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Dear Pastor or Board Elder/Member:

Pastoral Transition in a church is a moving experience. It involves a variety of emotions
including the grief of saying goodbye to good friends, the angst of change, and the unknown
aspect of a new leader arriving.
Each transitional experience differs from church to church; the following points are provided as
guidelines to offer support and encouragement. Your district coach is available to help you
through this experience at your request.
This WCD Hiring Resource is provided to you as a ready reference for all things pertaining to
changing personnel. We have consolidated every aspect of the hiring process into this
booklet, to hopefully provide templates and standardized procedures for your church.
Please keep this handbook close by for ready access and quick reference.
Again, thank you for your investment in the lives of others who have been called to serve
Christ’s Church.

Together in Mission,

Brent Trask
Superintendent
Western Canadian District
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Introduction: 4 Steps to Great Hires
The hiring of any church personnel ought to be a journey of prayerfully seeking the
guidance and direction of the Holy Spirit to match the leadership team to the best people
possible. Keep in mind; it is not wise to approach this as a “Gideon’s cloth” experiment
trusting the Holy Spirit to divinely connect you with the best hire. Similarly, do not rely
solely on the recommendation of a trusted congregant or your Holy Spirit inspired intuition.
To hire well you need a method. This booklet is meant to support a prayerful and Holy Spirit
guided process of hiring for the church.

Hire slow, fire fast, goes the wisdom of sage HR professionals. For any organization,
churches included, a great hire is worth three times their annual salary. Conversely, a poor
hire could cost the organization double. With so much at stake, it’s important to have
procedures in place.

The four key steps to hiring well are:

1.

Transition Planning

2.

Job Review

3.

Job Posting

4.

Vetting Process
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1.

Transition Planning
INTRO: A transition plan provides support to all involved; while
ensuring appropriate leadership and communication are in place
throughout the process.
Step one is creating a transition plan. This is done for three reasons:

1. Timeline: Hiring rarely goes as planned. While staff and volunteers can
accommodate workload gaps temporarily, energy will wane as time
goes on.
2. Ministry: Leadership is required to support and encourage volunteers
working towards the Kingdom. Ministry should not stop or decline
because personnel are missing. Transition provides the opportunity for
new people to step forward and take on responsibilities.
3. Communication: Frequent communication is required to keep
stakeholders informed. A transition plan creates milestones, so you
know when updates need go out. This affords the opportunity for
engaging people and preparing for the new personnel.
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In creating a transition plan there are at least 3 elements to include:
1. Transition Goals: Each ministry or staff role comes with inherent
goals. These goals will need to be adjusted while the position is vacant.
Transition goals may include, but are not limited to, retaining
volunteers, completing tasks, implementing key changes before hiring,
and communicating to stakeholders.
2. Interim Team: Volunteers, temporary hires, and redistribution of
responsibilities among current staff are just some of the ways you can
put together an interim team. It is important to be clear about delegating
key responsibilities, and to provide a timeline, so the interim team will
know how long their new duties will last.
• Communication Plan: A communication plan ought to include
stakeholder groups. The information given may differ between
stakeholders; the plan needs to keep each group in mind while
adhering to the timeline. Stakeholders may include, but are not limited
to, board, staff, volunteers, and congregation.
PAGE 12
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2. Job Reviews
INTRO: Job reviews help account for past changes and future needs.
When adding a staff member, reviews also ensure success in
aligning job expectations with skills, giftings, and calling.
Adding a member to your church team is both exciting and daunting; a job
review provides clarity before the final decision. Your hire needs do the job
well, while also complementing the existing team.
A vacancy is a perfect opportunity to step back and determine how your
church has changed since you last hired for this role. Over time positions are
created, eliminated, or adjusted as needs shift. Before you post the position’s
previous job description, take some time to evaluate your current needs.
A good transition plan will allow you time to examine the church’s needs
purposefully, with a mind to the future. When you hire someone new, have
updated goals and expectations in place.
Four steps to performing a job review:
1. Engage Stakeholders: Engage stakeholders (i.e. staff, leadership,
volunteers, congregants,) to evaluate the position’s strengths and
weaknesses. This provides the perfect opportunity for input from
stakeholders; giving you realistic expectations for the position moving
forward.
2. Basic Skillset Required: Many positions evolve over time. The
previous personnel may have had unique passions or gifts that shaped
how the role was filled. Focus on the skills required for the job, not the
previous person. This will help set the next person up for success.
3. Identify Job Goals: Re-evaluate the position’s goals. How will you
measure success and identify added value? Perhaps the goals for the
position, and how you evaluate those goals, need updating.
4. Make Change Easy: Updating the position before you fill it will allow for
the new hire to settle in smoothly. Set new expectations while the
position is vacant.
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Create a short list of questions for stakeholders so you receive helpful
feedback. You can gather this feedback through interviews, group
discussions, or surveys. Empower stakeholders to share and report with each
other; making it easier for them and giving you a more rounded response (see
Stakeholders Interview Sheet).
PAGE 15
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3. Job Posting
INTRO: A job posting should be far reaching; engaging your
network and beyond, while allowing time to find and vet candidates.

When hiring you want to be in the position of choosing between multiple
candidates rather than having one option. How you post the job will determine
the choice you’ll have in candidates.
There are four crucial steps to posting a job:
1. Post widely: Post on your church website, creating a central job posting
which can then be shared. Use all of your church’s social media channels
(Twitter, Facebook, Instagram, Linked In) and request that your stakeholders
do the same. You can also share through public announcements, emailing
your church network, or publishing the posting in your bulletin. Use a variety of
professional and community job boards online (bible schools, regional,
denominational, affiliates, and paid job boards). Cast a wide net.
2. Vet responses: Make sure you have a plan to manage and respond to the
applications in a timely manner; possibly designating a staff member to
oversee this.
3. Post for a set time: Allow sufficient time for applicants to respond (60-90
days is recommended – your transition plan should accommodate this
timeline). Potential candidates will need to consider their current employment
situation, possible relocation, their family; and may need time to brush up their
resume or collect recommendations. The best candidates may need to hear
about this opportunity more than once. Give people in your church time to
spread the news through word of mouth.
4. Ask for additional information: Resumes or CVs are often carefully
crafted, making it difficult to evaluate a potential candidate’s fit. Request more
information from your applicants to help the vetting process; keeping in mind
what you can legally ask.
Request a resume, one-page testimony (they can become books), one-page
philosophy of ministry (to understand their values), and a creative piece
(something they have done in the past that showcases their talent and
experience). This will help you to vet candidates into a short list.
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* for short listed candidates ask for additional information (i.e. a recording from
a potential worship pastor or a sermon from a potential lead pastor) or a work
portfolio before an interview is scheduled.
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4. Vetting Process
INTRO: Vetting is the final step, where you and the stakeholders
prayerfully try to discern the right hire for your church.

