
teaching (Sunday School, Bible Study, Confirmation, etc.)
call on sick and homebound
provide administrative leadership
officiate at weddings and funerals
work with committee chairs
represent the church in dealing with outside organizations
other — please specify:

The congregation and session will be responsible to (please add or delete from this list):
BoP Church Non-BoP Church

support the pastor in their ministry
provide regular financial compensation according to the terms below
provide a performance review to the pastor at least annually
pray for the pastor during this covenant period
negotiate goals for contract period
other — please specify:

During the length of this agreement, the pastor will be accountable to the session, and through them to the
Presbytery of Des Moines. Should the Temporary Pastor have any serious differences or difficulties with any
former pastor of this congregation, the matter will be immediately referred to the Presbytery’s Commission on
Ministry. There will be joint reviews at regular intervals by both Sessions and the Temporary Supply Pastor
regarding progress on goals and the advisability of requesting the presbytery to renew or discontinue the covenant.
The presbytery must review and/or renew the Temporary Supply relationship at least annually.
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If there is a PNC in place, will the congregation(s) will continue an active search for an ordained pastor?
Yes No

It is understood that the pastor will only be involved with the Pastor Nominating Committee at the direction of
the Commission on Ministry. Any concerns or suggestions about the congregation’s search for a new pastor shall
be communicated to the Presbytery’s Commission on Ministry liaison.

This agreement may be terminated by the Session of either church or the Presbytery of Des Moines upon 60 days
written notice or earlier by mutual agreement. In this case, severance is expected and can be negotiated by the
Presbytery’s Commission on Ministry. The Temporary Supply Pastor may terminate the agreement with 30 days
written notice and forfeit any payment beyond services provided. This agreement may be extended in one- to 12-
month periods, upon written notice to, and the approval of, the Presbytery through its Commission on Ministry.
It is understood that the pastor will participate in any training/discussions sponsored and/or requested by the
Presbytery and will participate in an exit interview conducted by the Presbytery.

Terms:
The pastor is employed on a ( ) full-time ( ) part-time basis, serving approximately hours per week and
will be compensated as follows:

Effective Salary (ES) BoP Church Non-BoP Church Total
Cash Salary $ $ $
Fair Rental Value of Manse $ $ $
Housing Allowance $ $ $
Utilities Allowance $ $ $
Deferred Compensation $ $ $
Other (Specify) $ $ $

Total ES: $ $ $

Reimbursable Expenses (RE) BoP Church Non-BoP Church Total
Automobile Expense (IRS Rate) $ $ $
Business/Professional Expenses $ $ $
SECA Supplement (up to 50%) $ $ $
Continuing Education $ $ $
Other Allowances (Specify) $ $ $

Total RE: $ $ $

All reimbursable expenses, except for the SECA supplement, will be kept separate by the churches and paid
to the pastor upon submission of supporting documentation requesting the reimbursement. The SECA
supplement will be paid out monthly and included in the monthly payments the Non-BoP church sends the
BoP church.
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Additional Benefits (AB)

Paid Vacation (4 weeks including 4 Sundays)
Paid Continuing Education (2 weeks including 2 Sundays)
Select one of the following (to be eligible for enrollment must be employed at least 20 hours per week):
1-No Enrollment with the Board of Pensions
2-Enrollment in the Board of Pensions
Specify: $

Optional Additional Benefits:

Matching 403b contributions $
BoP Church $ Non-BoP Church $
Vision Eyewear Coverage $
BoP Church $ Non-BoP Church $
Dental Coverage $
BoP Church $ Non-BoP Church $
Total AB: BoP Church $ Non-BoP Church $ $
The Non-BoP Church agrees to pay 1/12" of their effective salary total $ (12h=$ ),
their SECA supplement $ (/12" =$ ) , and their additional benefits total $
(112t =$ ) to the BoP Church by the of each month for a total monthly payment of
$
Approvals:

The session of the BoP Church approved this covenant and its terms on

Signed (Clerk of Session): Date:

The session of the Non-BoP Church approved this covenant and its terms on

Signed (Clerk of Session): Date:

The pastor accepted this covenant and its terms on

Signed (Pastor): Date:

The presbytery approved this covenant and its terms on

Signed (COM Moderator): Date:

Note: Please return completed form to the COM Moderator at: dmcom@presbyteries.org. They will ensure that
the following receive signed copies 1) Pastor, 2) Clerk of Session, 3) Moderator of Commission on Ministry,
and 4) Stated Clerk of the Presbytery of Des Moines.
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COM is the Presbytery Committee that helps to connect churches to the Presbytery. Each local church has a
COM liaison whose role is to stay connected with his/her assigned church and to offer affirmation, support, and
assistance. COM members are either a Minister of Word and Sacrament/Teaching Elder or Ruling Elder. The
following topics and questions may be used to guide the biennial visit between the COM liaison and partner and
the session of the local church.

1. Discipleship. Discipleship might be defined as teaching people to be more like Jesus. It focuses on right
living and dealing with issues in today’s world. What are the areas in which your church is doing this well
with your members? Where would you like to see additional attention?

2. Worship. What can be celebrated about how your church does worship? What is most meaningful to you
in worship? What ideas do you have about worship changes?

3. Evangelism. Evangelism is intentionally spreading the good news of Jesus to people who may not know
about God’s love. How does your church do this with non-members? Where might you like to see
additional emphasis?

4. Outside your local church. Churches struggle with an inward or outward focus. How is your church
outward focused through working with others and supporting others outside the church? What do you value
about how your church is supporting missions? What else would you like to be considered?

5. Involving members. Using everyone’s spiritual gifts and actually filling volunteer roles can be a
challenge. How does your church intentionally seek involvement from your members? What is hardest
about getting involvement? What ideas seem to work best so that everyone’s voice and skills are involved?
How does your church nurture and affirm staff and volunteers? What else would you like to see done?

6. Conflict. A church, as a community of faith, has conflict, just like every group of gathered people. What
conflicts, if any, are impacting your church? If there are some conflicts, how is dealing with them reflective
of God’s love?

7. Caring and Hospitality. How does your church engage in caring and hospitality with each other and new
people? What ideas do you have for new ways to strengthen the church community?

8. Business. How does the church function as a “business”? What do you think about how the physical
facility is maintained? What thoughts do you have about the technical capabilities of the church? What do
you think about how finances and budgets are handled and presented to the church? What do you think
about the current staffing?

9. Living our values. How do you feel about how the core values of your church supports decision-making,
needed changes, and care of each other? What might be different to have your church be a healthier
church?

10. Messages to the Presbytery and COM What would you like the Presbytery and COM to hear from you
and your church? Is there any assistance you wish? What should COM or the Presbytery be doing that is

not being done?

What do you most love or celebrate about the ministry you and others are doing at your church?
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