PERSONNEL POLICY MANUAL

FIRST PRESBYTERIAN CHURCH

HENDERSON, TEXAS

Part 3 (1/08/13)

The congregation is the church engaged in the mission of God in a particular time and place.  Through the congregation God’s people carry out the ministries of proclamation, sharing the Sacraments, and living in covenant life with God and each other while reaching out to people to share the good news of Jesus Christ.  Both ordained and non-ordained staffs are ministers to the congregation and to the community.  Knowledge of policy and understanding of responsibilities helps create an orderly environment so that peace and unity are maintained and the cause of Jesus Christ is advanced.  

The guidelines in this manual are offered to help the session as they fulfill the Book of Order responsibilities of G-3.0106 and G-3.0201.  This is a living document, open to proofing, refinement, and change at all times; it is written with the probability of church growth producing a more complex personnel picture. Only session action shall result in amendment of this manual or variation from

this policy.

This manual is designed to serve as a guide when a person is employed, continues to be employed, and also to provide the proper procedure for termination of employment.  From the Book of Order G-3.106, Administration of Mission, the following is summarized: The administration of mission includes staffing of the church, fair employment practices, and the matter of equitable compensation. 

These policies do not constitute an employment contract and are subject to change by the Personnel Ministry Team through the session of First Presbyterian Church.  The positions of employment are currently Financial and Church Secretary, Music Director, Sexton, and Nursery Attendant.  All aspects of these jobs are controlled by the session through the Personnel Team.  The pastor is head of the staff.  

When vacancies occur, candidates will be selected on the basis of 

· Gifts, skills and talent; 

· A servants heart,

· Willingness to learn, 

· The ability to fulfill the job description, and 

· Need  

Continued employment at First Presbyterian Church is at the sole discretion of the Personnel Committee and/or session.
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Personnel Ministry Team

There will be at least five members, two from the session.  The pastor is an ex officio member.  Team members will be approved by the Session.  All members should be able to keep confidences and be supportive of the pastor, employees, and the church. Members will ordinarily serve no more than three consecutive terms.  Team members should become familiar with this manual.  

Employees are to advise the Team but are not normally expected to attend Team meetings.

Purpose of the Personnel Ministry Team:

· Provide an orderly and considerate way for sessions to build a healthy work environment.

· Provide a place where issues can be dealt with before they become personal situations.

· Provide a forum for the sharing of expectations of employer and employees.
· Recommend position descriptions for all staff.

· Annually review and recommend compensation for all staff to the session.

· To ask for removal of pay caps for non-ordained staff.

· Recommend personnel policies to the session.

· Encourage professional growth and development for all staff.

· Recommend to the session ways to manage risk exposure.

· Implement equal employment opportunities.
· Provide for a review process to assist in work planning.

· Act as a counsel and support group for the pastor and other staff members.

· Confer with the pastor on any important issues of concern.

· To receive and consider matters referred to it by the session.

· Conserve and protect the assets of the church and the trust of the congregation by exercising good financial stewardship in wages and working hours.

Caution:

It is essential that members of the Personnel Team be open-minded, fair, reasonable, and well balanced.  Because the Personnel Team can be used as a power play to “get at” someone, it is important that the Team and its members act with caution and with forth-rightness in all matters. 

Limitations:

The Personnel Ministry Team should be aware of their limitations of power

and remember that they serve in an advisory capacity to the session. The session is responsible for the overall health and ministry of the congregation.

Meetings: 

The Personnel Ministry Team will meet at least quarterly.  Meeting notices will be by email that will contain the agenda.  The pastor will be notified and informed of all agenda items and may decline to attend. Otherwise, the meeting will not take place without the pastor present.  Except for fact-finding questions, personnel will not be subjected to compensation discussion, or other job related discussions such as performance, duties, attitude, or appearance in an ordinary meeting of the Personnel Ministry Team.
Accountability:

The Team is accountable to the session. It will present a written report to the Session following each Team meeting.

Work Planning, Professional Development, and Annual Reviews

The pastor, as head of staff, and the Personnel Ministry Team will conduct performance reviews annually.  The Pastor, as immediate supervisor of the church staff, will conduct an annual review of staff job performances in the current year based on the year’s Work Plan. The pastor will also counsel with the staff and project a Work Plan for the coming year.     

Session members of the Personnel Team will review the pastor’s performance based on the current Work Plan, and help project a work plan for the coming year.  The results of the review will be presented to the session  

The Personnel Team will annually review the adequacy of compensation of all employees.