There are three key elements of a good vetting process:
1. Involve Stakeholders: This bears repeating at every stage of hiring.
Involving others helps bring diverse perspectives and values to the
discussion. It’s also important for stakeholders to feel like they’ve been
heard; resulting in them being more likely to support the decision.
2. Interview Layers: It’s important to collect a variety of data points to
evaluate candidates. (i.e. How do they handle themselves in a group
setting?) Behavioral-based interviews are helpful. The best indicator of
future behavior is past behavior.
3. References: Candidates choose references who will give a favorable
report. When speaking with references, ask questions to get past the
praise, and discern possible weaknesses or short-comings. Let the
references share glowing reviews; but be sure to ask open ended
questions that lead to disclosure (i.e. Where do you think the candidate
will struggle?). Avoid yes or no questions.
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At this point you’ve completed the interviews, and made your notes, and
gotten feedback from strangers. Now you need to choose. Some things for
you and your team to consider while deciding are:
1. Character: Character trumps everything. When choosing between
candidates who are equally qualified; know that character is the greater
asset.
2. Competency: Consider comparing their work experience with their
application of that knowledge. Do they bring wisdom along with a skill?
3. Chemistry: Choose a candidate who will mesh well with existing staff.
The candidate, while bringing new skills, perspective, or culture, must
also integrate with the existing stakeholders.
4. Conflict: Conflict is inevitable. Find someone who can give and receive
constructive criticism with a good measure of grace or humility. A
candidate who is more apt to listen well while being reasonable and
objective can leverage conflict and use it grow.
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Timeline Flowchart for Hiring Process (Pastors)
1. Transition Planning
a. Recruit Interim Team/Person
b. Design Communication Plan
c. Set transition goals
2. Job Review
a. Engage stakeholders (including district office)
b. Create Ministry Profile (document describing the ministry)
c. Create Church Profile (document describing the church vision, values, culture
and community)
d. Write (or rewrite) job description
3. Job posting
a. Post job
b. Short list candidates
c. Send package of information about church to short list
d. Ask for additional information from short list (questionnaire)
4. Vetting process
a. Review candidate list by decision maker(s) and create short List
i. Screening Candidates (Use an established set of interview questions, for
candidate, references, team interview, explore competencies, character,
police clearance and theological/biblical foundation for ministry))
1. Reference Checks
2. Telephone interview
3. Team (stakeholder) telephone interview
4. Salary range communicated with potential candidate
5. Interview face to face interview
ii. Key Stakeholders asses and choose candidate
iii. Extend offer for official candidating weekend
b. Candidating Weekend
i. Credentialing (CMA) and denominational clearance
ii. Team interview or experience without spouse and with spouse
iii. Elders interview for senior staff members and key full time pastoral staff
iv. Individual team member interviews/dialogue
v. Proposal for 1-year plan of how they would fulfill responsibilities
vi. Exposure to the community
vii. Exposure to lay people with whom they will be working
viii. Discussion with personnel committee re: employment contract and moving
arrangements.
c. Decision to hire by appropriate body made
i. Extending call
ii. Personnel Committee to finalize employment contract and make an offer
iii. Employment contract confirmed and accepted in writing
iv. Set up time frame for start date
v. Cover off denominational requirements, informing district leadership
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Timeline Flowchart for Hiring Process - summary
1. Transition Planning
a. Recruit Interim Team/Person
b. Design Communication Plan
c. Set transition goals
2. Job Review
a. Engage stakeholders
b. Write (or rewrite) job description
3. Job Posting
a. Post job
b. Short list candidates
c. Ask for additional information from short list (questionnaire)
4. Vetting Process
a. Review candidate list by decision maker(s)
b. Reference Checks
c. Set up preliminary interview
d. Stakeholder interview (to be decided depending on stakeholders)
e. Second interview
f. Job offer
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Church Hire Communication Plan
Identify Stakeholders
It’s important to identify those who need and want to know about the vacant position; and to
communicate well with them.
Things to Consider:
● Which groups of people are invested in this position being filled well, or might know
potential candidates? (i.e. for a Children’s Ministry role those groups might include:
Senior Leadership team, Family Ministries staff, Children’s Ministry lay leaders, Parents,
Denominational Leaders, or Other Children’s Pastors)
● Who are the key influencers in those groups of people?
● You’ll want to make sure those influencers know you’re hiring and ask them to use their
networks and to help you search.
What they need to know:
● What kind of person are you looking for?
● What’s the timeline for application/hire?
● Plan a compelling and informative introduction to be distributed after the hire is made.
Ready to Post the Position
Once the following documents have been prepared, it’s time to post!
● Image/graphic to communicate the position to be filled.
● Opening Statement
● Organization/Church profile
● Position profile
● Job description
These documents should be made easily accessible to stakeholders and potential candidates.
Grouping them together in a digital format whether on a website or cloud storage folder (i.e.
Dropbox, Google Drive, etc.) streamlines communication.
What’s Next?
● Determine which communication channels are the best for getting the word out. (see
Places to Post document).
● Map out a timeline, starting backwards from the closing date for applications.
● Determine when, and with what frequency, you’d like internal communication to go out.
Posts on Social Media channels should begin as soon as applications open.
● For external communication channels, make sure that posts are scheduled with both a
start and end date.
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● Leverage relationship with key stakeholders. Ask these people to share the position in
their network, specifically with people they think might be a strong candidate. People in
a similar position to the one you’re filling are a great resource for finding candidates.
● Once the position has closed, make sure to TAKE DOWN any job listing on external
channels (if you weren’t able to pre-schedule them), and remove the listing from your
church website.
● The final step in communication around a new hire is celebrating the person you’ve
found to fill the position.
● Determine how you want to introduce your new hire.
● Thank the stakeholders that helped share the position, and introduce your hire to them
via social media and/or email.
Sample Plan and Schedule:
We’re Hiring – Communications Plan
Role: Children’s Ministries Pastor
Application Intake period: Sep 1- Oct 30
● Digitized Documents made public: Sep 1
● Graphic and Opening Statement finalized: Sep 1
● Website Post uploaded and public: Sep 1
● Social Media (FB, Twitter, LinkedIn, etc): Sep 1, Sep 15, Sep 30, Oct 1, Oct 15, Oct 25,
● Screen display: Sep 1- Oct 30
● Church Bulletin: Sep 3-4, Sep 10-11, Oct 1-2, Oct 15/16
● Church Email blast: Sep 16, Sep 23, Oct 14, 21
● Appeal to Stakeholders through Social Media: Sep 1
● Appeal to Stakeholders via email: Sep 1-8
Welcome New Staff Member: Communications Plan
● Write introduction of staff member. You might include experience, personal interests,
family, etc. This should not be more than 100 words. Include their start date, and
where applicable, their photo.
● Website Post uploaded and public: Oct 20
● Social Media (FB, Twitter, LinkedIn, etc): Oct 20 (new hire!), Nov 1 (welcome, 1st day
message)
● Screen display: Oct 20-Nov 15
● Church Bulletin: 2 Sundays prior to start date (new hire!), 2 Sundays after (welcome &
encourage people to introduce themselves)
● Church Email blast:2 Sundays prior to start date (new hire!), 2 Sundays after (welcome
& encourage people to introduce themselves)
● Thank You to Stakeholders via email, including introduction: Sep 1-8
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Sample: New Hire Introduction
A big <<your church name>> welcome to our new Children's Ministries Pastor!
<<Person’s name>> will join our staff team, as of Nov 1. He's worked with children in a church
context for over 20 years and is passionate about kids and families! <<Person’s name>> is
full of energy, loves sports (especially basketball), reading, architecture. He’s got three kids of
his own with his wife <<Wife’s Name>>.
Sample: New Hire Welcome/1st Day Message
It’s <<Person’s name>> ‘s first weekend leading our Children’s Ministries here at <<Our
Church>>. We’re so excited to welcome the <<Person’s last name>> family to their new
home here in Calgary! If you see Pastor <<Person’s name>> or his family make sure to let
them know we’re glad they’re here!
Sample: Stakeholder Thank You
Dear Stakeholder,
Thank you so much for caring about our ministries here at <<Our Church>>. As you know,
the people who lead in Kingdom building around here, make all the difference. Thank you so
much for helping us share our need for a new <<Children's Ministries Pastor>> with your
circle of influence and network.
We’re beyond thrilled to announce that <<Person’s name>> will join our staff team here at
<<Our Church>> as of Nov 1. He's worked with children in a church context for over 20 years
and is passionate about kids and families! <<Person’s name>> is full of energy, loves sports
(especially basketball), reading, architecture. He’s got three kids of his own with his wife
<<Wife’s Name>>.
Looking forward to all that God has for us here at <<Our Church>>. Thank again for
partnering with us in helping create pathways for people to Know God, Love Others and Serve
the World.
Sincerely,
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Sample Questions for Stakeholders

