PERSONNEL COMMITTEE JOB DESCRIPTION
PERSONNEL COMMITTEE OVERVIEW

The committee empowered for hiring support staff will be composed of the:

· Pastor

· Church Council member from the appropriate permanent committee with oversight responsibility for the prospective employee.  More than one committee may be represented if the position to be hired will be overseen by more than one committee.

· Chairperson of the  Personnel Committee (or member of the committee who may be appointed by the Chairperson)

· Other persons whose involvement might be advantageous to choosing from applicants for the job. This person(s) will be involved at the request of the other four members (above), and may or may not be given a vote in the final selection process.

· The committee will be chaired by the Personnel Committee member.

This Committee will:

· The policy for the selection from among the job candidates will be set by the committee itself, (i.e., should the selection from among these candidates be a majority of those voting or it must be unanimous?)

· Determine personal qualifications for the job (i.e. experience, educational level,    etc.)
· Revise/review job descriptions prior to advertising for applicants.

· Write and assemble a job description in the absence of an existing description. This new description should be discussed and approved by a majority of the committee prior to advertising the position.

· Advertise for applicants from within the congregation. Application forms will be made available at the Church Office. It may be necessary for the committee to review and revise (perhaps even compose) application forms reflecting the requirements from the job description before advertising for applicants.

· If interest, availability and/or qualifications of applicants are not satisfactory to the    committee, the position shall be advertised in outside media.

· Receive and review all written applications and resumes. Check references, if required on the application form. References obtained by telephone shall be put in writing, documenting the person talked to, relationship to the candidate, and a summary of the discussion.

· Interview the job candidates.  Interviews will be conducted by the committee with at least three members, including the chairperson, present and participating in the interview process. If, in the opinion of the committee, no candidate meets the criteria of the job description or personal qualifications, the committee shall reopen the application process.
· Recommend to the Church Council for approval that candidate agreed upon by the committee.  The committee shall also present salary, benefit and starting time recommendations.

· May request that the candidate be required to pass a medical examination at the congregation’s expense.  Further physical exams that may be deemed necessary to job performance may be required prior to final hiring; these, too, will be at the congregation’s expense.

· Prepare an employment agreement and obtain appropriate signatures. 
· File all appropriate documents (and copies) in the employee’s personnel file.
· Inform, by letter, all applicants for the job that the position has been filled.

EMPLOYEE OVERSIGHT

There will be a transition period for employees:

· This period will be the first three months of employment.

· The employee’s employment agreement may be terminated with or without notice during this period.

· Termination can be applied only by the Personnel Committee with knowledge and approval of the Church Council.

· Because of the sensitive nature of this process and its consequences, termination cannot be recommended to the Council without a unanimous vote of the Personnel Committee. The Personnel Committee, in order to take such action, shall include the chairperson of the committee and at least two other members.

· The Chair of the Personnel Committee, Pastor and appropriate Committee chair shall meet at the end of the three month transition period with the employee.

Upon completion of the employee’s three month transition period, responsibility for oversight of the employee belongs to the Pastor in his/her administrative role. The following positions would fall under the direction of the committees listed with the job:

· Children’s Ministry Coordinator:





Education Committee
· Custodians
















Personnel Committee

· Gifts & Ministries Coordinator






Stewardship

· Music/Choir Director(s):









Worship Committee

· Office Secretary(s)












Personnel Committee

· Stephen Ministry Coordinator







Social Ministry Committee
· Youth Director/Coordinator:







Youth & Family Committee

REVIEWS, RECORDS AND WORKING HOURS

Annual Reviews

· Annual employee performance reviews shall be conducted by the Annual Review Panel consisting of the Pastor, Personnel Committee Chair, and a representative(s) from the appropriate standing committee(s).

· There shall be no less than three people on the panel when a review is conducted.

· The Personnel Committee Chair may appoint any other panel participant deemed necessary and appropriate from Council committees or congregation at large.

· Performance reviews and interviews will be completed no later than October 31.

· Performance reviews conducted will be documented on a standardized evaluation form, also indicating panel participants.

· The Personnel Committee Chair will meet with the employee to discuss the evaluation with the employee. Upon completion of the meeting, the employee and the Personnel  Committee Chair shall sign the form indicating the evaluation meeting has taken place and the evaluation has been explained. 

· The original form used and signed will be placed in the employee’s personnel file and one copy only will be made and given to the employee.

SALARY REVIEWS

· Salary reviews shall be conducted annually by the Annual Review Panel consisting of the Pastor, Personnel Committee Chair, and a representative(s) from the appropriate standing committee(s) and shall be completed by October 31.

· Salary recommendations shall be forwarded to the Personnel Committee for approval and shall be completed by October 31.

· The salary recommendations shall be inserted into the draft budget for the coming year.

RECORDS

· An employment agreement will be established for each employee and in effect from January 1 to December 31 of each year.

· A confidential personnel file will be established and maintained for each employee.

· The personnel file will be kept under lock and key in the Pastor’s office with access permitted to the Pastor and Personnel Committee Chair only.

· The employee may examine his/her file upon request to the Pastor or Personnel Committee Chair.

· The confidential Personnel file shall contain the records of annual performance evaluations, employment agreements, and any other confidential documents appropriate.

Review and revise this Job Description as needed and at least annually.

Revised February 2008
