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INTRODUCTION 
 
 
Periodic review, evaluation and planning contribute to the clarity and vitality of our life, and ministry 
through the Church. An annual review can help us identify strengths on which to build and 
shortcomings where we need to make adjustments. To assist in this task you will find the following in 
this packet: (1) a step by step process, (2) a response form to be filled out by those asked to assist in 
evaluating the church’s ministry and (3) a sample cover letter to accompany the response form. 
These instruments can be easily adapted to fit the specific circumstances of your congregation. 
 
While many churches engage in evaluation and planning annually, others may find the process more 
useful en a bi-annual basis. In either case, the materials in this booklet are designed for short-term 
planning. They compliment, but do not substitute for congregation-wide; long range planning which is 
done on a five to ten year cycle. You may receive information on the latter from your Conference 
Regional Office for which locations are listed at the end of this booklet. 
 
You will note the holistic nature of this review. It includes the work of the pastor; other paid staff and 
lay leadership. It also invites comment on the major areas of the church’s work. 
 
You have permission to reproduce any part or this entire document for your church’s use. 
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ANNUAL REVIEW PROCESS 
 
 
1. Congregation authorizes an annual review. If the church does not have a pastor-parish relations 

committee (or its functional equivalent), the congregation will establish such. 
 
2. Evaluation form and explanatory cover letter are distributed to all officers, board and committee 

members. Through announcements in the worship services and the newsletter other interested 
church members are invited to fill out the evaluation. 

 
3. The Moderator (or other designated layperson) receives the completed evaluation forms by the 

stated deadline. He/she, in collaboration with the Senior Deacon and/or chairperson of the 
Pastor—Parish Committee, will prepare a summary of the responses. The original forms are 
then placed on file for future reference in the event any aspect of the summary is called into 
question. This file may be discarded after the review process is completed. 

 
4. The summary is given to the Pastor for his/her review. 
 
5. After reviewing the summary, the Pastor meets with those who have written the document to 

discuss matters of particular concern to any of the parties, and to arrange for its presentation to 
the Church Council. 

 
6. The Church Council receives this summary, reviews it, adds comments and/or 

recommendations. 
 
7. The Church Council conveys relevant parts of the evaluation along with comments and 

recommendations to the several boards and committees for use in planning their work. 
 
8. Matters pertaining to pastoral evaluation are submitted to the Pastor-Parish Relations 

Committee. This committee meets with the Pastor to consider implications of the review. 
 
9. Matters pertaining to evaluation of associate pastors and other staff are submitted to the Pastor-

Parish Relations Committee and/or the Senior Pastor and/or other committees, which have 
responsibility for the evaluation of people in particular staff positions. Each associate pastor and 
other staff people will then meet with the Pastor and/or appropriate committee to consider 
implications of the review for their work. 

 
10. The Church Council receives responses from the chairs of all boards and committees, as well as 

the Pastor, concerning action taken, or to be taken, as a result of the annual review. 
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SAMPLE LETTER 
 
 

(to accompany the annual evaluation form) 
 
TO: All Church officers, boards, committees and other interested members 
 
FR: Moderator and Pastor 
 
RE: Annual Evaluation 
 
Enclosed is an evaluation form that is intended to provide feedback to our church leadership. Your 
response will help to nurture and strengthen our life and ministry, as well as guide us in making 
adjustments and changes where necessary. 
 
After completing the form, give it to your board or committee chairperson.  Officers, Council members 
and persons not currently serving in an elected position may give their responses to the Moderator. 
Please return them by (date). 
 
Your responses will be tabulated and summarized by the Moderator, Senior Deacon and Chairperson 
of the Pastor-Parish Relations Committee. After this document is completed, the original 
questionnaires will be filed for future reference in the event anyone questions particular parts of the 
summary. 
 
Those who wrote the summary will review it with the Pastor. It will then be sent to the Church Council. 
 