Avoid asking questions that can be answered with yes or no. Leave them open ended to
get the best response and hear stakeholder’s values for the ministry and/or personnel
needed. If you want to know more, a good follow-up question is, ‘Anything else?’
1. What do you love about what we are currently doing?
2. What do you not love?
3. What is essential for us to grow and move forward?
4. What gaps in workloads or processes do we need to address?
5. What isn’t working right now?
6. If you could change anything about what we are doing, what would it be?
7. For the position we are hiring for, what is crucial to the role? What is not very
important?
8. What do you think success looks like in this role? How would we know we made a
good hire?
9. Do you have a person to recommend applying for this position? Request for them to
share the job posting when it becomes available.
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Job Description Template
Job Title
Summary
An executive summary describing at a high level what the job will do and accomplish; the
people they need to work with to be effective; and connection to the annual business plan and
3-5 year strategic plan.
General Duties:
A list of 3-4 adjectives describing what will be done. Examples:
• Teaching
• Volunteer Leadership
• Administration
Reporting Relationships:
Reports to:
Direct Report
Supervises:
People that report to them
Partners with:
Key relationship needed to be successful yet not directly in a
reporting relationship
Core Responsibilities
There will be 4-5 sections describing high level and general core responsibilities which help
categorize the areas of focus for the job. Each must have a percentage reflecting how much
time will be spent in this area (must add up to 100%) in a given week or month. Each will have
a list (2-5) of general expectations and outcomes to be expected in this core area.
The last section may be titled “Miscellaneous” which reflects the variety of tasks that many
staff may be called upon at any time to help the organization and leadership.
Title – 1-4 words (30%)
•
•
•
•
•

_____________________________________________________
______________________________________________________
______________________________________________________
_______________________________________________________
_______________________________________________________

____________________________ (30%)
•
•
•
•

_____________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________

____________________________ (20%)
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•
•
•
•

_____________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________

______________________________ (10%)
•
•
•

_____________________________________________________
______________________________________________________
______________________________________________________

Miscellaneous (10%)
•
•
•

_____________________________________________________
______________________________________________________
______________________________________________________

Key Character Traits
A list of character traits required to accomplish this job successfully. This could be a list of 5-10
traits.
• Must be licensed worker in the C&MA
•
•
•
•
Church Culture:
Below will be the same for all job descriptions across the organization. This describes the
business/work culture that is valued by the leadership. Examples:
• Professional conduct in all dealings with coworkers, clients and the public.
• Can do approach to every opportunity presented to the business.
• High level of respect, support and teamwork in every interaction.
• ____________________________________________________
• ____________________________________________________
Acknowledged: _____________________________

Date: ________________

*** Not to exceed two pages.
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Church Profile
History and Current Status
Prepare a short history and review of your church. This section should include history/tenure of
the current Lead Pastor (unless this is the vacant position), a story of the facility (date entered,
recent upgrades, etc.), status of current mission, vision, values, financial history, and other
relevant information. Include pictures of people, the building, and ministry in action.
Location and Demographics
Provide a short review of the city and church neighborhood to give perspective on the local
community’s culture. Include some statistics on cultural groups, economic drivers, housing
costs, community activities, city reputation, large events, as well as the vision for the
community and city. Include pictures of famous sites and activities, or local icons.
Ministry Status
Give an intimate and detailed review of the ministry you’re hiring for. This overview should
feature leadership structure, people (paid or volunteers), current ministry events or activities,
stories of the ministry’s effect. Share pictures of the ministry space, as well as people and
leaders, with names when available.
Leadership and Culture
Supply a short review of the church leadership structure (i.e. Board of Elders, Lead Pastor,
Staff, etc.) and how they function together (i.e. reporting relationships, weekly rhythm). Specify
the scope and expectations the leadership has of the ministry; and its relationship with the
existing church structure.
Challenge and Opportunity
Summarize the “Stakeholders Engagement” interviews in a report. This should highlight
positives of the church, and more specifically the ministry being hired for. Outline current
strengths and resources of the church; with a projection of the desired future. Finally, have a
concise and frank review of the challenges ahead for the ministry, and by extension, the
church.
Next Steps
Outline the hiring process with instructions and a contact person for applications.
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Job Profile
Position Summary:
The _______________ (job title) is responsible for the oversight and development of
staff/volunteers and ministry initiatives for the _________________ (department name Ministry
areas of the church, which includes _________________ (description of the people in this
ministry area).
Primary Responsibilities:
• Develop and implement a ministry vision and philosophy of ________________
Ministry.
• Establish annual goals with ______________ Ministry leaders that are consistent with
overall church mission, vision and values.
• Lead each ministry through an evaluation process annually to ensure fulfillment of
goals.
• Provide support in the development (recruiting, training and supervising) and nurturing
of ________________ Ministry staff and volunteer leadership.
• Supervise ministry leaders in the selection, training and evaluation of ______________
Ministry staff/volunteers.
• Oversee the selection of teaching material and other educational materials for all
programs and activities.
• Provide administrative leadership for long-range planning, budgeting and calendar
coordination.
• Meet regularly with the ________________ staff team.
Personal Qualifications:
• Committed to, and doctrinally aligned with, the Vision, Belief and Values of
_____________ Church.
• Has a love for Christ, His Word and the Church and is a mature Christ follower who is
growing in grace.
• Ability to work independently or as a member of a team.
• Ability to multi-task and stay on task with regular interruptions.
• Creative, detail-oriented, flexible and decisive with the ability to organize, coordinate
work, set priorities, create and maintain systems, and motivate others.
• Experience as a leader of ________________ ministries in a ______________
(describe desired church setting) church setting.
• Able to design a fresh model of _____________ ministry, which fits church culture, and
is in sync with future growth and the overall vision of the church.
• Able to manage and pace change to ensure sustainability.
• Ability to maintain high standards of confidentiality with sensitive information.
• Demonstrates interpersonal, verbal and written communication skills, including strong
listening skills.
• Gifts of leadership, administration, encouragement and teaching (relevant to ministry).
• Personally practices being the primary faith trainer at home with their own family.

19

Qualifications and Skills:
• Bachelor’s Degree from a four-year college or university or five years of experience
and/or training, or equivalent combination of education and experience managing
people and projects.
• Has demonstrated the ability to think strategically and is able to anticipate and
initiate change.
• Demonstrates strong interpersonal skills, leading and developing personnel, and
working with a broad range of people and personalities.
• Is able to be both a team builder and a team player, demonstrating a passion for
excellence.
• Has a proven track record of effectively leading teams to accomplish a vision.
Reports To:
______________ Pastor (with name)
Supervises:
List areas of ministry and/or staff and/or key volunteers
Compensation Package:
• Total compensation is negotiable based on experience and education.
• Entire package may be proportioned to accommodate the needs of person.
Next Steps
To discover additional information about _________________ Church including their core
beliefs, vision and values and to learn about many other ministries of the church visit
http://www.foothillsalliance.com
If, after prayerfully reviewing this information, you sense this role and church culture could be a
good fit for you, please contact _______________ (name with email/phone number).
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Places to Post
Church’s Public and Internal Communication Channels:
● Website
● Social Media Channels (Facebook, LinkedIn, Twitter, Instagram, etc.)
● Bulletin, bulk emailing, screen displays, etc.
● Word of mouth
● Leverage leadership network (email a personal request)
Denominational Job Boards and School Job Boards
● National denominational job board
○ CMA in Canada: http://www.cmacan.org/jobs
■ Email 1 page doc to office@cma-cmd.ca
● District/regional denominational job board
transformcma.ca/employment/employment-opportunities/
■ Email Wendy Ng (wng@transformcma.ca) with PDF
● Other denominational job boards
○ http://jobs.nazarene.org/employers/
● Postsecondary School Job Boards
● Ambrose - Calgary https://jobboard.ambrose.edu/?page_id=4
● Briercrest http://media.briercrest.ca/careers/
● Canadian Southern Baptist Seminary - Cochrane
● Prairie http://www1.prairie.edu/SpiritualFormation/ARC/careerpost.asp
● PRBI http://www.prbi.edu/MinistryPositions
● Regent - Vancouver http://mosaic.regent-college.edu/career-resources
● Also email 1 page to reception@regent-college.edu (bulletin board)
● Taylor – Edmonton http://www.taylor-edu.ca/employment
● Trinity - Vancouver: http://www.christiancareerscanada.com
● TWU - Langley http://www.twu.ca/life/career/career-connect.html
● Tyndale - Toronto: http://www.christiancareerscanada.com/users/faclogin
● Vanguard – Edmonton http://www.vanguardcollege.com/services/ministryopportunities/
Targeted Job Boards
• http://www.christiancareerscanada.com/careers/pastoral
• http://www.ministryemployment.ca/
Public Job Boards
• www.Indeed.ca
• www.Reachire.ca (non-profit focus)- paid ads
• www.Wowjobs.ca- paid ads
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•
•
•

