
Ex. A 
 

JC3 HIRING POLICY GUIDELINES 
 

I. Paid Ministry Staff  
 

a. Upon notification of the need to fulfill a Ministry Staff position, the Chair of the 
Board of Elders shall appoint a nominating committee of four (4) persons, and one 
(1) Elder, who shall serve as the fifth (5th) member of the committee and shall act 
as its Chair. 

 
b. A job description is written for the vacant ministry position by church leadership. 

 
c. After approval, the job opening is posted. 

 
d. When applicants apply for the position, they are asked to submit a resume and fill 

out a general church employment application. This will give the ability to do a 
background check, review their previous employment history, and call references.  
 

e. If background checks do not have any red flags, candidates are selected from the 
received applications based upon education, experience, meeting criteria 
expressed in the job description, and good references.  

 
f. Once a candidate is chosen, they are asked to fill out a Church questionnaire.  

This questionnaire asks personal questions about their religious history, family 
history, financial history, and their theological position on Church doctrine as it 
relates to our church doctrine.  

 
g. After questionnaires are reviewed by Church Leadership, the desired selected 

applicants will be sent to the nominating committee for interview(s).  The 
nominating committee will have access to the resume, employment application, 
and church questionnaire before interviewing any candidate.  

 
h. During the interview process, the Nominating Committee will narrow the 

selection field until one candidate is chosen. The nominating committee will 
determine the mode as well as the number of interviews deemed necessary for 
candidates. 

 
i. Once the nominating committee chooses a candidate, that candidate is presented 

to the Board of Elders for approval.  
 

j. The Board of Elders will interview the candidate a last time and then vote for 
approval.  All candidates will need an approval rate of 75% or more within the 
Elder vote.  If the candidate submitted does not meet the voting criteria there 
would need to be a meeting between the Elders and the nominating committee to 
discuss any concerns.     

 
k. If approved by the Elders, the candidate will be presented to the congregation for 

“conformation.”  A two-week “confirmation period” will follow; giving any 



congregation member the opportunity to present concerns to The Board of Elders 
and/or a Nominating Committee. 

 
l. During this conformation period there will be no less than two opportunities to 

“Meet and Greet” the candidate (and family if they have one).   If the candidate 
will have consistent preaching responsibilities, a service and/or session will be 
planned for the applicant to preach. 

 
m. After the two-week “confirmation period,” if there are no concerns brought before 

the Elders or nominating committee, the candidate will be voted on by the 
congregation.  If candidate receives a 75% or higher vote of confidence from the 
congregation, that candidate will officially be hired into their ministry position.   
 

n. After acceptance, the candidate will be presented by The Board of Elders to the 
congregation. 

 
o. Newly minted staff member will fill out the necessary hiring and federal tax 

paperwork 
 
II. Concerns that would halt the conformation of a Candidate  

 
a. Discovery of sinful activity in their personal life.  
b. Discovery of sinful activity in their community or previous employment. 
c. Discovery of dishonesty or deception as it relates to their interviews, church 

application, or church questionnaire. 
 
III. Paid Non-Ministry Staff 

 
a. A job description is written for the vacant ministry position by church leadership.  

 
b. After approval, the job opening is posted. 

 
c. When applicants apply for the position, they are asked to submit a resume and fill 

out a general church employment application. This will give us the ability to do a 
background check, review their previous employment history, and call references.  
 

d. If background checks do not have any red flags, candidates are selected from the 
received applications based upon education, experience, meeting criteria 
expressed in the job description, and good references.  

 
e. Once a candidate is chosen, the Lead Pastor may unilaterally elect to hire said 

candidate.  
 

f. After acceptance, the candidate will be presented by The Board of Elders to the 
congregation. 

 
g. Newly minted staff member will fill out the necessary hiring and federal tax 

paperwork 
 
 
APPLICANT STEPS FOR HIRING 



1) Apply and provide a resume of past work and applicable ministry experience 
2) Fill out the JC3 Personal Lifestyle & Theological Conviction Questionnaire  
3) Interview with the Search Committee (Search Committee will determine the number of 

interviews deemed necessary) 
4) Interview with The Board of Elders 
5) Preach or teach and/or attend a congregational “Meet & Greet” * 
6) Attend the Elder’s candidate presentation to the congregation  
7) Receive a 75% or higher vote of confidence from the congregation.  
8) Accept the offered position  
9) Fill out the necessary hiring and federal tax paperwork 

 
* If the candidate will have consistent preaching or teaching responsibilities, then a service 
and/or session will be planned for the applicant to present. 


