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Vacancy and Search Procedures   
 
INTRODUCTION 
 
The following document delineates guidelines for various components of the vacancy and search 
process as congregations experience the loss of their Rector and begin to seek his/her replacement 
and most importantly seek God’s will for the congregation.  While this process is specifically 
designed for parishes, at the Bishop’s discretion, parts of it may be adapted to mission 
congregations as well (recognizing that in the latter case the Bishop appoints the Vicar).  The key 
players in this process are: 

• The Right Reverend John W. Howe, Bishop of Central Florida  
• The Reverend Canon Ernest L. Bennett, Diocesan Deployment Officer  
• The Vestry 
• The Search Committee (appointed by the Vestry) 

 
Flexibility, adaptation and clarity are important ingredients in following these guidelines.  Whole 
steps may be modified or omitted entirely.  Prayer at all levels of parish life should undergird the 
entire process.  Congregations might consider the prayers on page 818 of the Book of Common 
Prayer and/or may wish to compose their own prayer. 
 
 
LEAVE TAKING 
 
This is a time of mixed emotions for most congregations.  While there is often real sadness in 
losing a beloved Rector and perhaps even some hurt and confusion, there is also gratitude for 
faithful service, shared joy with the departing Rector in his/her new adventure, and anticipation 
(if not apprehension) regarding what lies ahead.  Canon Bennett will usually arrange for an "exit 
interview" with the Rector who is leaving and is available for this same assessment overview with 
the Vestry.  The congregation will want to plan a communal celebration so that leave taking may be 
experienced fully by as many people as possible.  Many congregations will want to give a special 
gift to the departing Rector and may want to give a gift from the church family rather than 
encouraging many gifts from individual members.  A purse is often given.  Please reference 
Appendix A.   

 
Use may be made of the service "Termination of a Pastoral Relationship" found in The Book of 
Occasional Services.  
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LAYING THE GROUNDWORK 
 
 A. Vestry Meeting with Bishop Howe or Canon Bennett 
 
  When a Rector feels moved to accept a call to some other cure, the Vestry, in 

accordance with the Canons of the Episcopal Church, is asked to accept the 
resignation of the departing Rector.   A vacancy may also be created by mandatory 
retirement (upon attaining the age of 72 years) or death.   Sometime after the 
announcement of the vacancy is made or at least soon after the departure of the 
Rector, Bishop Howe and/or Canon Bennett will meet with the Vestry.  At this time 
he will review with the Vestry the needs of the congregation for clergy leadership 
during the transition and various options available. (See Appendix B)   

 
  He will also offer guidelines for the formation of a Search Committee. (See 

Appendix C)  Unless the Bishop stipulates otherwise, Vestry elections in the parish 
are to be suspended until the first annual meeting after the selection of a new rector 
so that Vestry continuity and leadership stability can be maintained. 

 
 
 B. Formation of a Search Committee 
 
  As soon as practical, the Vestry shall form the Search Committee.  The Search 

Committee should be as broadly representative of the parish as possible in a manner 
carefully selected by the Vestry.  It is not appropriate for staff or other clergy to 
serve on the Search Committee.  The chair of the Search Committee may be 
designated by the Vestry or may be elected by the committee itself in an early 
meeting.  As a rule of thumb the size of a search committee may be roughly equal to 
the size of the Vestry.  At least one Vestry member should be appointed to serve on 
the Search Committee.   As soon as the Search Committee has been formed they 
should be installed in a regular Sunday morning worship service.     

 
     
 C. Search Process Design 
 
  As early as possible, a meeting of the Vestry and Search Committee is held with 

Canon Bennett so that the expectations for the search process are clear. At that 
meeting the entire Vacancy and Search Procedures will be reviewed.   

 
  As the work of the Committee begins, the Vestry should make clear its expectations 

for this work.  For example: How many names does the Vestry wish to have for their 
final consideration?  Is this decision to be negotiated at a later time or are there clear 
instructions about the form of the finalists from the start?  Should the finalists be 
ranked by order of preference or not?     

 
  A search process budget, if not already formulated, should be developed and 

approved by the Vestry to include such expenses as consultant fees, questionnaire 
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design, printing, videos, brochures, travel expenses of Committee members and 
prospective Rectors and spouses as well as relocation expenses.  Care should be 
exercised to ensure clear lines of fiduciary responsibility between the Vestry and the 
Search Committee.   
 