http://neuvoo.ca/ (pay per click)
www.Kijiji.ca
www.calgaryjobboard.ca

Samples
Website:
This statement quickly describes the type of team member you’re looking for, highlights
the mission of your organization and describes the role being offered. It also gives
simple instructions about how to find out more (hyperlinked to documents if possible)
and how to apply.
We are looking for a vibrant, friendly and team player to join our pastoral team. At
<insert>Church we’re all about creating pathways for people to know God, love others and
serve the world. The Children’s Ministries Pastor position is a great opportunity to join our
team and provide leadership to our children and their families.
We offer a positive and supportive work environment, in which a gifted and ministry minded
individual will thrive. A full position profile and job description is available here.
Applicants are encouraged to submit the following:
•
•

Resume
Cover Letter (no more than 200 words) summarizing why you are the best candidate

To apply for this position or for further inquiries please contact <insert email address here>.
Social Media:
These posts need to provide a quick hook and then link to more information. Imagery
or VIDEO on Facebook is particularly important. On Twitter you’ll be limited to 140
characters, so brevity is of the essence.
Facebook
Love Jesus? Passionate about kids & families? We’re looking for that
kind of leader as our Children’s Pastor! Does this sound like you or
someone you know? Apply by Sep 30! For more info or to apply, go to:
http://bit.ly/FAC_is_hiring

Twitter
Love Jesus? Passionate about kids & families? We’re looking for that kind of leader. Apply by
Sep 30! Info @ http://bit.ly/FAC_is_hiring
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Interview Sheet for Candidates
Name of Candidate:
Date:
QUESTIONS
Please keep your answers succinct (1-4 sentences). If you are selected for a final interview,
your answers will be shared with the Hiring Team which is made up of 3-5 people.
1. How would you best summarize your relationship to God?

2. How would you seek to best implement the following in your ministry: being Christ-Centred,
Spirit-Empowered, Mission-Focused?

3. How important is renewal in the Holy-Spirit to you and what ways would you seek to
incorporate this in the congregation??

4. What ways do you tend to your own spiritual growth?

5. Tell us about a redemptive time in your journey walking with Jesus.

6. How do your spouse and family (if applicable) view your ministry in the local church?

7. Who have been the top two to three key influencers in your life and why?

8. Tell us about a time you failed while trying to lead. What did you learn?

9. When did you first realize your desire to lead __________ Ministry?
10. In three sentences, what are your thoughts on “____________ Ministry” in the context of
the Church?

11. Describe your understanding of team and collaboration when it comes to ____________
ministry.
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12. _____________ Ministry leadership requires the recruitment, development and
empowerment of teams of leaders. Imagine you had a clean slate and could create any
kind and amount of teams, list out all of the teams you would create to give leadership to
your “ideal” ministry.

13. Imagine you are leading a highly ineffective and dysfunctional team. How would you bring
about a change?

14. Tells us about a healthy relationship you’ve had with a supervisor.

15. What “fills your bucket” (re-energizes you or makes you feel valued)? From congregants?
Leaders? Supervisor? Spouse? Self?

16. Please give a breakdown of your current and/or the largest church you have served with:
a. Church attendance:
b. Church Staff:
c. Children Attendance:
d. Ministry Budget:
e. Amount of Leaders:
f. Number of services:
17. What do you love most about church ministry?

18. What frustrates you about the church?

19. What has been your greatest discovery about ministry that affects the way you serve and /
or lead?

20. What are your top spiritual gifts?

21. Every leader has blind spots. What are yours? What would your best friend say they are?

22. What would someone who does not think well of you criticize you for?
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23. What are other areas of interests/experiences/skills that enhance your ministry?

24. How do you describe yourself? As a coach/mentor, entrepreneur, designer/creator,
developer, manager or other (or any combination)? Please explain.

25. What do you need from your supervisor in order to lead an effective _____________
Ministry?

26. How do you describe your leadership style?

27. What will be your strongest contribution to a church as the ___________ Ministry Pastor?

28. Imagine you are hired at our church. What will the ministry look like in one year because of
your leadership? How will it look in five years?
29. Describe your “exit” from your most recent ministry position (if relevant).
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Evaluation of Candidate
Name of candidate:
Date:
Name of person evaluating:

CANDIDATE PROFILE EXPECTATIONS
List off any relevant high level expectations of the role which is being interviewed for.
1. Excellence: we are looking for a candidate who strives for excellence in all they do.
They need to be able to assess the current reality and lead change to help us reach a
new level of excellence.
Rating:
1 2 3 4 5 6 7 8 9 10
2. Change Management: we are looking for a candidate who can manage and lead
change and bring a new level of success in the ministry.
Rating:
1 2 3 4 5 6 7 8 9 10
3. Teacher: we are looking for a candidate who is a gifted teachers/preacher to be
compelling, biblical, relevant and .
Rating:
1 2 3 4 5 6 7 8 9 10
4. Leadership: we are looking for a candidate who can lead others in a variety of
capacities.
Rating:
1 2 3 4 5 6 7 8 9 10
5. Pastoral shepherding: we are looking for a candidate who is a strong shepherd of others
(including the congregation, staff and within the community).
Rating:
1 2 3 4 5 6 7 8 9 10
6. Strengths: we are looking for our candidate to exhibit the following strengths:
1. Service
Rating:
1 2 3 4 5 6 7
2. Self-Confidence
Rating:
1 2 3 4 5 6 7
3. Loyalty
Rating:
1 2 3 4 5 6 7
4. Methodical
Rating:
1 2 3 4 5 6 7
5. Analytical
Rating:
1 2 3 4 5 6 7
6. Teamwork
Rating:
1 2 3 4 5 6 7
7. List others that may be relevant

8
8
8
8
8
8

9
9
9
9
9
9

10
10
10
10
10
10
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Please evaluate the candidate in these general areas with a number rating PLUS a comment
on what you know or have seen.
Rating
Core Competency
Comment
(1 low/10 high)
1.
Leadership (among small and
1 2 3 4 5 6 7 8 9 10
larger group gatherings)
2.
Highly relational (caring and
1 2 3 4 5 6 7 8 9 10
personable on an individual level)
3.
Articulate and effective
1 2 3 4 5 6 7 8 9 10
communicator
4.
Discipline (works hard and smart)
1 2 3 4 5 6 7 8 9 10
5.
6.

Team builder (through training,
mentoring and teaching)
Joyful and engaging personality

7.

Innovative and creative

8.
9.

Big presence (to be the face of the
ministry)
Attract leaders (level 10 leaders)

10.

Winsome personality

14.

Theologically and doctrinally
alignment (on important matters –
e.g. women in ministry)
Team commitment (to the vision,
mission and values of church)

15.