Comments and recommendations regarding the work of our several committees and boards will be 
passed on to each group by the Church Council. 
 
The Pastor—Parish Relations Committee with the Pastor(s), will review comments and 
recommendations regarding the work of the Pastor(s). 
 
Comments and recommendations regarding the work of Church staff will be reviewed by each of 
these people with the Pastor and ...(name whatever individuals or committees have this responsibility 
in your church). 
 
You may leave blank any parts of the evaluation on which you feel you have insufficient knowledge to 
respond. You may want to begin this task by reviewing the entire form, after which you can decide on 
those items to which you will respond. 
 
Included are items which relate to all of the major areas of our church’s work, as well as the 
leadership (volunteer and paid) who assist us in carrying out the ministry which belongs to us all, Our 
intention is to do evaluation in an integrated, holistic manner which recognizes our mutual love and 
responsibility for the mission of Christ’s Church. 
 
Your prompt and thoughtful attention is appreciated. 
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EVALUATION OF OUR CHURCH’S MINISTRY 
 
Listed below are sixteen areas of the lit, and ministry of this church to which you may give a 
numerical evaluation: 
 1 = Very Dissatisfied 5 = Very Satisfied 
 
Under each general category, you will find listed some of its specific components. You may want to 
make comments on one or more of these. Your responses may be lengthy (use extra paper), or brief, 
or none. Remember, the numbers deal with the overall responses. The comments help us be specific. 
 
Items 17, 18 and19 provide opportunity for further comments you may wish to make. 
 
1.  Worship: 
Level of satisfaction:   1   2   3   4   5  
Sacraments, preaching, music, order of service, Congregation’s participation, leadership of pastor, 
lay readers and organist/choir director; quality of material and presentation. 
COMMENTS: 
 
 
 
 
 
2.  Christian Education: 
Level of satisfaction:   1   2   3   4   5 
Church school, youth fellowship, confirmation class, adult groups; quality of curriculum, instruction, 
lay leadership, pastoral involvement. 
COMMENTS: 
 
 
 
 
 
3.  Mission and Social Concern: 
Level of satisfaction:   1   2   3   4   5 
Understanding of and commitment to Our Church’s Wider Mission (OCWN), and the mission budget; 
participation of lay people and pastor in response to human need in our local community and beyond; 
understanding of and participation in the justice and peace ministries of the United Church of Christ; 
participation in the special offerings: One Great Hour of Sharing, Neighbors in Need, the Just Peace 
Offering, veterans of the Cross, Strengthen the Church. 
COMMENTS: 
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4.  Availability of the Pastor for the Needs of others: 
Level of satisfaction:   1   2   3   4   5 
Office hours; visiting the sick, shut-ins and bereaved; counseling, funerals, weddings, general visiting; 
spiritual and moral guidance. 
COMMENTS: 
 
 
 
 
 
5.  Congregation as a Community of Care: 
Level of Satisfaction:   1   2   3   4   5 
Lay visitation to sick and shut-ins, welcoming of strangers at fellowship occasions; incorporating new 
members into the life of the church; sensitivity to personal and financial needs of the pastor and the 
pastor’s family; expressing concern and support to members on occasions of illness and 
bereavement; quality of life in committees and small group gatherings; general sense that this 
congregation is a community of people who care for one another. 
COMMENTS: 
 
 
 
 
 
6. Self Development of the Pastor  
Level of Satisfaction:   1   2   3   4   5 
Growing, maturing personal faith fostered by a spiritual discipline; intellectual and professional 
development through reading, writing, workshops, sabbatical leave and other avenues of continuing 
education; takes care of oneself physically and emotionally; schedules adequate time-off for self and 
family life. 
COMMENTS: 
 
 
 
 
 