The Search Committee meets on its own to organize itself.  As soon as possible sub 
committees are formed to begin work on various tasks.  For example: 

• Spiritual emphasis 
• Community data gathering 
• Work on a Parish Survey 
• Presentation Instrument(s) such as a brochure and/or video 
• Hospitality 

   
  The Search Committee develops a tentative time line.  It is important that as many 

assumptions as arise about the search be discussed at an early stage.    A clear policy 
should be developed which ensures as much open communication with the parish as 
possible while maintaining confidentiality about specific clergy who will be under 
consideration.  This confidentiality within the committee includes the identity of the 
candidates as well as privileged information that the Search Committee receives or 
develops on each of them.  Any break in the confidentiality of privileged 
information can be seriously damaging not only to the candidate and the 
candidate's own ongoing ministry, but also to the congregation, Search 
Committee and Vestry and can lead to disastrous polarization within the 
congregation.  

 
In order that the opening may be advertised on the Diocesan Web Site the Search 
Committee is asked to compose a preliminary summary (one or two paragraphs) of 
the unique character of the congregation, the community and the hoped for 
characteristics of the new Rector or Vicar.  This should be sent by email to Canon 
Bennett as quickly as possible (epdiocenfl@aol.com). 
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FOUR TASKS 
 
The search process can appear to be a rather formidable enterprise.  This perception can hold true 
for large and small congregations alike.  It can stretch on for over a year or take only a few months 
depending in large part on the organizational skills of the search committee leadership, their own 
sense of urgency and the reliability of those who take on various assignments.  On average 
committees seem to be able to complete their work in about 9 months.  The goal ought to be to take 
as much time as it takes to do a thorough job while not wasting time unnecessarily.   

 
While the process can seem terribly complicated and daunting there are really only 4 major tasks.  
They are: 

• Developing a PROFILE 
• Securing NOMINATIONS 
• Devising a SCREENING process 
• Issuing a CALL 

 
TASK # 1 PROFILE 
 
 A. Parish/Leadership Survey 
 
  The first task of the Search Committee is to provide for a comprehensive self-study 

by the congregation.  In some instances this study is the natural extension of recent 
work of a Planning Commission or the Vestry.  In most instances the Search 
Committee will want to spend a good deal of time and effort on this part of the 
process before moving ahead with consideration of actual candidates.  At a 
minimum, this will include a gathering of data from the parish and its membership 
about  

• the parish  
• the community and  
• the kind of spiritual leader they feel is needed .   

Sample surveys will be made available to the Search Committee Chair in the 
Resource Packet, and the Committee will be encouraged to develop its own version 
and decide the manner of distribution to parish membership, collecting and collating 
the results.  Surveys rarely turn up major surprises and unless they are done carefully 
(often with professional help) they generate incomplete information.  They can be 
useful, nonetheless, in giving everyone in the congregation an opportunity to 
contribute their thoughts, and their desires for the congregation.   
 
This data gathering might also include an open parish meeting at which 
hopes/concerns are gathered.  This data will be largely "impressionistic" and will 
need to be interpreted by the Search Committee but can be a useful tool in involving 
members of the congregation and allowing everyone an opportunity to be heard. 
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B. Parish Profile 
 
  The data collected, with a brief history of the parish and a compilation of 

demographic information about the larger community, comprises the raw material 
for the parish and community profile. (See Appendix D for some suggestions as to 
areas that need to be included)  The final product may well be a collection of 
materials and may include information in narrative form, photographs, graphs, video 
and/or audiotape, information on a web site, and other important information 
collected from within the parish and the larger community. Here is the place to use 
creativity, color and imagination to tell the story of your parish.   

 
  The parish profile should reflect the character of the congregation both in content 

and in format.  For example: a four-color commercially printed brochure may be 
appropriate for one congregation and completely inappropriate for another.  One 
congregation may offer a web site, as one of its resources to prospective clergy and 
another may not deem this at all useful.  A brochure of some sort or another is 
almost always produced as one way to help tell the congregation’s story and is an 
invaluable enclosure in future communications with potential candidates.   