1 2 3 4 5 6 7 8 9 10
1 2 3 4 5 6 7 8 9 10
1 2 3 4 5 6 7 8 9 10
1 2 3 4 5 6 7 8 9 10
1 2 3 4 5 6 7 8 9 10
1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

1 2 3 4 5 6 7 8 9 10

Additional Comments:
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Behavioural Based Interview
Behavioural (experience-based or patterned behavioural) interviews are past-oriented.
Respondents are asked what they did in previous jobs or life situations relevant to the
knowledge, skills, and abilities required for the job. The idea is that past behaviour is the
best predictor of future performance. By asking questions about how applicants have
handled similar situations in the past, employers can gauge how they might perform in future.
When asking to describe situations, keep in mind SBO (Situation/Behaviour/Outcome) to drill
down for a clearer understanding of the interviewees past behaviour.
Situation – Probing questions for further detail for clarity of the past situation
Behaviour – What was the intended goal? What action was taken?
Outcome – What was the outcome of your actions?
Name of candidate:
Date:
Interviewed name:
BEHAVIOURAL INTERVIEW QUESTIONS
Leadership (a leader developing leaders)
The __________ Ministry Pastor needs to have the abilities to attract leaders and develop
leaders to lead others.
1. Tell us about a time when you’ve had to recruit and/or develop leaders.
a. What was the result?
b. What would you do different? The same? (What was the process like? What
were the weaknesses and strengths of their approach? What was the
outcome/legacy?)
2. Tell us about a time when you stepped into a situation and took charge at work.
a. How did you gather support?
b. What resources did you use?
c. What didn’t work?
3. Tell us about a time when you accomplished a significant goal. What was it and why
was it significant?
a. What obstacles did you overcome?
b. What did you learn about yourself?
4. Have you ever brought about significant change to a ministry you led? Tell us about it.
5. Tell us about a time when you presented a proposal which included change.
a. Was it successful? Why or why not?
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Teamwork
The ___________ Ministry Pastor needs to be able to work effectively with teams (teams of
volunteers, leaders and other staff).
1. Tell us about your philosophy of leadership.
a. How does this work in teams?
b. What does leading leaders well look like?
2. What does an effective team act like?
a. What do you do to lead an effective team?
3. Tell me about a time you served on a leadership team that you were not leading and
accomplished something significant.
a. What role did you take on the team?
4. Ministry is a relational business. Tell us a story that highlights your relational ability
across demographic barriers.
a. What habits / disciplines do you have which help you build healthy relationships?
b. What demographic is the easiest for you to connect with? Hardest?
5. Tell us about the culture of the last team you served on.
a. How did you impact the culture?
b. If you could change one thing about it, what would it be?
Spiritual and Professional Growth
Ministry leaders need to be growing leaders both professionally and spiritually.
1. Tell us about a time of significant spiritual growth (if not within the last year ask about
growth within the last year).
a. What was the catalyst?
b. What changed in you?
c. What was the breakthrough?
2. Tell us about a recent encounter with God.
a. What did you learn? About yourself? About God?
b. What made it significant?
3. Tell us about your habits and disciplines for growth.
4. What are your values around growth, both spiritual and professional?
5. What are your future plans around professional and spiritual development?
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Emotional Health
Ministry leaders need to be connected to their hearts and take responsibility for their
emotional well-being.
1. How do you rate your contentment of your life? (Listen for jealousy)
2. Tell us about someone close to you and one of their big successes? (Listen for
jealousy)
3. Tell us about a time you failed in your life (Listen for blaming others).
a. What would you do differently if you could do it again?
4. Tell us about a time you have been hurt or wounded. Where are things now? (Listen for
forgiveness)
5. Tell us about some of your heroes in ministry and why they are your heroes. (Listen for
humility, giving credit to others).
6. Tell us about your work-life balance.
a. When you’re off balance, what do you do to get ‘on balance’?
7. Tell us a time you said “no” to something significant. (Listen for a need to prove
something, trying to fix others, worrying about what others think.)
a. What was hard about it? Easy?
8. Tell us about a stressful time at work. (Listen for drama)
a. What caused it?
b. How did you manage and respond to it?
9. How are you a servant? What role does sacrifice play in your life? (Listen for their
willingness to give others there all – not to earn anything but out of service)
10. Tell us about the role of joy in your life (Listen for happiness and joy to be contagious for
others).
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Reference Checks Template
Name of Candidate:
Name of Reference:
Name of Interviewer:
Date:
Before you start, make sure to have enough time for all of these – 20 to 30 minutes If you don’t
have enough time, reschedule with the reference.
1. Before we start, can you tell me a little bit about who you are (profession, church
involvement, etc.) and how you know the (candidate).

2. Describe the nature of relationship you had / have with (candidate)
(colleague/friend/supervisor/subordinate/etc).

3. What do you consider are (candidate's) key strengths? How do they show up at work?

4. What do you consider are (candidate's) areas for growth/improvement?

5. From 1 to 10, how would you rate his/her overall performance in their job? What causes
you to give that rating?

6. Where have you seen the candidate struggle? Can you tell me more about that?

7. How does (Candidate) contribute to a team?

8. What does (candidate) need to be successful?

9. (Candidate) is applying to be our ___________ Pastor. How well is (candidate) qualified
(or not) to assume these responsibilities in a new organization? Tell me more.
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10. How did (candidate) get along with others? Co-Workers, volunteers, leaders and their
supervisor?
11. Tell me about (candidate’s) ability to handle conflict. Do you have an example?
12. Tell me about (candidate’s) ability to handle pressure and expectations.

13. How does (candidate) show initiative?

14. What is the candidate’s legacy?

15. How does the candidate handle difficult people?

16. Is there anything else I should know about this candidate before moving ahead? (leave
this open ended)

17. If you had the opportunity to re-hire (candidate), would you? Why or why not?

18. How much support did (candidate) require on a daily basis? Administrative? Emotional?

19. What advice would you give to anyone hiring (candidate)?

20. Can you tell me about (candidate's) flexibility with regard to job tasks and working
conditions?

21. What would you say was (candidate's) biggest accomplishment while you have known
the candidate?

22. On a team, what role do you think (candidate) would naturally fill?
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Employment Contract Template

EMPLOYEE CONTRACT
FOR (Name) IN THE POSITION OF (Position)
IN (Church Name)
Approved by the DEXCOM of the Western Canadian District of the
Christian and Missionary Alliance in Canada

Date

Name
Address
Dear (Name),
I am pleased to extend to you a written offer of employment with (Church Name) (the “Employer”) of The
Western Canadian District of The Christian and Missionary Alliance on the terms and conditions I believe
represent our understanding at your start date and as set out in this agreement.
This is an important document and I recommend that you review it carefully.
Note: in this letter, “Employment Standards Code” shall mean the Alberta Employment Standards
Code, RSA 2000, c E-9 and any amended or successor legislation.
Start Date
Your start date is (Date) with the Employer.
Position
Your current position is (Employment Title) reporting to (Name of Supervisor or Board).
Duties
Your duties are summarized in the attached Position Description, which may be changed by the
Employer at its discretion due to organizational needs or for other reasons, and any other duties assigned
to you by your supervisor. You understand and agree that all of our employees must be flexible when it
comes to their duties.
Employee’s initials: ______
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Location
You will be working out of (Address of location) or such other location specified by the Employer in
consultation with you.
Statement of Faith and Community Standards Statement
As you know, the Employer is a Christian organization engaged in Life, Church and World
Transformation. Your role is an important role in carrying out our mission. As a condition of your
employment, you agree to sign the attached Call To Excellence and Statement Of Faith and to adhere
to those Statements both during and outside of working hours.
Hours of work
As a salaried employee, your hours of work will vary from day to day and week to week. Evening work
may be required from time to time. You understand that your salary is compensation for all hours of work,
subject to the requirements of the Employment Standards Code, and that no overtime is paid or payable
to salaried employees. You understand that the salary is reflective and inclusive of consideration paid
for restrictions that you accept which extend beyond possible tenure of employment with us.
Salary
For your services, the Employer will pay you a salary. Effective (Date) your salary is (Amount). Required
withholdings and deductions will be taken from your pay. Salary will be paid monthly.
Group Insurance Benefits Program
You have been enrolled in the Employer’s Group Benefits Program. Premiums for the employee-paid
benefits will be deducted from your pay. The Employer retains the right to change or terminate any benefit
plans. Details of the Employer’s current benefits program have been provided to you.
Pension / RRSP Plan
You will continue to be entitled to participate in the Employer’s Alliance Retirement Fund on the terms
and conditions set out in that plan.
Vacation
You will be entitled to earn (Days of Vacation) days of paid vacation during each year of employment.
Any increases in vacation will be in accordance with the Employer’s vacation policy and the Employment
Standards Code. The timing of your vacations must be pre-approved by your supervisor. The Employer
does not permit carry-over of vacation from one year to the next unless pre-approved by your supervisor.
Vacation pay will be pro-rated for part-years worked.
Ethics and Duty of Loyalty
As you know, the Employer requires all of its employees to observe the highest standards of ethics and
integrity. Our organization has a reputation for upholding these values, and all employees are expected
to hold and observe them. Further, as an employee of the Employer, you have a duty of loyalty to the
Employer. In all of your activities, you must act in the best interests of the Employer.