7. Faith Development of the Congregation: 
Level of satisfaction:   1  2  3   4   5 
Growing, maturing personal faith fostered by individual and family religious practices; participate in 
study, prayer and fellowship groups within the congregation and/or ecumenical gatherings; seeing our 
individual and corporate lives through “the eyes of faith” and striving to act as people of faith in our 
homes, community, work and world; growing in our faith and mission commitment, individually and as 
a congregation. 
COMMENTS: 
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8. Stewardship 
Level of satisfaction:   1   2   3   4   5 
Generous, enthusiastic, responsible care of our resources and support of our mission; financial 
support of our church budget (local and outreach); care of our building; management of invested 
funds; volunteer time for the work of the local church as well as denominational and ecumenical 
missions; • money and volunteer time contributed by our membership to health, education and social 
service agencies as well as justice and peace organizations. 
COMMENTS: 
 
 
 
 
 
9. Leadership (Pastor) 
Level of satisfaction:   1   2   3   4   5 
Attendance and caliber of participation at the Church Council, Diaconate and committee meetings; 
administrative oversight of staff and church organization; ability to delegate; encouragement of lay 
leadership; helps inspire congregation for its life and mission; leadership style “fits” this congregation. 
COMMENTS: 
 
 
 
 
 
10. Leadership (Associate Pastor)  
Level of satisfaction:   1   2   3   4   5 
Quality of work in her/his major areas of responsibility; attendance and caliber of participation with 
committees; interpersonal relations with individuals and groups; leadership style “fits” this church; 
nurtures and encourages the congregation in its life and mission. 
COMMENTS: 
 
 
 
 
 
11. Leadership (Lay): 
Level of satisfaction:   1   2   3   4   5 
Attendance and caliber of participation by officers and committee chairpeople: effectiveness of boards 
and committees; help inspire the congregation for its life and mission; work constructively with one 
another, pastor and staff. 
COMMENTS: 
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12.  Staff Work: 
Level of satisfaction:   1   2   3   4   5 
Caliber of work by church staff, i.e. Secretary, Organist, Sexton, Student Minister, Christian Education 
Director; effectiveness in their respective areas of responsibility; quality of relations with one another, 
lay people with whom they work and pastor. 
COMMENTS: 
 
 
 
 
 
13.  Evangelism and Church Growth: 
Level of Satisfaction:   1   2   3   4   5 
Conscious, systematic effort to reach the unchurched; helping new people 
feel welcome; active involvement in concerns of the immediate community. 
COMMENTS: 
 
 
 
 
 
14.  Clarity of purpose and goals: 
Level of Satisfaction:   1   2   3   4   5 
The membership understands and supports the broad general mission of the church as set forth in 
bylaws, covenants and other definitive documents; boards, committees and groups have clear annual 
goals consistent with the church’s purpose and effective strategies to achieve these goals. 
COMMENTS: 
 
 
 
 
 
15.  Leadership Development: 
Level of satisfaction:   1   2   3   4   5 
Recruiting of volunteers for committees and projects; opportunities to attend denominational and 
ecumenical conferences and training events; recognition of volunteers; equitably shared leadership 
responsibilities; transition of leadership for officers and committees; work of the Nominating 
Committee. 
COMMENTS: 
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16.  Communications: 
Level of satisfaction:   1   2   3   4   5 
Newsletter and other written communication; general level of awareness regarding the mission, 
program and needs of the local church; awareness of our church’s relationship to and support of the 
denominational and ecumenical dimensions of our ministry; Sunday morning announcements; use of 
media. 
COMMENTS: 
 
 
 
 
 
17.  Strengths: 
Area(s) of our life and ministry with which you are most pleased. 
COMMENTS: 
 
 
 
 
 
18.  Needs Strengthening: 
Area(s) of our life and ministry which are least effective and in need of evaluation; specific 
recommendations for improvement or elimination? 
COMMENTS: 
 
 
 
 
 
19. General Comments (if any): 
 
 
 
 
 
 
 
 
 
 
_________________________________                  ________________________________ 
Committee, board or church office  Signed  
in which you now serve. If none,  
please indicate 
 
2/13/92 
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