 
  As soon as the narrative portion of the Parish profile is in hand it should be 

sent in electronic format to Canon Bennett along with a few pictures (example: 
photographs of the church facilities, rectory, maps, charts).  This should be sent 
at least two weeks prior to names being placed in nomination (Task #2 B).   If 
you are willing to have your brochure serve as a sample/model for other parishes 
that are beginning the Search Process, please supply 12 copies to Canon Bennett. 

 
C.   Position/Institution Search Request 
 

If the Search Committee wishes to access the computer bank at the Church  
Deployment Office (CDO) in New York (or has been instructed to do so by the 
Vestry) Canon Bennett or a Consultant meets with the Search Committee to develop 
a "Position/Institution Search Request".  This three-part document enables the parish 
to translate the impressions and perspectives manifested in their research to the 
computerized position/institution profile.  The first part (page 1) deals with logistical 
and financial data, the second (page 2) with a parish description and analysis of 
responsibilities and areas of strength in the new spiritual leader, and a third part 
(pages 3 & 4) with a "Parish Life Orientation".  This instrument could be completed 
not only to access the computer in New York for potential candidates, but also to 
"educate" the Search Committee as to what to look for as it evaluates persons for the 
position and to provide yet another resource to clergy who might consider the 
position.  Normally Canon Bennett will access the computer data bank in New York 
in order to produce this list of names (none of whom have expressed an interest in 
the parish or the Diocese).  If the search is done in New York, Canon Bennett or 
Bishop Howe must sign the completed Search Request before it can be forwarded to 
the CDO office in New York.  
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TASK # 2 NOMINATIONS 
 

A. Sources 
 
 Nominations come from at least 3 distinct sources and sometimes 4.  They are: 

• Parish Suggestions 
• Self Nominations 
• Names submitted by Bishop Howe or Canon Bennett 
• The CDO Office in New York 

 
1.  Parish Suggestions 

 
 Unofficially, the nomination process may have begun almost as soon as the 

vacancy is announced but it is important to be intentional about congregational 
participation in the nominating process.  In almost every congregation there are 
parishioners who are eager to place names in the process and some mechanism 
should be provided whereby this can be accomplished.  In many places, for 
instance, a box is placed in the back of the church shortly after the Rector leaves.  
In this scenario the committee requests that names of potential candidates be 
written on a slip of paper placed in an envelope and then put in the “Suggestion 
Box”.   The committee requests that all names so put forward are kept in 
confidence.  The chair retrieves these sealed suggestions when the nominations 
are declared closed and forwards them sealed or unsealed to Canon Bennett. 

 
2. Self Nominations 
 

Clergy learn about openings in the diocese in a variety of ways.  They may read 
about an opportunity for ministry from the web site of the diocese, from the 
Central Florida Episcopalian, from Positions Open Bulletin, or through word of 
mouth.  These clergy may submit their names directly to the diocesan office (the 
usual route) or directly to the Search Chair.  In the later instance the Chair of the 
Search Committee gathers these names, keeping them in confidence, and 
submits them to Canon Bennett along with the suggestions from parishioners.  
These clergy should not be seen as “applying for the job” but rather as 
expressing their interest in a preliminary fashion in learning more about the 
parish when the profile is completed.   

 
3. The Bishop’s Office 

  
A file of potential candidates is developed and maintained in the Diocesan 
Office almost as soon as a vacancy is known.  This list of potential candidates is 
refined once the parish profile is completed.  These candidates are from all over 
the country (indeed all over the world) and have come to the attention of the 
Bishop or Canon Bennett either through personal knowledge or reliable 
recommendations.  
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4. The CDO Office 
 

Nearly every clergy person in the country has a Church Deployment Office 
(CDO) profile.  They are strongly encouraged to update their three page profile 
at least every 3 years.  When a congregation chooses to access this pool of 
potential nominees they must have completed a Position/Institution Search 
Request.  This profile is subsequently used to produce “matches” with potential 
clergy who at this stage have no knowledge of the parish nor have they requested 
that they be considered.   