Employee’s initials: ______
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Relationships with Donors, Volunteers and Others
The Employer values its many excellent relationships with donors, volunteers, and other supporters. You
agree to support those relationships.
Organizational Rules
You agree to follow all organizational rules set down by the Employer from time to time. If you have any
questions about those rules or their application, please contact your supervisor.
Conflicts of Interest
During your employment with the Employer, you shall not engage in any activities (either during or outside
of working hours) that create a conflict with the interests of the Employer. If you have any questions
about what may create a conflict, please contact your supervisor.
Confidentiality
You agree that you must not disclose any of the Employer’s confidential information including, without
restriction, information relating to donors, employees and clients. We trust that given the nature of our
organization, you understand that this confidentiality obligation is important. For your information, the
following statement appears in the District Manual:
Proprietary Information/Confidentiality
“The Local Church and the District have confidential information that is unique to a Local
Church or a District. Keeping such information confidential plays an important part in our
success.
All employees are required to keep our confidential information secure and not to divulge
any confidential information to those outside of the Local Church leadership who for the
wellbeing of the Church have the need to know, or the District staff. An employee who
divulges confidential information may be terminated.”
Copyright and Work Product
The copyright, including all moral rights, of all materials prepared by you during your employment with
the Employer shall belong to the Employer. All of your work product shall be the exclusive property of the
Employer.
Non-Solicitation of Employees
During your employment and for the one-year period immediately following the termination of your
employment with the Employer (whether terminated by you or the Employer, with or without just cause),
and within <City Name>, in the Province of Alberta, you shall not, directly or indirectly, on your own or
with or through any other person, organization or entity, solicit any current employee of the Employer with
whom you had contact during your employment with the Employer, to terminate his or her employment
with the Employer. This restriction is specifically acknowledged, as indicated by the initials below, and
sufficient consideration for such restriction has been included in Salary.

Employee’s initials: ______
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Termination of Employment
By The Employer Without Just Cause: The Employer may terminate your employment at any time
without just cause, by providing you with two (2) weeks’ written notice for each full year of employment
with this Employer to a maximum of twenty-six (26) weeks or pay in lieu of such notice.
You agree that such notice is reasonable and that you are not entitled to any additional notice or pay in
lieu of notice. Any pay in lieu of notice owing to you in excess of that required by the Employment
Standards Code shall be subject to the duty to mitigate. You agree that, at its option, the Employer may
provide any payments owing to you under this paragraph through salary continuation, to the extent
permitted by the Employment Standards Code. The Employer will also pay you your final wages earned
to the termination date plus any accrued and unpaid vacation pay owing to you.
By The Employer for Just Cause: The Employer may terminate your employment without notice or pay
in lieu of notice for just cause. In such case, you shall be entitled to only your final wages earned to the
termination date, plus any accrued and unpaid vacation pay owing to you.
By You: Should you decide to resign from your employment with the Employer, you agree to provide
the required notice under the Employment Standards Code minimum of one (1) weeks’ prior written notice
if employed by Employer for more than three (3) months but less than two (2) years, and two (2) weeks’
written notice if employed by Employer for two (2) years or more. In such case, you shall be entitled to
only your final wages earned to the termination date plus any accrued and unpaid vacation pay owing to
you.
You specifically understand and agree that this Termination of Employment provision shall remain in
effect despite any changes to your title, role, compensation or any other terms of your employment with
the Employer, unless you and the Employer enter into another written employment agreement with a
termination provision that replaces this Termination of Employment provision.
Background Checks
The Employer values their employees and volunteer teams and wants to ensure that all employees will
meet their high standards. As such, we may conduct background checks and use this information to
determine ongoing suitability for employment. The Employer may conduct a police records check and
such other background checks or screens as determined by the Employer at its discretion, and to the
results of those checks being satisfactory to the Employer in its discretion.
Arbitration
You and the Employer agree that any dispute, grievance, disagreement, complaint, issue or the like
(“complaint”), whether arising during the operation of this agreement or afterwards, which relates to the
application, interpretation, alleged violation, validity, meaning, performance or effect of this agreement or
the rights, obligations or liabilities of you or the Employer pursuant to this agreement shall seek resolution
and termination first by private arbitration. Notice of arbitration must be provided to the other party within
six (6) months of the first incident that gave rise to the complaint. You and the Employer agree to make
diligent efforts to resolve any complaint without the need for arbitration. In the event that we are unable
to resolve the dispute, before the complaint is referred to arbitration, the complaint shall first be referred
to mediation by a mediator chosen by agreement of you and the Employer. You and the Employer shall
Employee’s initials: ______
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each bear ½ of the costs of the mediator. In the event that the complaint is not resolved at mediation,
the mediator may serve as arbitrator in accordance with this agreement if you, the Employer and the
mediator agree. In the event of arbitration, there will be one arbitrator who will be chosen by agreement
of you and the Employer. The date for the arbitration hearing, the determination of appropriate procedure
at the arbitration hearing, and the rules governing the conduct of the arbitration hearing are within the
exclusive authority of the arbitrator. You and the Employer shall each bear ½ of the cost of the arbitrator.
The arbitrator shall not make any decision that is inconsistent with the terms or conditions of this
agreement, and may not alter, modify or amend any part of this agreement. The provisions of the Alberta
Arbitration Act, RSA 2000, c A-43 or any successor or amended legislation shall, except insofar as they
are inconsistent with anything in this agreement, apply to the arbitration proceedings. The decision of
the arbitrator may be entered in any court of competent jurisdiction for enforcement.
Other Terms and Conditions of Employment
First Aid: You may be required to satisfactorily complete an approved first aid/CPR course.
Performance Reviews: You understand that the Employer will monitor and evaluate your performance
based on your ability to fulfill the noted duties and other duties, goals and objectives that may be set by
the Employer in consultation with you.
Entire Agreement: You agree that this letter contains the entire agreement between you and the
Employer with respect to the matters covered in this letter. You are not relying on any verbal or other
promises made by the Employer or any of its representatives.
Flexibility: You understand and agree that the Employer requires flexibility in carrying out its activities.
As such, you agree that the Employer may make reasonable changes to this agreement and to the terms
of your employment without affecting the operation of this agreement.
Severability: If any provision or portion of this agreement is declared by a court of competent jurisdiction
to be void or unenforceable that provision or portion shall be severed from this agreement to the minimum
extent possible.
Assignment: The Employer may, in its discretion, assign this agreement to an affiliate of the Employer
or to a successor in the Employer’s business or organization.
Employment Standards: If any provision of this agreement provides a right or benefit that is less than
the corresponding minimum right or benefit under the Employment Standards Code, that provision will
be deemed to be adjusted with retroactive effect to such corresponding minimum right or benefit under
the Employment Standards Code.
Governing Law: This agreement shall be governed by the laws of the province of Alberta and the laws
of Canada in force in that province.
Advice: You should feel free to have this agreement reviewed by a lawyer or another adviser.
As mentioned above, this is an important document. We recommend that you read it a number of times
and ensure that you fully understand and agree with it. Should you have any questions about this
agreement, please discuss with your supervisor who would be happy to speak with you.
To accept the Employer’s offer of employment on the terms and conditions set out in this letter, please
sign the “Acceptance Clause” below and return the fully-signed letter to me no later than one month
after the date of this letter.
Employee’s initials: ______
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Sincerely,

(Board Chair)
(Church Name) of
The Western Canadian District of The Christian and Missionary Alliance
Enclosures:
- Signed duplicate of this letter for your records
- Position Description –
- Call to Excellence
- Statement of Faith
- Police Check Form
Note: Employer will not conduct background checks at this time
Acceptance Clause
I have read and understood this letter. I accept the Employer’s offer of employment on the terms and
conditions set out in this letter which I understand will form an employment agreement between me and
the Employer. I will also sign and return the Statement of Faith, and Call to Excellence.

