
VACANCY TRANSITION CHECK LIST

	
	Item to be completed
	Who does or arranges
	Reference -

checkoff

	 
	Dissolution of Pastoral Relationship
	
	

	  1
	Notification of Session
	Pastor
	

	  2
	Notification of COM or Presbytery Staff 
	Session/Pastor
	

	  3 
	COM/Staff Consultation w/Session
	COM/Staff
	

	  4
	Calling Special Congregation Meeting
	Session/Pastor
	

	  5
	Action on Dissolution
	Congregation
	

	  6
	Concurrence with Dissolution Request
	COM/Lackawanna Presbytery
	

	
	
	
	

	
	Exit Interviews
	
	

	 7
	With pastor
	COM 
	

	 8
	With session
	COM 
	

	 9
	Appoint Moderator for Church/Session
	COM
	

	10
	Appoint COM Representative
	COM 
	

	11
	Session Workshop held to review financials and present pastoral options
Session determines need for Interim pastoral
	COM Rep/Session
	

	
	
	
	

	
	Steps to leading to the Search
	
	

	12
	Selection of Mission Study Model
	Session or Designees
	

	13
	Mission Study Prepared
	Session or Designees
	

	14
	Approval of Mission Study
	Session
	

	15
	Approval of Equal Opportunity    Employment Covenant (EOEC)

Determines financial package to be        offered on CIF
	Session
	

	16
	Session seeks approval to elect PNC
	Session w/COM
	

	17
	Determination of Pastor Nominating Committee (PNC) Nomination Process
	Session
	

	18
	Recruitment of PNC Nominees
	Session or Designees
	

	19
	Congregational Meeting Held
	Moderator w/Congregation
	

	20
	Approval of Mission Study
Approval of EOE Guidelines

Election of PNC
	Congregation
	


	
	PNC Prepares Church Information Form (CIF)
	
	

	21
	Workshop Held
	PNC meets with COM Rep and Staff
	

	22
	Obtain Login & Password from Presbytery Office
	PNC Moderator
	

	23
	Obtain CIF on-line at 

http://www.pcusa.org/clc
	PNC
	 

	24
	Preparation of Church Information Form
	PNC/COM Rep.
	

	25
	Completion/Approval of CIF
	PNC, Session
	

	26
	CIF and minutes sent to Lackawanna Presbytery Office
	PNC Secretary
	

	27 
	CIF Approval by COM
	COM
	

	28
	Submit CIF On-line at

http://www.pcusa.org/clc
	PNC Moderator or Secretary
	

	29 
	Check off by COM Chair & Session Clerk
	Presbytery Office
	

	
	
	
	

	
	The Search
	
	

	30
	Matching
	General Presbyter or COM chair
	

	31
	Receiving/Evaluating PIF=s; keeping record of PIF=s, assuring EEOC
	PNC/COM Representative
	

	32
	Checking References – Primary
	PNC/COM Representative
	

	33
	Telephone Interviews
	PNC
	

	34
	Checking References - Secondary (Optional) - After getting written permission 
	PNC/COM Representative
	

	35 
	COM/Executive Ethics / Reference Check on short list  
	General Presbyter or COM Chair
	

	36
	Schedule Neutral Pulpit
	COM Rep (consultation with PNC & Candidate)
	

	37
	PNC notifies COM of Dates
	PNC
	

	38
	COM Interviews; recommends applicant for membership (must be done before PNC interview)
	COM 
	

	39
	PNC Interviews in Person
	PNC
	

	40
	Neutral Pulpit takes place
	PNC
	

	41
	Negotiate Terms of Call including moving arrangements
	PNC w/potential candidate
	

	42
	Send Terms of Call to COM for approval
	PNC
	

	43
	Inviting Person to Candidate
	PNC, COM Representative
	


	
	Candidating Process
	
	

	44
	PNC requests Session to call a Congregational meeting
	PNC w/Session
	

	45
	On the day of the Congregation, Candidate preaches and leads worship
 
	Congregation  (Note: ONLY AFTER ETHICS CHECK IS COMPLETE)
	

	46
	Action on PNC Recommendation

Election of person to prosecute call at        Presbytery

Election of persons to attest to the call

Dismissal of PNC after installation
	Moderator/Congregation
	

	47
	Acceptance of call
	Signing by candidate, moderator, attesting persons of congregation
	

	48
	Communicate results of congregational meeting to COM. Candidate is presented by COM at a meeting of presbytery.  
	COM Rep to COM Moderator &  Stated Clerk
	

	49
	Papers sent to Stated Clerk
	COM Moderator
	

	51
	COM contacts candidate about installation
	COM Moderator
	

	52
	Plan for welcoming new pastor
	Session, congregation, COM       
	

	53
	Pastor begins Service to Congregation
	Pastor
	

	
	
	
	

	 
	Installation 
	 
	

	54
	Request for installation sent to COM
	Session, COM Rep.
	

	55
	Preparation for Installation Service
	Session, new pastor, COM Rep.
	

	56
	Appointment of installation commission
	COM/ Lackawanna Presbytery
	

	57
	Publicizing Installation
	Session
	

	58
	Installation Service
	Lackawanna Presbytery. Commission, Congregation, new pastor
	

	59
	Installation Report to Stated Clerk
	Secretary of Installation Commission
	

	60
	Service/Salary Change is submitted
	Pastor and Church Treasurer
	