 
5. Deployment Questions 

 
Each potential candidate, regardless of the nominating source is asked by Canon 
Bennett to respond to Deployment Questions (Appendix E).  These questions are 
intended to help the Bishop and Canon Bennett get better acquainted with the 
candidate and are not used as a kind of litmus test as if there was only one 
correct answer.  Responses to these questions will be shared with the Search 
Committee in the initial Presentation of Candidates. 

 
B. The Official List of Candidates 
 

Nominations from these 3 or 4 sources are given an initial screen by Canon Bennett 
and approved by and/or modified by Bishop Howe for submission to the Search 
Committee.  Some names suggested may not be forwarded to the committee for a 
variety of reasons.    In most instances the list will be no longer than 25 names 
except in those instances where a list is requested through the CDO office.   
 
 
Some screening criteria used by the Bishop’s office are: 

• length of tenure in present ministry 
• potential mismatch of ministry gifts 
• screening for misconduct 
• lack of adequate training 
• timing issues of a personal nature 

  
Once again, names placed in nomination should not be considered as “applying for 
the job”. Remember that some may not even know they are being suggested.  In 
general, the longer the list, the less screening has taken place at the Bishop’s office.  
When the Official List of Candidates is brought to the Search Committee the names 
of the candidates will be arranged alphabetically with no indication as to the original 
source of the nomination so that all candidates may be considered equally.   

 
 C. Alternative Nomination Process 

 
As an alternative to the Nomination Process above, the Committee may 
wish to send their profile to the Bishop through Canon Bennett asking the Bishop to 
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recommend an initial “short list" of clergy to be considered as possible candidates 
for the position.  This list would routinely consist of no fewer than three  to five 
names, though other parameters may be established.   

 
D.  Policy regarding Assistants, Interim Rectors, Priests-in-Charge & Associates 
 

Assistants, Interim Rectors, Priests-in-Charge and Associates may not be considered as 
candidates for Rector of the congregation in which they are serving.  Exceptions to this 
policy are extremely rare and only possible under the most unusual circumstance and 
then only with the express permission of the Bishop. 

 
At this point the nominations are closed.  In exceptional instances the Bishop 
may ask the Search Committee to reopen the nominations and ask that additional names be 
considered, and in rare instances ask that one or more candidates be reconsidered even if the 
Search Committee has already eliminated them from the process.   
 
TASK # 3 SCREENING 
 

A. Presentation of Candidates & First Screen     
 

  This screening phase will include a visit from Canon Bennett and the presentation of 
the official list of candidates. CDO profiles will be used during this phase whenever 
they are available.  The Deployment Questions cited above in Task #2, A5 will also 
be distributed  Canon Bennett will explain how to read the CDO profile and will 
briefly review the profile for each candidate being placed in nomination. This profile 
is a standardized single page document which clergy are asked to update at least 
every 3 years.  The profile provides personal and financial data about each 
candidate, work and educational history, as well as a ranking of 6 Ministry 
Specialties and up to 44 skill and experience codes.  There is also a leadership 
profile that is intended for use later in the interview process.   In order to consider all 
candidates equally in the initial screen of candidates this is the sole document used.  
In the event that a CDO Profile is unavailable (for instance, clergy serving in another 
country do not generally have access to this resource) a 1 or 2 page data sheet may 
be provided. 

 
  After the official list of nominees is presented to the Search Committee members are 

usually given a week or two to study the information provided.  The committee then 
comes together for an initial vote.  This vote is intended to assist the committee in 
eliminating nominees that will not be contacted at all.  Canon Bennett, in 
consultation with the Search Chair, may request that some of these candidates who 
are dropped at this early point receive a letter from the committee indicating that 
they are no longer under consideration.      
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B. Mailing & Second Screen   
 

The second screening phase begins with a mailing from the committee to each 
candidate not already eliminated above. This mailing should be sent to all candidates 
at the same time, and should include a description of this early stage of the search 
process. The mailing may include the following: 
 
1. A Cover Letter  
 

A cover letter from the Search Committee chairperson to every priest the 
Committee wishes to contact stating that their names have been received for 
possible inclusion in the search process and inquiring as to whether he/she 
wishes to be considered for the position. The letter should request that the 
candidate indicate by return mail his/her willingness to be considered.  If a 
candidate is willing to be considered, he/she needs to send a personal resume and 
a list of personal references to the Search Committee by a specific cut-off date 
(after which the priest will no longer be in consideration). 