_________________________________
(Name of Employee)

_______________________
Date
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(NAME OF EMPLOYMENT POSITION)
JOB DESCRIPTION
TITLE:

(Name of Employment Position)

AREA OF RESPONSIBILITY:

(Church Name)

ACCOUNTABLE TO:

(Name of Supervisor or Board) of the (Church Name) of The
Western Canadian District of The Christian and Missionary Alliance
in Canada

GOALS AND PRIORITIES:
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The Christian and Missionary Alliance In Canada
Western Canadian District
333 – 30 Springborough Blvd SW, Calgary, AB T3H 0N9

To whom it may concern,
As a step in the process to work with The Christian and Missionary Alliance in Canada, I am required to obtain a
police check to conduct a search for criminal records, convictions, warrants and police files (including sexual
charges) from any law enforcement agency which relate to me.
Full Legal Name:
Maiden Name (if applicable):
Date of Birth:
Email: _______________________________________________________
**Current Address:
City:

__ Prov:

Postal Code:

__ Prov:

Postal Code:

Permanent Address:
City:

By signing this form, I declare that the above information is true.
Signature:

_ Date:

_

**Please return this form to my current address
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Call to Excellence
The Christian and Missionary Alliance in Canada
A Call to Excellence
As a spiritual leader in the church, I am called to Kingdom excellence in my life and ministry. I recognize that this is not possible
in my own strength but must be a by-product of the indwelling Spirit of the living God. It is in union with Christ that I am sanctified
thoroughly, thereby being separated from sin and the world and fully dedicated to God, receiving power for holy living and
sacrificial and effective service toward the completion of Christ’s commission. This is accomplished through being filled with the
Holy Spirit which is both a distinct event and a progressive experience in the life of the believer (1 Thessalonians 5:23; Acts 1:8;
Romans 12:1, 2; Galatians 5:16-25).
Believing this to be true, I dedicate myself to conduct my ministry in the power of the Holy Spirit according to the biblical principles
and ethical guidelines set forth in this code of ethics, in order that my ministry be acceptable to God, my service beneficial to
the Christian community, and my life a witness to the world. I recognize that the following standards are designed to preserve
the dignity, maintain the discipline, and promote the integrity of my calling as a pastor and to be a sign of the coming Kingdom
of God.

Code of Ethics for Licensed Workers
of The Christian and Missionary Alliance in Canada
Biblical principles and ethical guidelines which are pertinent to the life and ministry of leaders include:
A. Christlikeness Principle - As representatives of Jesus Christ, Christian & Missionary Alliance (C&MA) licensed
workers are to demonstrate a commitment and lifestyle which models the life of Christ in holiness, grace, compassion,
and liberty (Galatians 3:19).
B. Relationship Principle - Our Father in heaven is intensely relational. He invites his followers to walk with Him and
know Him as ‘sons and daughters.’ He also calls them to the highest of standards in their personal relationships with
self, others, and the rest of creation. Their identity in Christ is defined by the reality and visibility of their love (Genesis
1:26; 2:18; Matthew 5:23-24; John 13:35).
Therefore...
•

Knowing and walking with God will be the principal appetite of my life.

•

So far as it depends on me, I will be at peace with all people and will seek both purity and health in all my
relationships (Romans 12:18).

•

I will seek to be Christ-like in attitude and action toward all persons regardless of race, social class, religious
beliefs, or position of influence within the church and community.

•

I will place the needs of my family above those of my broader ministry family and exhibit that priority by gladly
dedicating my time, love, and attention to every member of my family.

•

I will be sexually and emotionally faithful to my spouse and family.

Initials___
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•

I will seek to lead my family in such a way as to enhance my ministry effectiveness.

•

I will actively resist any inclination to form improper physical or emotional relationships.

•

I will seek to regard all persons to whom I minister with equal love and concern, undertake to minister
impartially to their needs, and refrain from behaviour that will be divisive.

•

I will endeavour to relate to all ministers, especially those with whom I serve, as partners in the work of God
by respecting their ministry, cooperating with them, and seeking to maintain supportive and caring
relationships with them.

C. Modelling Principle - A worker’s private life is not exclusively his/her own. The Bible exhorts leaders to live lives which
are above reproach (1 Timothy 3:2). A worker’s witness requires that both the local church and the watching world see
the life of Christ which they proclaim first manifest in the worker’s life.
Therefore...
•

I will limit my freedoms rather than weaken ministry (1 Corinthians 9:27).

•

Although Christians may hold different views on certain behaviours, I will avoid situations that are likely to
have a negative spiritual impact on self or others (Titus 2:4).

•

I will always seek to conduct myself in a way that will not discredit or diminish the public’s trust in Christian
leadership.

•

I will responsibly perform my ministry, seeking to lead persons to salvation and to church membership
without manipulation and respecting the ministries of other churches and organizations.

•

I will refrain from drunkenness, the use of illegal substances, the recreational use of drugs, all kinds of
addictive or dependent behaviour, and other self-destructive habits (1 Corinthians 3:16).

D. Wellness Principle - Godly leaders recognize the integrated nature of body, soul, and spirit and stay attuned to the
balance required for effective service. They are to care for their bodies, souls, and spirits in a disciplined and Godhonouring way (Psalm 139:13-16; Proverbs 3:1-2; 1 Corinthians 3:16-17; 6:19-20; 9:2; 1 Thessalonians 5:23).
Therefore...
•

I will endeavour to lead a life of prayer, study, and meditation upon God's Word, and to maintain extended
times of contemplation, in order to daily seek God’s face.

•

I will seek to keep physically fit through the proper care of my body.

•

I will manage my time well by properly balancing personal obligations, ministry duties, and family
responsibilities, and by observing a weekly day off and annual vacation.

•

I will seek to keep myself emotionally healthy.

E. Servant Principle - Scripture contrasts the acts of the flesh and the fruit of the Spirit (Galatians 5:19-25). The flesh is
characterized by taking and consuming. The work of the Spirit is characterized by giving and producing. Lifestyle
choices are to reflect the heart of a servant, not an attitude of entitlement.
Therefore...

Initials___
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•

I will seek to conduct myself consistently with my calling and commitment as a servant of God maintaining a
life of purity, integrity, and truthfulness.

•

I will give full service to my ministry, and will only accept added responsibilities if they do not interfere with
the overall effectiveness of my ministry.

•

I will listen to the needs of those I serve and keep in confidence information shared with me unless it will
result in harm to self or harm to others, or as required by law.

•

I will exercise confidence in lay leaders by inviting their meaningful participation, enabling their training, and
stimulating their creativity.

•

I will seek to lead the ministry for which I am responsible to achieve agreed upon goals. I will remain open to
constructive criticism and to suggestions intended to strengthen ministry.

•

I will exercise my teaching/preaching responsibilities, giving adequate time to prayer and preparation, so
that my presentation will be biblically based, theologically correct, and clearly communicated, speaking the
truth of God's Word with conviction in love, and will acknowledge any extensive use of material prepared by
someone else.

F. Stewardship Principle - All Christians are entrusted with God’s gifts, resources and creation. Leaders are to set an
example in the stewardship of such a trust (1 Peter 4:10, 1 Corinthians 9:17).
Therefore...
•

I will strive to grow through comprehensive reading and through participation in professional educational
opportunities.

