
PNC Training 

Presbytery of Santa Fe 
 

Part I. Characteristics for a constructive and helpful PNC member 

Here are some quick characteristics to keep in mind when picking nominees to serve on a Pastor 

Nominating Committee (PNC).  The nominees need to be elected by the congregation in a 

congregational meeting.  Here they are: 

1. Prayerful:  A nominee should be willing to be a prayer warrior, not just in meeting 
settings of corporate prayer but in private and individual settings of personal prayer.  
Prayers for discernment from the Holy Spirit are necessary and crucial.  This is a 
spiritual search for a pastor, not a business executive search. 

2. Confidentiality:  A prime requirement of any nominee is the demonstrated ability to 
maintain absolute and total confidentiality.  Any communication from the PNC should 
come from only the PNC chair or designee, preferably in written form, to either the 
congregation or the Presbytery’s Commission on Ministry.  A PNC member cannot 
divulge any information, however slight or trivial, of the work or status of the PNC to 
anyone:  not to a member of the congregation, not to the Associate or Transitional 
Pastors, not to Session, not to church staff.  No one.  This confidentiality is required to 
protect the careers and livelihood of the candidates and their families.  This 
confidentiality cannot be breached by anyone. 

3. Availability:  A nominee must have time available for the PNC work.  This work can be 
very time extensive and could last for months or longer.  The zoom meetings, 
interviews, reviewing PDPs, listening to sermons, all take significant time.  The nominee 
must commit to making a significant portion of all PNC meetings, if not all of them.  The 
work does not move forward unless all PNC members are present and involved. 

4. Collegiality:  The nominee must be willing to work with others, even under time 
constraints, disagreements over candidates or other stresses that a PNC will likely face. 

5. Patience:  PNC work can feel long, tedious and lonely.  The temptation is always 
present to pick the very next candidate because we have been at this work for so long 
and the congregation is getting anxious.  Patience is a gift of the Holy Spirit and all PNC 
members should be nominated with this gift in mind. 

6. Discernment:  Discernment is a spiritual practice.  It takes time and effort.  It is a skill 
not easily reached, and almost never mastered.  It requires listening skills.  It requires a 
person to hold their desires and opinions, even convictions, lightly and with room for 
change, revision or withdrawal. 

7. Confidence:  A nominee must be willing to speak freely, openly and constructively 
within the PNC.  A nominee cannot perform their work by always remaining silent and 
passive.  A nominee cannot be overly sensitive to other opinions or statements contrary 
to their own.  Everyone must be able to speak and everyone must be able to listen. 

8. Representation:  PNC members should be nominated from the different groups, 
classes and ages represented within the congregation (gender, ethnicity, age) so the 
congregation feels that someone from their group is in the PNC and speaking from their 
viewpoint. 



Part II. Principles relevant to the search process 

• Mutual support and engagement- The reformed understanding of call is a three-way 
partnership among a congregation, a pastor and the presbytery.  Each has a role in 
determining the outcome; hopefully with prayer and thoughtful discernment all three will 
arrive at a consensus.  

o Ordinarily, the first affirmation comes from a Pastor Nominating Committee after a 
careful review of potential candidates and the selection of the individual that seems 
to be the best fit with the congregation as a whole. 

o The next steps happen through the Presbytery by a presbytery-to-presbytery 
reference check made to assure that the potential candidate is in good standing and 
that there are no “issues”, and the examination committee of COM will interview the 
potential candidate as to theological perspectives, experience, and especially the 
potential “fit” with the congregation.   

o Throughout the process, the potential candidate is also discerning their own sense 
of call. The candidate’s discernment is concluded when the contract and call 
documents are agreed upon following a positive vote by the congregation. 

• Sensitivity to vocational risks and confidentiality- The entire process is respectful and 
confidential; the PNC works independently from session, congregation members and 
interim throughout the search.  Names under consideration must not be shared outside the 
committee. This protects both the persons under consideration and the integrity of the 
process.  Once a potential candidate’s name is brought to the session, there still may be a 
request for confidentiality until the candidating Sunday. It is very important that all parties 
respect each others’ desires throughout. 

• Discernment and decisions take time- Those elected to serve on a Pastor Nominating 
Committee (PNC) should consider this to be a significant commitment of their time, energy 
and wisdom.  You should understand that this is a task of spiritual discernment.  This is not 
a time to be easily influenced by personal desires or congregational politics. This is a time 
to listen for God’s leading.  
For the final decision, the congregation will need information on the candidate, an 
opportunity to meet and greet the candidate and, of course, participate in a service of 
worship led by the candidate. At this point every voice and vote are important – corporate 
time for questions, expressions of concerns and prayer should include the breadth of the 
congregation. 
 