 
2. The Parish Profile  
 

The Parish Profile in whatever format the committee chooses to present it.  The 
computerized Position/Institution Search Request may also be included if this 
has been completed.   

 
3. Questions  
 

No more than 6 Questions the committee requests that the candidate respond to.    
These questions should relate back to the Parish Profile itself since these were, 
by definition, areas of importance to the parish.  The committee may wish to 
limit the respondents’ answer to each question to a specified length.   

 
4. Other Materials  
 

Other material as may be helpful to acquaint the respondents with the parish and 
community.  This could include brochures available from the Chamber of 
Commerce and other similar resources. 

 
5. A Return Post Card  
 

Some sort of response card whereby the candidates may indicate that they have 
received the materials and an indication of the candidates’ early response.  Upon 
receipt of each potential candidate’s response, a letter of acknowledgment must 
be sent explaining the time line for the next step and when he/she can expect to 
hear further as to his/her status in the process.  Further information about the 
parish may also be sent if it was not included in the earlier mailing. 
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C. Variety of Tools & Next Screen 
 
The next screening phase now begins.  Using the CDO Profile, the resume and 
responses to the questions sent in the initial mailing, the committee is ready to 
employ a variety to screening tools.   A committee may use all of the tools suggested 
below, or a few of them.  The committee may come up with tools of their own 
design in their quest to assess a healthy match of a person's future ministry with the 
parish.  Canon Bennett will expect to meet with the Search Committee at this point 
to do a brief training session regarding reference checks and interviewing.  Some of 
the more commonly used screening tools are listed below: 
 
1. Parochial Report Data 

 
The Episcopal Church provides, on its web site, a summary in chart form of 
Parochial Report Data for all Episcopal Churches.  This data is a helpful tool 
(but only one indicator among many) of the health of congregations.  It may 
be of use for the Search Committee to research the Parochial Report Data for 
the congregation where a candidate has served or is serving.   
 
Here are directions on how to access this information: 
 

1.    Go to the web site for the Episcopal Church.  It is 
http://www.episcopalchurch.org 

 
2.    Go to "Episcopal Church Center" 
 
3.    Go to "Evangelism and Congregational Life Center  

• Growth and Development” 
 
4.    Go to "Studying your congregation & community" 
 
5.    At step 1 (in red)  
        a.    select printer (either color or black & white) 
        b.    enter the diocese in which the candidate is canonically resident (you can 

find this on their CDO profile) from the pull down menu 
        c.    wait for a moment until the highlighting disappears 
        d.    enter the specific church you want data for 
        e.    wait for a moment until the highlighting disappears 
        f.    go to "view church chart" 

 
Depending on the printer option selected you will have either a black and 
white chart or color chart with several years of data detailing Baptized 
members, worship attendance, and plate and pledge information. 
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2. Reference Checks    
 

The Search Committee will want to contact (usually by phone) references 
supplied by the candidates.  If references are approached in a friendly, non-
threatening basis the information gleaned is generally invaluable.  In checking 
references attention should be given to information that seems ambiguous or 
incomplete and a follow up done, perhaps with persons suggested in the initial 
contact.  The Episcopal Church is sufficiently networked to almost insure that 
people you trust know people who will have experienced ministry with some of 
the candidates under consideration. Take advantage of this informal network. 

     
3.  Telephone Interviews  
 

Most Committees will want to take advantage of this inexpensive way of making 
contact with candidates.   In order to conduct phone interviews all you need is a 
telephone appointment with the candidate, a speaker phone and a set of 
questions.  Generally only one or two persons conduct the interview while the 
rest of the committee listens in.  If the committee wishes to record the 
conversation (usually for the benefit of a missing member of the committee) 
permission must be obtained from the candidate in advance.  The thoughtful 
questions should come out of the Parish Profile and the information supplied by 
the candidate.  

 
4. Sermon Tapes  
 

The committee may request a sermon tape from the candidates as well.  One or 
two tapes from each candidate are usually sufficient and they are almost always 
audio tapes. These may be listened to by the entire committee at the same time 
or duplicated so that each member of the committee may listen to them at their 
own convenience. 