Sunset Clause

The Session may determine if the Personnel Ministry Team be phased out at a future time as a permanent session committee and be relegated to a task force 
concept.

Amending this Manual
The contents of this manual shall be amended by the session through motion and majority vote.
Personnel Policies

This Personnel Policy Manual applies to all employees of First Presbyterian Church and may only be adopted or revised, with or without notice, by action of the session.  These policies will be reviewed on a regular basis.  This manual, which is for the guidance of employees, session, and Personnel Ministry Team, is not a contract.  The information in this employee handbook supercedes and replaces all previous personnel policies.

Personnel policies are essential whether a church has one or many employees.  Written guidelines are one means of creating order so that the mission of the church is not encumbered.  Employees should have access to a copy of the personnel policy and be familiar with the contents.

The First Presbyterian Church of Henderson expects all employees:

· To interact with church members, visitors and vendors in a professional manner

· To perform assigned tasks in an efficient manner

· To be punctual

· To demonstrate a considerate, friendly, and constructive attitude toward fellow employees and members of the congregation.

· To adhere to the policies adopted by First Presbyterian Church

· To maintain confidentiality.

These policies cover all staff except term contract employees who are governed by the provisions of their contracts.

Employment

1. Equal Employment Opportunity

The church will recruit, call, hire, train, and promote all persons in job classification without regard to race, creed, color, national origin, gender, age, marital status, or religious affiliation, except when Presbyterian affiliation is determined to be a qualification.  Nor will there be discrimination on the basis of physical, mental or medical disability unrelated to the ability to accomplish the job.

2. Process of Employment 

a. A written position description that accurately reflects the job functions will be developed by the Pastor Nominating Committee for the pastor, and by the pastor and the Personnel Ministry Team for other positions to be filled.  The position descriptions must be approved by the session.

b. Position descriptions may be revised in consultation with the new staff member after six months of employment.  Revisions must be approved by the session.

c. Advertisement for employment shall state that the First

 Presbyterian Church is an Equal Employment Opportunity

 employer.  The Equal Employment Opportunity policy of the church

 shall be followed in consideration of applicants for interviews as

 well as employment.

d. Employees will be chosen and retained on the basis of skill and ability, willingness to learn, attitude toward the membership and staff, appearance, self-starting, and need.  

e. References will be kept for six months from the date of employment in order to comply with the legal requirements for equal employment opportunity.  They should be destroyed thereafter.

f. Care should be taken during the interviews to see that the privacy of the individual is protected.  All questions shall be job-related.

3. Part-Time Employee 

      a.  An employee is considered to be a part-time employee if the



average work hours are fewer than 40 hours of work per

 


workweek throughout the year.  

4. Full-Time Employee 

a. The workweek for full-time staff is 40 hours per workweek averaged throughout the year. 

5. Exempt and Non-Exempt Categories

a. The Fair Labor Standards Act of 1938 established minimum wage and maximum hours. The Act defined the work “exempt” and “non-exempt” in reference to minimum wage and maximum hours requirements.

b. “Non-exempt” refers to a job for which the employer must pay at


least the minimum wage, overtime pay or compensatory time for

 
hours worked in excess of forty hours per week.

c. An “exempt” employee is not paid any overtime pay for hours worked in excess of the weekly hours for which the person is employed.   However, a plan of compensatory time off may be worked out for overtime hours.  

d. Currently, our non-ordained staff is part-time and exempt.

6. Employment-At-Will Relationship

a. Employees who do not have a written contract with the church are

employed at the will of First Presbyterian Church of Henderson for an indefinite period and are subject to release from duties at any time, with or without cause or notice.  

        7.  Introductory Period
a. The first three months of employment in a “exempt” position

 constitutes an introductory period.  Employment may be terminated       at any time for causes such as, but not limited to, excessive absences, tardiness, or unsatisfactory work performance.  Severance pay will not be given an employee whose employment is terminated during the orientation period.

b. During this period, the employee may decide the position is

incompatible with their goals and desires and may resign.  

c. During the orientation period of employment the employee is

entitled to one paid sick day, paid holidays observed by the church, coverage as provided by State Workers’ Compensation, and absence for jury duty.

d. During this period, evaluations may be provided at 30, 60, and 89

days.
     8.   Staff Meetings



   a.  Attendance for all employees are required at meetings called by the 

                   pastor, the head of staff, and will be considered time at work.
   10.
Members of First Presbyterian Church of Henderson as Employees
a. Employment of a member can be a complication or a joy for the

church and the member. As a church is like a family, employment of members hints of nepotism, which is usually not healthy.  If the community has an adequate workforce, the hiring of non-members is preferred, because it increases the possibility of ministering outside our circle.
b. The Church leads the way in volunteer service to the church and community as a way for Christians to express thanks for their salvation through Jesus Christ and gratitude for the gifts and talents given to them. 