 
Part III. Ordering the PNC 

• Roles to be filled:  
o Chair or Co-Chairs 
o Administrator or Secretary 
o Liaison to Session (updates and budget) 
o COM Liaisons:   

▪ Give names and contact info 
 

• Establishing the regular meeting day/time/location 



 

• Creating a Covenant- state expectations of one another, state accommodations and 
adjustments, set some ground rules concerning how decisions will be made and what to do 
if there is disagreement.  Offer this as a prayer at the beginning of every meeting. 
 

• The Internet is your friend- Resources under “For PNCs” at santafepresbytery.org, search 
other presbytery websites, use cloud document platforms to share documents, check your 
email 

 

 

Part IV.  Building a timeline 

Acronyms Used: 

COM: Commission on Ministry- a committee of the Presbytery of Santa Fe 

PNC: Pastor Nominating Committee 

MDP (formally MIF): Ministry Discernment Profile- the resume of your church describing 

your church, a description of the open position and traits you are seeking in a 

minister 

PDP (formally PIF): Personal Discernment Profile- resume of a minister interested in the 

open position 

CLC: Church Leadership Connection- online PC(USA) denominational job prospect 

matching database 

TOC: Terms of Call – A document which specifies the compensation agreement with the 

minister. It includes salary, housing, SECA, Board of Pension dues, continuing 

education, vacation, sabbatical, study leave, moving expenses, business expenses, 

automobile expenses, etc. 

BOO: Book of Order 

PSF: Presbytery of Santa Fe 

 

Mission Study Phase (2-3 months): a period of self-evaluation and healing in preparation for a 

search.  

Search Phase (2-4 months): the Ministry Discernment Profile is completed and approved, 

potential candidates selected, interviewed and background checks are conducted by PNC 

and COM. A short list of candidates are invited to a site visit, a neutral pulpit for preaching 

and an examination with Commission on Ministry are arranged. 

Candidating Phase (by agreement with the candidate): When the candidate is selected, the 

PNC will ask the Session to call a congregational meeting and present information to the 

whole congregation about the candidate. There will be an opportunity for leadership, staff 

and congregation to meet the candidate; the candidate will preach during a service/s of 

worship and at the congregational meeting the congregation will approve the call. 

 
 



Step 1: COM meets with session - COM liaison discusses with the session options for temporary 
coverage of the open position, the process to elect a PNC. This discussion includes requirements 
for a financial review, roll review, and mission study.  
Upon successful completion of these requirements, the COM approves the congregation’s request 

to elect a PNC.  

Step 2: Congregation Elects PNC - The session presents the slate of nominees for a 
congregational vote. Nominees should represent the demographics of the congregation. The 
session provides the PNC with a budget to cover expenses of travel, background checks, etc. The 
session establishes the minimum and maximum compensation for the position. This amount 
constitutes the TOC. Once established, the congregations must be able to sustain this 
compensation level for a minimum of three years.  
 
Step 3: COM Conducts Orientation on Search Process for PNC  
 

Step 4: PNC Completes MDP – The PNC produces the MDP and writes the responses to the 

narrative questions.  The Clerk of Session can help provide the statistical information.  The PNC is 

encouraged to send a draft of the MDP to the COM liaison for review.  

 
Step 5: MDP Approved by Session and COM  
 
Step 6: MDP is entered into CLC - After the MDP is approved by the session and the COM, the 
Presbytery administrator enters the MDP into the CLC database. The PNC will receive access to the 
CLC database.  
 
Step 7: PNC Receives PDPs via CLC and Self-referrals - The PNC can request PDPs for matched 
individuals. The PNC will receive PDPs directly from self-nominating individuals.  
PDPs received outside of the CLC system must be attested by PSF.  The PNC need not follow-up 
with PDPs received through the CLC.  
 
Step 8: PDP Review by PNC - The PNC should establish a process to review PDPs.  
 
Step 9: Priority List Established by PNC - The PNC rank orders top prospects and begins initial 
interviews.  The PNC must maintain the confidentiality of their contacts so as not to jeopardize the 
prospect’s relationship with their congregation during face to face visits.  
 
Step 10: Preliminary References Contacted on Top Prospects - The PNC contacts the 
references included in the PDP.  To maintain confidentiality in the process, the PNC must seek 
permission from the prospect before contacting anyone outside the references included in the 
PDP. 
 

Step 11: Vetting of Top Prospects - After the PNC has determined its top prospects, the PNC 
contacts the COM liaison to gain PSF ecclesiastical vetting of the prospects. This “presbytery-to-
presbytery check” must be completed before any face-to-face visits are arranged.  
 



Step 12: Visits with Top Prospects - The PNC should reimburse travel expenses for a prospect 
(and spouse) attending a face-to-face meeting.  The visit should include an examination from a 
COM team.  Neutral pulpit preaching can also be arranged through COM. 
 