 
5. Site Visits   
 

The question always arises about the use of site visits by members of the search 
committee to the congregation where the candidates are currently serving. Many 
committees have found site visits most helpful and others have found them 
divisive.  While cost may be a factor it should not be the only motive in deciding 
whether or not to visit clergy in their own churches. 

 
If visits are made, the Search Committee often divides up in order to 
accomplish this task.  Candidates should be contacted ahead of time for their 
advice and permission as to when to come and how best to take advantage of the 
visitation.  A visitation report should be made for the Search Committee by the 
visitation team, the format of which should be decided ahead of time by the 
Search Committee.   
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D. The Final List 
 
On the basis of the information gathered through all of the screening tools and the 
accompanying impressions, the Search Committee then meets to decide which 
candidates they wish to invite to the parish for a visit including an extensive 
interview.  Those no longer under consideration should be advised as soon as 
possible, with as much information as the Committee can share as to what factors 
brought them to this decision.  (Note: facts are friendly and open communication at 
this stage very important to allow the candidates no longer under consideration to 
put that decision into perspective.  While confidentiality is essential to the entire 
process, secrecy within the Committee and with the candidates almost always breeds 
undue and useless confusion, anxiety and anger.) 

  
  This phase of the search process is designed to produce a final list of candidates. The 

Proposed List is conveyed to Canon Bennett who will convey the same to the 
Bishop.  He and/or his office contacts the Bishop and/or Diocesan Deployment 
Officer of other dioceses for detailed evaluations on the basis of which the Bishop 
decides whether each is to be considered.  Sometimes one or several of the names 
are removed from the proposed list.  (The Bishop, because of the sensitive nature of 
the information and his discernment, does not give an explanation when names are 
removed.)  Once again, any persons are no longer under consideration they should 
be so advised as soon as possible and with as much sensitivity as possible.   

   
  At this juncture, the office of the Canon to the Ordinary will do a thorough 

background investigation that includes a professional inquiry at a cost of $50 per 
investigation. This cost is borne by the parish conducting the search.  The candidates 
will also be asked by the Diocese to subscribe to Canon XVI regarding Ordained 
Ministers.  No personal interviews - face to face - may occur until the Bishop 
officially approves of the candidates.   

 
E. Face to Face & Final Screen  

   
The last phase of the process is in many ways the most fun and the most demanding.  
This involves a visit to the congregation by the candidate or candidates who 
constitute the final list.  Generally this list includes no more than 5 candidates and 
most often no more than 3.  This phase will be both time consuming and potentially 
costly but is also the most rewarding. 

 
  At the full expense of the parish, the final candidate(s) and spouse(s) are invited to 

the parish for face to face visit and an extensive interview and to assess whom the 
committee will recommend to the Vestry.  If a candidate is from outside the Diocese 
and unknown to Bishop Howe, arrangements should be made for a meeting with the 
Bishop at his office or in rare instances, if Bishop Howe is unavailable, with Canon 
Bennett. 
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  Please note that at this point the Vestry usually becomes a much more active and 
visible participant and presence.  Until this point their primary contact with the 
Search Committee has been through the Vestry members who are on the committee.  
But prior to the visit of the candidate(s) and spouse(s) the Vestry will need to be 
supplied with informational materials including at least a copy of the CDO profile, a 
resume, and responses to the questions previously sent for each finalist.   
(Occasionally, however, a Vestry will ask the Search Committee to complete the 
process by itself, and present only a single name to the Vestry as the Committee’s 
recommendation.)   

 
  Please be aware that the final candidates can, and sometimes do, turn down a call.  

The interview itself is as much one by the candidate of the parish as it is one by the 
parish of the candidate. During this visit an opportunity for the candidate to visit the 
community and possibly meet the church staff is arranged, and a schedule agreed to 
by the candidate and Search Committee will facilitate this.    Here are a few things 
that might be included in the visit. 

 
• Worship    The candidate may be invited to celebrate the Eucharist or 

lead Compline or Evening Prayer, and share a brief homily as part of this visit, 
provided that this service is only for the search committee, vestry and possibly 
their spouses.   This celebration is not to be considered “an audition” but is more 
an effort to put the visit in the context of worship.  The committee might wish to 
assign readings or ask that the coming Sunday’s readings be used.  This should 
be communicated to the candidate at least a week prior to the scheduled visit.   