11.  Elder - Employee Service on the Session

a. The church must realize that there is no safeguard against the election of an elder/employee to service on session.  A (Church Officer) Nominating Committee and the congregation must realize that to nominate and elect such a person could possibly create conflicts of interest and a “super-elder.”
12. Compensatory Time Off

a. This church requires that employees keep an account of hours on the job and the excess hours above the agreed upon workweek.  Hours worked beyond the agreed upon workweek must be approved by the head of staff (pastor).

b. The pastor as head of staff will verify earnings of compensatory time-off, approve the hours/days taken, and inform the Personnel Team when time off has been issued.  Compensatory time off is to be used as soon as practical after approval.
13. Salary

a. The pastor, music director, and church secretary will be paid by check on the 15th and last day of each month.  If this date falls on Saturday or Sunday, payment will be made on the preceding Friday.  If the regular date falls on a holiday, the preceding banking day will be the payday.  Other employees will be paid weekly.
b. Each paycheck will be subject to standard deductions in conformity with Federal income withholding tax regulations and the Social Security and Medicare benefits.
14. Vacation, Study Leave, Sick Leave, and Holidays.  

Paid time for absence from work is a benefit that should be coordinated, when possible, with the church’s schedule and approved by the pastor before time away from work is scheduled.  The Personnel Team should be advised when pastor or staff is absent from work.

a. Ordained Staff

    1.The position of Teaching Elder, when filled with a qualified,

        permanent individual, will be granted up to two weeks of leave for

        formal study to be recommended by the Personnel Team and

        approved by the Session.

    2. Vacation time will correspond to the presbytery’s minimum

        requirements and may be increased by the vote of the congregation.

    3. The pastor is enrolled in the Presbyterian Church (USA) Pension,

        Medical, and Death/Disability Plan.

   
    4. The pastor is primarily accountable to the presbytery and also to the

 
        congregation and session.
b. Non-Ordained Staff.  These are part-time positions and are eligible for

 
     the following:

1. Holiday pay if the holiday falls on one of the regularly scheduled

work days for a part-time employee.  These holidays are New Year’s Day, Martin Luther King Jr. Day, Monday following Easter Sunday, Memorial Day, Independence Day, Labor Day, Thanksgiving (two days), Christmas Eve, and Christmas Day.   

2. Jury duty pay (up to one work-week).

3. Merit increases in salary

4. Regular pay up to workweek agreement.

5. The staff is primarily accountable to the pastor, and also the Personnel Committee.

c.  Vacation

1. Vacation days with pay are granted to regular part-time employees

     based on the January 1 – December 31 calendar year.

2. A paid holiday falling in the employee’s vacation period will not be

charged as a vacation day.

3. Prior approval from the pastor is required before vacation is scheduled and may not be taken until accrued.  See Appendix 3.
4. Paid vacation will be granted after the Introductory Period according to the following schedule:

Years of Service                   Vacation Days
0 – 1                       1 per each 2 months service

2 – 5



     8

6 – 10


   10

    11 - 15 

              12


16 +   



   14

d. Sick Leave/Bereavement Leave 
1. Sick Leave from illness or accident is a time equal to one-half of

earned vacation time. 

2. Justifiable needs for absence are to be discussed with the pastor.  If the requested time for absence exceeds the available time, the leave must be granted by the Personnel Team in order for regular salary to continue.  Other arrangements can also be made with the Personnel Team.  

3. Absences of more than one week should be accompanied with a physician’s statement authorizing return to work.

4.   Bereavement Leave.  Leave will be allowed at full pay for a period of time determined by the pastor in case of death in the immediate family.  Immediate family is defined as parents, spouse, children, siblings, grandparents, and grandchildren. 