•

I will be honest and responsible in my finances by paying all debts on time, never seeking special gratuities
or privileges, giving generously to worthwhile causes, and living a Christian lifestyle.

•

I will give tithes and offerings as a good steward and example to the church.

•

I will gain permission from my Board of Elders or Regional Director before starting a business or seeking
additional employment.

•

I will not engage in any business where I would actively solicit funds from the people to whom I minister.

G. Submission to Authority Principle – Submission to those in authority over believers is a clear biblical mandate.
(Hebrews 13:17). Workers are to walk with humility and willingly submit to those in authority over them.
Therefore...
•

Having chosen to minister under the authority of The Christian and Missionary Alliance in Canada, I will
submit to constituted authority as identified in the Manual of the C&MA, including the leadership of the
District or Region within which I serve; I will abide by the Constitutions, Bylaws and Regulations of the
C&MA and I will immediately resign should I deviate from Alliance practices and principles commonly held
by our family of churches.

Initials___
•

I believe and will faithfully teach all the doctrines contained in the Statement of Faith of the C&MA.

Initials___
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•

As a licensed worker of the C&MA I will unreservedly advance the vision and ministry of the C&MA, including
raising generous support for the Global Advance Fund, the Canadian Ministries Fund and other
denominational priorities.

•

Where appropriate, I will offer responsible criticism to those in authority and I will follow C&MA processes to
bring change to programs and policies of the C&MA.

•

I will not use my influence to alienate the ministry to which I have been appointed from The Christian and
Missionary Alliance in Canada and I will not use my influence to solicit members from my previous ministry
to start another ministry unless officially endorsed by ministry leadership.

•

I will encourage the ministry of my successor at the conclusion (resignation, termination, retirement) of any
ministry position and will refrain from interfering in his/her ministry or with the people he/she serves. I will
entirely remove myself from that ministry unless otherwise directed or permitted by my Superintendent or
Regional Director.

•

When serving in a pastoral staff role, I will offer my support and loyalty to the lead pastor or, if unable to do
so, seek another place of service.

•

I will only perform services in the area of responsibility of my colleague in the Christian ministry upon his/her
request or with his/her consent.

H. Mediation Principle – Disputes between believers are to be settled within the context of the church, not the secular
courts (1 Corinthians 6:1-7).
Therefore...
•

If I believe that I have been wrongfully treated by my denomination or local church and choose to seek
redress, I will do so first by seeking mediation for resolving the dispute as outlined in the Process for
Mediation and Arbitration of The Christian and Missionary Alliance in Canada.

By signing my name to this document, I declare my intention to live my life and conduct my ministry, with God’s help, in a
godly and ethical way. Further, I recognize that deliberate non-compliance with the statements contained in this document
renders me liable to discipline in accordance with the conditions of my license to minister in The Christian and Missionary
Alliance.

Name:

____________________________________
(Please Print)

Date: ______________________________

Signature: _______________________________________
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Statement of faith
The Christian and Missionary Alliance in Canada
1.

There is one God, who is infinitely perfect, existing eternally in three persons: Father, Son and Holy Spirit.
(Isaiah 44:6; Isaiah 45:5-6; Matthew 5:48; Deuteronomy 32:4; Matthew 3:16-17; Matthew 28:19)

2. Jesus Christ is true God and true man. He was conceived by the Holy Spirit and born of the Virgin Mary. He died upon the
cross, the Just for the unjust, as a substitutionary sacrifice, and all who believe in Him are justified on the ground of His shed
blood. He arose from the dead according to the Scriptures. He is now at the right hand of the Majesty on high as our great
High Priest. He will come again to establish His kingdom of righteousness and peace.

(Philippians 2:6-11; Hebrews 2:14-18; Colossians 2:9; Matthew 1:18; Luke 1:35; 1 Corinthians 15:3-5; 1 John 2:2; Acts 13:39; Hebrews 4:14-15;
Hebrews 9:24-28; Matthew 25:31-34; Acts 1:11)

3. The Holy Spirit is a divine Person, sent to indwell, guide, teach, and empower the believer, and to convince the world of sin,
of righteousness, and of judgment.
(John 14:16-17; John 16:7-11; 1 Corinthians 2:10-12)

4. The Old and New Testaments, inerrant as originally given, were verbally inspired by God and are a complete revelation of
His will for the salvation of people. They constitute the divine and only rule of Christian faith and practice.
(2 Timothy 3:16; 2 Peter 1:20-21)

5. Humankind, originally created in the image and likeness of God, fell through disobedience, incurring thereby both physical
and spiritual death. All people are born with a sinful nature, are separated from the life of God, and can be saved only
through the atoning work of the Lord Jesus Christ. The destiny of the impenitent and unbelieving is existence forever in
conscious torment, but that of the believer is everlasting joy and bliss.
(Genesis 1:27; Romans 8:8; 1 John 2:2; Matthew 25:41-46; 2 Thessalonians 1:7-10)

6. Salvation has been provided only through Jesus Christ. Those who repent and believe in Him are united with Christ through
the Holy Spirit and are thereby regenerated (born again), justified, sanctified and granted the gift of eternal life as adopted
children of God.
(Titus 3:5-7; Acts 2:38; John 1:12; 1 Corinthians 6:11)

7. It is the will of God that in union with Christ each believer should be sanctified thoroughly thereby being separated from sin
and the world and fully dedicated to God, receiving power for holy living and sacrificial and effective service toward the
completion of Christ’s commission. This is accomplished through being filled with the Holy Spirit which is both a distinct
event and progressive experience in the life of the believer.
(1Thessalonians 5:23; Acts 1:8; Romans 12:1-2; Galatians 5:16-25)

8. Provision is made in the redemptive work of the Lord Jesus Christ for the healing of the mortal body. Prayer for the sick and
anointing with oil as taught in the Scriptures are privileges for the Church in this present age.
(Matthew 8:16-17; James 5:13-16)

9. The universal Church, of which Christ is the Head, consists of all those who believe on the Lord Jesus Christ, are redeemed
through His blood, regenerated by the Holy Spirit, and commissioned by Christ to go into all the world as a witness, preaching
the Gospel to all nations. The local church, the visible expression of the universal Church, is a body of believers in Christ
who are joined together to worship God, to observe the ordinances of Baptism and the Lord’s S upper, to pray, to be edified
through the Word of God, to fellowship, and to testify in word and deed to the good news of salvation both locally
and globally. The local church enters into relationships with other like-minded churches for accountability, encouragement,
and mission.
(Ephesians 3:6-12; Ephesians 1:22-23; Acts 2:41-47; Hebrews 10:25; Matthew 28:19-20; Acts 1:8; Acts 11:19-30; Acts 15)
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10. There shall be a bodily resurrection of the just and of the unjust; for the former, a resurrection unto life, for the latter, a
resurrection unto judgment.
(1 Corinthians 15:20-23; 2 Thessalonians 1:7-10)

11. The second coming of the Lord Jesus Christ is imminent and will be personal and visible. As the believer’s blessed hope,
this vital truth is an incentive for holy living and sacrificial service toward the completion of Christ’s commission.
(1 Thessalonians 4:13-17; Titus 2:11-14; Matthew 24:14; Matthew 28:18-20)

Agreeing with the Statement of Faith indicates that I believe and will teach the position of The Christian and Missionary Alliance
in Canada at all times.
___ I AGREE WITH THIS

Name:

____________________________________
(Please Print)

or

___ I DO NOT AGREE WITH THIS

Date: ______________________________

Signature: _______________________________________
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Employment Status Change Form Online

Purpose: The District Office and the
National Ministry Centre keeps track of
all licensed workers and their
employment status. These records are
used for credentials, marriage clergy
licensing needs, and benefit accounts.
How: The district website has an easy
online form for workers entering or
exiting their roles. Please ensure the
church submit this form to the district
office whenever there is a change in
personnel. Please contact
office@transformcma.ca further
questions.
Form Location:
transformcma.ca/employment/forms/
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