 
•  Social Time  Most often the Search Committee and the Vestry gather for a 

social time with the candidate and his/her spouse.  This usually includes a meal 
away from the church (a home or a private room at restaurant) and perhaps wine 
and cheese.  This is intended to provide an informal time to get acquainted and is 
not a time to grill the candidate. 

  

 
• Formal Interview    Presumably the Search Committee is already 

comfortable at this point in conducting an interview with the candidates.  If not, 
they should request a return visit from Canon Bennett.  Most often the Vestry is 
included in the interview as active observers while the committee takes more of 
a leadership role.  The spouse is almost always invited to attend the interview.  
Areas to be covered come, once again, out of the Parish Profile and the profile of 
the candidate.  A helpful guide is published by the CDO office and a copy is 
included in the packet supplied to the chair of the committee.  

 
• A Tour    A tour of the community and the parish is included for the candidate 

and spouse.  This might include a tour of a range of different real estate in the 
area as well as schools, recreational facilities, libraries, cultural sites, etc.  

   
• Hospitality   It is usually best to provide a motel room for the candidate 

and spouse rather than lodging in the home of a parishioner.  This allows the 
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clergy couple to discuss freely with one another their own feelings and 
observations about this possible move and new ministry.  Please remember to 
allow the clergy and spouse (and sometimes other family members) sufficient 
time for rest during such a visit if the time spent in the parish is longer than a 
half day.  Small gestures of hospitality are much appreciated and a sign of 
welcome.  Examples might be flowers in the motel room or a basket of fruit.  

 
 
TASK # 4 CALL 
 
 A. Vestry Election and Notice to Bishop 
 
  The Search Committee recommends its candidate or candidates to the Vestry (in 

order of preference, if requested).  The Vestry decides whether to issue a call and if 
so, immediately contacts the Bishop for verbal approval (followed by written 
notification) before a letter of call can be extended to the clergy person elected.  This 
call to Bishop Howe should be pre-arranged in most cases.  Canon Bennett will 
assist the Senior Warden in making these arrangements.  The call letter should 
include an outline of proposed terms of the agreement including such items as 
salary, housing allowance, vacation leave, etc. The person elected should be given 
sufficient time (not exceeding 10 days) to accept or reject the call, and should 
communicate such to the Vestry verbally and then in writing.   No public 
announcement is to be made until an agreement is reached in principal and until the 
timing of the announcement has the approval of the Bishop’s office, the newly 
elected Rector/Vicar, and the Vestry. 

 
 B. Letter of Agreement 
 
  As soon as practical the Vestry should request Canon Bennett to assist in preparing a 

Letter of Agreement that describes the details of relationship.  He will provide a 
sample form to be refined and tailored to this particular call.   Please note: The call 
is neither officially extended nor accepted until the Letter of Agreement is 
acceptable to both the priest and the Vestry and approved by the Bishop.  
Diocesan compensation guidelines are offered for guidance and are expected to form 
the framework for this discussion.  Candidates not called should be so notified only 
after a call has been extended and accepted unless it is already clear that none of the 
remaining candidates are acceptable to the Vestry. 

  
C. Priest's Second Visit 

 
  The parish is also responsible for a second visit by the priest (and family) to find 

housing, to negotiate and/or sign the letter of agreement, and to visit the Diocesan 
Office to process other matters (insurance, pension, etc.). 
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Welcoming the New Rector 
 
 A. Moving Arrangements 
 
  Parishes are responsible for moving expenses and should make every effort to 

facilitate the moving and arrival of a priest and family. 
 
  
 B. Family Inclusion 
 
  A special committee should be assigned to work especially with the spouse in 

getting established.  Small groups might call on the spouse to invite him/her to 
various parish functions, and to help him/her get acquainted in the community. 

 
  The same would be true for the children.  Children of the same ages should establish 

contact and begin to make them feel comfortable in their Sunday School 
environment, as well as in their regular school environment. 