15.  Workers’ Compensation.  All staff members are covered by Texas

       Worker’s Compensation

16.  Social Security Participation.   All personnel are covered by the

Federal Old Age and Survivor’s Benefits Act.  The employee’s share of the tax is withheld from the wages of non-ordained staff.  The pastor is self-employed and makes their own Social Security payments.
Review, Records, Grievances

             17.  Annual Performance Reviews and Appraisals

a. Each year, prior to mid-September, a performance review shall be conducted for all church staff members.  The purpose of this requirement is to review individual job descriptions, evaluate the year’s performance, and set goals for the coming year.

b. The Personnel Team shall request a review of the pastor’s performance from the Session and the Personnel Team.  A suggestion of priorities and expectations of the pastor for the coming year will be the result of this review.

c. The pastor as immediate supervisor will evaluate the job performance of each employee and provide the Personnel Team with a summary of these interviews.  

d. Any staff member may request an individual interview with the Personnel Team.

              18.  Annual Compensation Review

a. Each year, prior to mid-September and prior to preparation of the annual budget, each member of the staff shall have an individual compensation review.  These reviews shall be conducted as follows:

1. Non-Ordained staff shall meet with the pastor and   the chair of the Personnel Team or a designated elder from the Team.  The staff member may also request an additional interview with the Personnel Team.

     2. The Pastor shall be reviewed by the Personnel Team.

               19.  Employment Records

a. Employment records shall be maintained for each employee

Under the supervision of the pastor and accessible to the Personnel Team.  Each employee’s folder shall include the following: employment application and personal data, copy of drivers license, copy of

                           social security card, references, background check, hire date, 

                           annual work objectives, summary of annual performance

                           reviews, salary records to include dates and amounts of

  



     change, vacation and sick leave taken.

b. These records shall be kept in a confidential file in the pastor’s

 
        office.

c. Staff members may examine written comments of their evaluations and make written comments on any aspect of it.  These comments will be submitted to the Personnel Team and placed in the employee’s file.

20.  Grievances

a. All problems arising from employment, or conditions of employment, are to be directed in writing to the pastor.  

b. In cases where a solution is not achieved with the pastor, the employee may appeal in writing to the Personnel Team.  

c. If the matter is still not resolved, the employee may appeal in writing to the session.

Sexual Misconduct

           20.  Policy
                  a. It is the policy of First Presbyterian Church, Henderson, to


 maintain a workplace free from any form of sexual misconduct or

   sexual harassment, by any employee, member, or friend of the

   congregation.  This policy is based on the Sexual Misconduct

   Policy adopted by the 203rd General Assembly (1991) and as it

   may have been amended.  See also Appendix 1, Child Protection

   Policy 

b.  The scope of this policy is not limited to the church building.  It includes all contacts in carrying out this congregation’s responsibilities with employees, volunteers, and others.

c. Any form of sexual misconduct or harassment is unacceptable behavior.

d. All allegations will be taken seriously, investigated, and appropriate corrective or disciplinary action taken as warranted.
      e. All employees and volunteers who work with children and youth are

                     required to read and sign off on the Child Protection Policy.
Separation, Termination

      21.  Separation for Ordained Staff


                     a.  The Personnel Team is responsible for reviewing the





     performance of the pastor annually or at any time requested by

 



     the session.

   b. Deficiencies identified by the Personnel Team are to be

       presented to the pastor.  The Personnel Team may counsel with

       the pastor or provide the proper agencies for counsel.  After an

 
    adequate time of counsel, the Personnel Team and the pastor

       shall report unresolved encumbrances affecting the work of the

       church.  If the session cannot resolve the encumbrances, the

       session and/or pastor may appeal to the Committee on Ministry

      of Grace Presbytery.  See Form of Government G-2.0905,

      Dissolution of Personal Relations.


       22. Separation for Non-Ordained

                     a. Voluntary Separation

                         An employee-initiated termination requires a minimum of two

 
   weeks notice and the reason for terminating employment.

                     b. Employees who voluntarily leave the employment of First


    Presbyterian church may be paid for vacation time not taken

 
    accruing up to the end of the preceding month, providing the

 
    required two weeks notice is given.

                     c. Vacation pay at separation will not exceed one-half year of

                         granted vacation time.    

                     d. In lieu of notice, the Personnel Team may use discretion in

      payment of wages and accrued vacation time.

23.  Termination

                           a.   Dismissal for cause may take place upon written notice from




              the Personnel Team after approval by the session upon

                                 recommendation of the pastor.

b. The employee shall only be dismissed after being given

     opportunity for counsel by the pastor.

c. The employee must have been given counsel as to work or non-work related deficiencies and adequate time to correct the deficiencies.

d. Reasons and deficiencies may include these and others: unsatisfactory performance, refusal to do work within the position description, insubordination to authority, incompetence, repeated tardiness, repeated unexcused absences, lack of discretion in confidentiality, or illegal, dishonest, or ethical conduct.    

e. Separation pay may be set at two weeks pay by the session; employment will end immediately.

f. No allowance will be made for accumulated vacation.

