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CLERGY APPOINTMENTS 
 

SHORTLISTING AND INTERVIEWING GUIDELINES FOR PARISH 
REPRESENTATIVES AND SENIOR STAFF 

 
 
Section One   - Introduction and brief overview of the law 
Section Two  - Guidelines for shortlisting  
Section Three  - Do’ and don’ts for interviewing and sample questions 
 

SECTION ONE 
 
1. Introduction 
 
1.1 With the introduction of Common Tenure/Clergy Terms of Service, parishes, 

and their representatives, patrons, and the Bishop and senior staff must have 
regard to the best practice and the law in appointment practices.  New guidance 
is shortly to be provided at the request of the House of Bishop’s to the 
Archbishop’s Council to all dioceses.  This fact sheet references the national 
guidance and provides some advice and guidance for those involved in the 
shortlisting and interviewing processes for prospective new clergy. 

 
1.2  Effective appointments and recruitment processes are crucial to the 
 `successful’ running of any organisation.  The church is no different.  
 Aligning a person’s apparent abilities and skills to the requirements of a 
 particular parish role increases the chances of a) a clergyperson happy in  their 
 role, growing and developing, and b) a nurtured and developing 
 parish/benefice and local community. 
 
1.3  This guidance does not disturb the rights of patrons, but it attempts to help 
 and support all interested parties and those with specific responsibilities  for 
 appointments to achieve the best outcome for all. 
 
1.4  One of the main problems for pastoral relationship difficulties is a  mismatch of 
 expectations on the part of the individual member of clergy and those of the 
 parish.  Ensuring clarity from the start helps to minimize these problems.  It 
 helps ensure that clergy are appointed to posts which best match their gifts and 
 aspirations and that bishop’s appoint, and parishes select, clergy who best fit 
 their needs. 
 
2. Quick tour of the law as it applies to clergy appointments 
 
2.1  It is important to remember from the outset that both ecclesiastical law and 
 secular law apply to the appointments process.  In particular most aspects 
 of discrimination law apply. 
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2.2 Ecclesiastical law sets out the rights of patrons to `present’ an appointee  to a 
 benefice, and information, advice and guidance on this and all matters regarding 
 the appointment of any clergy is given by the Archdeacon  throughout the 
 vacancy process when they are working with the PCC, patron, and parish 
 representatives. 
 
2.3  The Equality Act and Discrimination 
 
2.3.1 All appointments for stipendiary and House for Duty clergy must take 
 account of the Equality Act 2010.  However The Equality Act provisions do not 
 apply to non stipendiary clergy. 
 
2.3.2  (The Priests (Ordination of Women) Measure 1993 allows parishes to decide 
 not to appoint a woman priest, but the PCC must have passed the appropriate 
 resolutions (A and/or B) before the  exemption is valid.  (The Archdeacon will 
 advise on this as part of the vacancy  work with the parish). 
 
2.3.3 Apart from the specific exemptions regarding women, and the Equality Act 
 2010 the church is subject to discrimination legislation in the same way as 
 all organisations. So it is important to ensure any `requirements’ or 
 selection practices do not discriminate against amongst other issues  
 women or men, on the grounds of age, disability, sexual orientation, race, 
 pregnancy or marital status. 
  
2.3.4. The Bishop’s statement Issues in Human Sexuality makes a distinction 
 between sexual orientation and sexual conduct.  All clergy will be  expected to 
 be able to comply with this statement.  
 
2.3.5 Regarding Age, clergy over the age of 70yrs may only be appointed to an  office 
 under license from the Bishop for a fixed or limited term known as 
 Qualified Common Tenure.  This is reviewed annually by the Bishop. 
 
2.3.6 In the promotion of racial equality NO member of clergy may be a 
 member of the BNP or any other organisation as set down by the House  of 
 Bishop’s where its’ constitution, policy objectives or public statements are 
 declared to be Incompatible with the Church’s commitment to promoting race 
 equality. 
 
2.3.7 i) The Equality Act limits circumstances in which health related questions  can be 
 asked before offering the person a role.  Within the diocese we offer applicants 
 the option of letting us know if there are any reasonable  adjustments we can 
 make for them at interview stage.  
 
 ii)Following the ‘offer’ the diocese sends the health questionnaire  completed at 
 application stage off to the Occupational Health doctor who follows things 
 up and confirms the person is/isn’t fit for duties, or if any `adjustments’ need to 
 be made. This way the process is legal, supportive  and gives all parties the 
 information it needs to plan how to work together. 
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2.3.8  There are various types of discrimination which are unlawful under the  
 Equality Act, just to be aware, these are: direct, indirect, associative, 
 perceptive; and harassment and victimization.   
 