Step 13: PNC Makes Decision on Prospect - The PNC determines its top prospect and notifies 
the COM liaison.  The PNC reviews the remaining steps in the Pastor Nominating Committee 
Process to ensure a full understanding of the requirements and the timing involved.  The PNC 
contacts the top prospect and extends the call. 
 
Step 14: Terms of Call Negotiated with the Candidate and Approved by COM - The PNC 
negotiates the TOC with the candidate. If the TOC exceeds the upper financial limit set by the 
session, the PNC must obtain session approval without disclosing the candidate’s name. The PNC 
submits the agreed upon TOC to COM for approval.  
 
Step 15: The Call Process- Following approval of the TOC by all parties, the PNC reviews with the 
candidate the remaining steps in this process to ensure both are fully aware of the process and the 
timing of the concluding steps. The COM liaison gives permission for the PNC to inform the session 
and to request the session to call a congregational meeting to act on its recommendation.  
 
Step 16: PNC Presents the Candidate to the Congregation - The candidate normally 
participates and preaches in worship.  The PNC presents the candidate and the TOC to the 
congregation for approval.  A brief biographical handout about the candidate can be provided to 
the congregation.  If the congregation votes to extend a call, the moderator of the congregational 
meeting should entertain a motion to dismiss the PNC upon installation of the called minister. 
  
Step 17: PNC Follows Up Action of Congregation - The PNC notifies any remaining prospects of 
the congregation’s action and wishes them well in their continued ministry.  
The PNC helps the called minister with making arrangements for their first day and moving.  The 
PNC provides ongoing support for the new pastor. 
 
Step 18: Installation of Minister-Elect by PSF - If the minister-elect is not yet ordained, the 
candidate will be examined by COM.  The installation of a minister is an action of the presbytery.  
COM will appoint a commission for installation at a date and time convenient for the minister, the 
congregation, and the commission. Installation services shall be conducted at a convenient time to 
enable the substantial participation of the presbytery. 
The COM will also present the individual to PSF at a regularly scheduled presbytery meeting.    
 

 

 

Mission Study.  There is no one-size fits all approach to a mission study. However COM will need 

to see evidence that the congregation has spent time reflecting on its sense of mission, their 

activities and ministries, and their hopes for the future.  Whatever process is designed, however, 

should include 



• Examination of Mission Statement:  does this statement reflect who we are as a 
congregation and who we hope to become in the near future? Is this statement understood 
and affirmed by the congregation? If not, how will the Mission Statement be 
presented/interpreted to the congregation?  The purpose of this is for the congregation to 
have a unified sense of purpose. Perhaps hold a congregational forum on the Mission 
Statement or highlight in worship with sermon and a time for discussion or written feed back. 

• Documentation of current state of congregational mission and ministry as it supports 
the Mission Statement.  It is not the number of activities, but the relevance of activities to 
purpose that is significant. Sometimes congregations continue mission activities with little 
regard for their effectiveness or even purpose.  It is better to do fewer things well than 
many things by repetition. This material needs to be gathered and agreed upon; could be 
accomplished at a luncheon with congregational members naming ministries and mission. 

• Current Context: Please provide a snap-shot describing: What is happening in the 
community right now:  are jobs leaving or coming? is the population growing older or 
younger? what’s the racial-ethnic make up? how well is city government functioning? what 
are the areas of need or concern? and how does the church relate to any or all of the above.  
(This is a good assignment for an individual! Could be an elder…but does not have to be.) 

• Reflection is the final crucial step: prayerful and thoughtful work is necessary to reflect 
on the relationship of values, deeds, and context. The Mission statement expresses values 
important to the congregation; the documentation of current status of congregational 
mission and ministry maps out the context of the mission and ministry; the context 
suggests the relevancy of the congregation in the community.  Taking time to evaluate 
(positive and negative), to affirm strengths and admit weaknesses and to highlight area 
where faithful growth is/or could be taking place will assist the PNC in evaluating 
candidates. Although you are seeking a pastor to lead the congregation; it is vital that the 
congregation have a clear idea of itself and its growing edges. Best case scenario: a new 
pastor discovers the congregation he has been introduced to by documents and leaders…is 
actually the congregation he or she is serving.  You can imagine the worst case scenario:  
bait and switch. 

• Financial Plan. The session will need a summary of the finances of the congregation (a two 
– four year comparison); the capacity of the congregation to support ministry (full or part-
time); and the options that are being explored to assure sustainability.  In addition to 
reports, there should be a narrative that interprets the numbers and projections. 
Finance/Stewardship Committee/s could provide most of this material and draft a narrative.  
Session will have to struggle with full or part-time ministry – possibly presenting a case for 
both.  