 
 C. Celebration of New Ministry 
 
  As soon as feasible, (and at least within four weeks) the priest should make 

arrangements with the Bishop for the "Celebration of a New Ministry", at which the 
Bishop, the Assistant Bishop or the Dean of the Deanery presides and often 
preaches.  When the Dean of the Deanery is not officiating it is customary that the 
Dean be asked to present the Canons to the new Rector/Vicar. 

  
E.   Fresh Start 
 

The new Rector/Vicar will be expected to participate in a yearlong Diocesan 
program called Fresh Start that meets monthly.  This program has been developed 
nationally and is designed to better equip the clergy person in making this transition 
and to encourage collaborative ministry.  
  

 E. Role Analysis and Review 
 
  As set forth in the Letter of Agreement, the Rector (or Vicar) and the Vestry are 

expected to come together sometime between the 6th and 12th month of this new 
ministry and a execute review of Mutual Ministry.  This review might begin with 
the Parish Profile developed during the search process and the new Rector/Vicar’s 
own profile.  What surprises have there been?  What was missing from these 
profiles and what can be done about it now?  This review forms the basis for 
subsequent Annual Mutual Ministry Reviews. 

 
 
 
 

January 2006 
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Appendix A 
 
 

Some Information Regarding Special Gifts 
(From Church & Clergy Tax Guide) 

 
Many congregations would like to present a purse to the departing Rector as a way of saying 

“Thank You”.  This is always appropriate since it allows all members of the congregation to 
express their gratitude without regard to their ability to give something significant and it 
discourages the giving of many smaller (and sometimes impractical) gifts.  There are some tax 
consequences, however, that should be clearly in mind. 
  

 
• Special gifts made to clergy by the church out of the general fund should be reported as    

taxable income on the clergy’s W-2 
 
• Personal gifts made by individual members of the parish to clergy are not reported as taxable 

income (though they are not deductible by the donor) 
 
• Special gifts to clergy funded through members’ contributions to the church and reported as 

donations received are reported as taxable income on the W-2 
 
• Special gifts given through the church but not recorded as tax-deductible donations may 

qualify as non taxable income provided donors are advised in advance that gifts will not be 
considered tax-deductible donations  
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Appendix B 
 

Clergy Assignment to Vacant Cures 
 
(These notes regarding the assignment of clergy to vacant cures describe the difference between 
Sunday Supply Priest, Priest- in-Charge, and Interim Rector as these positions are considered in 
the Diocese of Central Florida) 
 
 
Sunday Supply Priest 
 

The Vestry, with the advice and consent of the Office of the Bishop, selects a priest to be in the 
Parish on Sunday mornings for the purpose of celebrating the sacraments, preaching and perhaps 
teaching at regular scheduled services.  In accordance with national canons (Title III, Canon 16, 
Section 2), clergy are required to be licensed by the Bishop if they serve for more than two 
months.  It is understood that here will be no significant changes made in parish worship during 
the period of their ministry.  The priest will have no further responsibility in the parish life. 
 
Emergency needs, such as funerals, generally will be taken care of by neighboring clergy or the 
supply priest on call as needed. 
 
Pastoral needs (hospital, etc.) are taken care of by lay persons in the parish, with some 
supervision through appropriate Vestry Commissions. 
 
Use of Sunday Supply Priest assumes a fairly small congregation that is free from significant 

conflict, has reasonably strong leadership and no unusual issues coming out of the prior clergy 
ministry. 
 
 
Priest-in-Charge 
 
The Priest-in-Charge model is often most appropriate in a congregation whose size and ministry 

that will require a clergy presence and involvement beyond the Sunday supply level.  It might be 
full-time or contracted for a certain number of days per week.  It is also assumed that the parish 
has strong Vestry and lay leadership with little apparent conflict present. 
 
The Priest-in-Charge is resident in the parish and available in the usual ways.  His/Her 

responsibilities are generally limited to those related to the administration of the sacraments, 
preaching, teaching and pastoral care of the congregation. 
 

  The Priest-in-Charge should normally attend all Vestry meetings with seat and voice but no 
vote but is on hand for advisory and information purposes.  By mutual agreement in some 
instances the Priest-in-Charge may preside over vestry meetings but does not routinely do so.  
Clergy serving as Curates or Assistants under the previous Rector may be asked to assume this 
responsibility. A written agreement with termination provisions is important. 
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