 
SECTION TWO – Shortlisting and Interviewing 
 
1. Being faced with a pile of application forms all completed in different styles 
 can be daunting.  Having an agreed approach ensures those reviewing the 
 applications shortlist the most appropriate candidates. 
 
2.  The final responsibility for shortlisting rests with the patrons for incumbents and 
 bishop’s (or those to whom they have delegated the process such as an 
 Archdeacon) for other posts.  However they will want to involve parish 
 representatives to get a broader context. 
 
3. Shortlisting is about reading through an application form to see how clearly an 
 applicant has matched what they say to the parish profile, the Roles and 
 Responsibilities document, and the advert – and in particular, how they have 
 given supportive evidence to key aspects of the role that have been agreed by 
 the shortlisting panel, and to which `marks’ are awarded.  
 
4.  If you were shortlisting only two candidates from the three on the grid on 
 page 6 and you were looking for a priest with strong local  ministry/community 
 development experience and an inspiring teacher/preacher, who would you pick? 
 
5. It’s not as easy as it appears is it?  One candidate has more community 
 experience and less liturgical experience, but another has more liturgical 
 experience and less community development – so it’s a judgement call 
 depending on the nature of the job that has been advertised, the quality of 
 evidence in the application itself and how the panel look at other factors to 
 assist their shortlisting. 
 
6.  Once you have your shortlisted candidates the next step is to prepare 
 questions for them and share the questions among the panelists. 
 
7. The parish representatives selected for shortlisting are the same 
 representatives on the interview panel and their role is to take a decision 
 on behalf of the parish.  
 
8.  The interview may consist of a presentation, sermon, or other `test’ so the 
 panel will want to make sure they know what they are looking for in each. 
 
9. Asking a set range of questions based on the Roles and Responsibilities 
 document and parish profile will ensure that all the ground is covered with 
 each candidate – and that giving feedback is equitable.  However it is always 
 possible to ask secondary probing questions where this feels appropriate and to 
 explore things more fully. 
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10.  Scoring at interview stage is a similar process as for shortlisting – the panel 
 decide the key elements they want to score and jot notes down while the 
 interview is taking place and then have a few moments to put down their 
 personal scores for each candidate when the candidate leaves the room. 
11.  It is not appropriate to discuss the candidates between interviews, neither 
 is it appropriate to share scores and written comments. 
 
12. At the end of the interview day the chair of the panel will suggest that 
 panelists spend a few moments reviewing their comments and scores and 
 then begins to collect information, comments and scores from each 
 panelist and draws things to a conclusion with hopefully a preferred 
 candidate and even a second favourite who is appointable too. 
 
13. When there is a preferred candidate the chair of the panel will share the 
 reference that has been obtained prior to the day, and all being well that  will 
 reinforce the choice of the panel.  It is not appropriate to review any other 
 references except where they may assist a final decision between  candidates. 
 
14. The chair of the panel will collect in all the paperwork that must be kept on 
 file for 6months in case of future action/tribunal claims – and will contact  the 
 successful candidate.   
 
15.  It’s not unusual for a candidate to want to sleep on a decision, so the chair 
 of the panel may not want to let the second choice know until the first choice 
 candidate has given their final answer.   
 
16. The chair will also let the unsuccessful candidates know and offer  feedback – so 
 the scoring and comments are very helpful for this.   
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SECTION THREE - Interview skills, do’s and don’t’s 
 
DO …….. 
 

ü Remember the guiding principal “don’t ask a question you would not answer 
yourself”. 

ü Ask open ended questions that enables the candidates to give it their best shot 
so questions like those attached 

 
ü Rescue a candidate if they have dried up through nerves, say something like – 

“take a breather and let me recap the question for you” 
 

ü Remember the interview is two sided, it’s for the candidate to decide if it’s the 
job they want and for the parish to decide if that is the right person for them – 
so encourage the candidate to ask questions at the end of the interview 

 
ü Keep careful notes that are helpful for feedback – remember that any notes can 

be requested by a candidate under the Data Protection Act. 
 

DON’T ……. 

ü Lead or interrupt a candidate 
 

ü Make a rash judgement or jump to a conclusion about a candidate before they 
have had an opportunity to answer your questions 

 
ü Ask a discriminatory question that could result in an unsuccessful candidate going 

to an Employment Tribunal 
 
ü Share information or talk about a candidate between interviews 
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Shortlisting grid example 
 
Score  3  excellent examples/answers – the applicant has made a real effort to show 
their previous experiences, shows maturity and enthusiasm and relates what they have 
done in the past to this job  
 
Score  2  some good examples/answers – the applicant has made some effort to give 
examples or answers that show they have thought what they/these would bring to this 
job 
 
Score  1  poor examples are given – the applicant might have given a few examples 
/answers but they don’t really show they have thought about how they relate to this 
particular job 
 
Score  0  no relevant examples are given – or poor answers which don’t respond or 
link to the information given to them about the job 
 
Candidate Love of developing 

liturgy/preaching 
 
Comments/score 

Developing sense 
of community 
 
 
Comments/score 

Developing local 
lay ministry 
 
 
Comments/score 

Total 

Rev Joe 
Bloggs 

1  
No mention made of 
services he has 
designed says he 
preaches twice a month 
 

3 
Shows real passion for 
getting people working 
together 

2 
Gave a few examples 
of how he’s trained 
people on working 
with the elderly  

6 

Rev Dr 
Canon Jane 
Knight 

3 
Several good examples 
of services she’s 
designed for the 
different church 
traditions there 
Preaches weekly 
 

1 
Only mentions one 
project for young 
mums that she’s had 
links with at the 
community centre  

2 
Talks a bit about 
local ministry and 
small local team she 
has developed in the 
past 

6 

Rev L 
Brown 

3 
A few good examples 
of designing different 
services, talks about 
`the special 
rememberance services 
says he  
loves preaching  

2 
Mentions being a 
school governor  
Also has prison in her 
parish and has 
supported `friends’ of 
the prison with her 
parish with the chaplain 
there 
 

3 
Has developed local 
ministry teams 
before  and refers to 
how they were 
trained and his role 
in that 

8 
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Sample Questions  

 
Worship  
Explore approaches to all age worship, music, values of Common Worship, the BCP and 
other newer liturgical resources. 

• Tell us about a decision you took about worship and the reasons for it. 

• Tell us how you have introduced new experiences in worship to a congregation in the 
past?  

 
Preaching 
Ask candidates about what they see the purpose of preaching to be, and what the 
sources of their sermon material are. 

• Tell us about the results of your preaching? 

• In preparing your sermons, what use to do you make of the Bible, the Church’s year, 
personal experiences, topical events and contemporary issues in culture and society? 

• How have you involved the congregation in your preaching?  

 

Pastoral Care  

Ask about their experience of mission and evangelism initiatives 

• Tell us about a mission initiative undertaken in your last parish 

Questions might include asking about their general approach, sharing visiting with lay 
people, attitudes to baptism, marriage and re-marriage and funerals 

• What kinds of pastoral care or counselling have you provided? 

• How have you shared responsibility for lay people? Were there areas you felt you 
unable to share and why? 

• What experience have you had with troubled teenagers, or drug and alcohol abusers? 

• How have you responded to those who are not church members who have asked for 
help? 

• What have you said to those who apply for the baptism of their children?  

 

Social issues  

Ask about how they think the Church should engage with the world. 

• Tell us about any time when you dealt with a disagreement on a social issue 

• How have you led church members to express their witness on social issues? 

• How have you enabled people to discuss controversial issues and to share their honest 
differences?  
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Children and young people  

Ask about their experience of working with children and young people, their 
involvement in schools, and their views on children and communion. 

Education and Learning  

Ask how they develop Christian learning in others 

• What has been your experience of Church schools and their place in the work of the 
Church? 

• How you have found your experience of serving as a school governor? 

 

Personal Support 

Ask about their approach to time off, leisure activities and interests outside the church - 
from where or whom do they receive support? 

• What training needs do you have and how would you go about meeting them?  

• How do you ensure you protect your family/personal time, taking days off and holidays 
and balancing work and home? 

• How do you maintain your prayer life? 

 

Spiritual Life  

Ask how candidates have encouraged others in their spiritual journey and how they 
have maintained their own prayer life. 

• What has been you experience of teaching people to pray and what has been their 
response? 

• What experience have you had of retreats, spiritual direction, charismatic renewal, 
private confession? 

• Where have you recognised the work of the Spirit in the life of today’s world?  

 

Theology and the Bible  

Ask candidates how they have kept up to date with theological issues and Bible study 

• What theological books have you read recently? 

 

Ministry and Team Work  

Find out about their understanding of ministry, their involvement and encouragement of 
lay ministry, and ask for examples of working with others. 

• How have you recruited and trained volunteers?  

• How have you assisted and supervised lay workers for teaching in the parish?  
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Leadership  

Ask about their experience of leadership. 

• How have you kept a balance if there have been various power groups in the parish? 

• How have you managed conflict? 

 

Administration  

Ask about their approach to PCC meetings, and what administrative and IT skills they 
possess. 

 

Mission  

Ask about their experience of mission and evangelism initiatives 

• Tell us about a mission initiative undertaken in your last parish 

 

Ecumenism  

Find out about their experience of working ecumenically and their attitude towards 
ecumenical co-operation 

• Tell us about a work or project you have shared with other churches in your deanery or 
ecumenically? 

 

Inter-faith issues  

Find out about their attitude to other faiths and experience of working with them. 

 