General Provisions


      a.   Staff Meetings


 Attendance by all employees is required at meetings called by

      the pastor, the head of staff, and will be considered time at work.

b.  Personal Appearance

 
 All employees should be well groomed, tastefully dressed, and

 
 present a cheerful disposition and helpful demeanor.

c. Good Housekeeping and Equipment Upkeep

Good housekeeping and equipment upkeep are the responsibility

of the church, each employee, and volunteers.  Cleanliness and





orderliness promotes safety, high morale, and comfort.  The

 


   Building and Grounds Committee chair and the pastor are to be




   informed immediately upon the malfunction of any equipment.

d. The church office is a business office that deals with finances,

   correspondence, records, research, and copying.  All of these

   duties involve intense concentration and deadlines.

e. Loyalty and Confidentially

Strict confidentiality in pastoral, financial, personal, and church’s





ministry matters, is required and deserved.  The church expects the

 



loyalty of all employees.  All members and employees should lift up

 



the mission, ministries, and pastor of First Presbyterian Church,

 



Henderson, and not comment about perceived problems, or

 



personal dissatisfactions with people, procedures, or policy.

f.   Safety




  Employees are urged to protect themselves from accidents that





frequently occur at home and workplaces.  These accidents are

usually caused from carelessness and by taking short cuts.  The

most common accidents occur from the use of ladders, cutting 

instruments, power tools, and electricity.   Use proper lifting

techniques with heavy or awkward loads.  



        g.  Emergencies

If a fire or accident of any kind occurs, notify the pastor or secretary immediately.  A first-aid kit is in the church office and the kitchen.  Fire extinguishers are in the narthex, church office, and kitchen.

i.   Weapons

No weapon of any kind will be brought onto the church property.

j.  Tobacco, Alcohol, Drugs

Tobacco, alcohol, and drug use are prohibited on the church property.

k.  Outside Employment

Employees may hold part-time work elsewhere but work at First Presbyterian Church, Henderson, will be the work of priority.

l.   Internet and Phone Use

Phone calls are secondary to personal conferences.  Personal calls should be kept to a minimum.  Internet use must be for business purposes only.  Phones and computers are the property of First Presbyterian Church, and are therefore not private.

Computer games are not an acceptable substitute for a work break.

m.   Conflict of Interest

When an employee’s recreation, other work, lifestyle, beliefs, or values conflict with the mission of the church, the employee is expected to initially recognize this dysfunction and sever employment ties.

24.  Employee Job Descriptions

       Each employee will be provided an up-to-date job description.

Pastor  (Hire date: June 1, 2009 and 2011)

Ministers in The Presbyterian Church (U.S.A.) have been ordained to be Teaching Elders for the whole church.  They are called by a congregation to be their spiritual leader, their minister, and to moderate the session.  They are not simply employees of the congregation or the session.  They are responsible to the people of the congregation, but not to them alone.  The Presbyterian system of checks and balances gives ministers membership in, and a primary accountability to, the presbytery.  The pastor is also accountable to the session through the Personnel Leadership Team, and will participate in the “Work Planning” annual review.

The pastor is to provide active leadership to the session, helping them develop an effective operation for developing programs for the congregation, overseeing a teaching ministry that will lead to spiritual growth of the membership, and awakening them to an active outreach to the community.

The congregation should give the pastor “space” for privacy and should not hold expectations that are unrealistic, beyond what is expected in other professions.  If the pastor requests privacy in segments of their life with the congregation, those requests will be honored.  A pastor is not expected to be “at work” all day, every day, but is to be responsive in emergency situations and available for counsel.

Performance and adequacy of compensation reviews will be performed annually by the session Personnel Ministry Team.

Music Director
The Music Director is a church employee, employed by the Session, supervised by and accountable to the pastor.

Duties include:  Working with the pastor and the Worship Committee in the planning of worship services, i.e., choosing of hymns, responses, etc., when requested by the pastor, and providing soloists and instrumentalists, as appropriate. 

Playing either piano or organ for all worship services, or making sure that the services have instrumental accompaniment should the organist not be available.  Programming the organ is paid the same as playing.

Holding a weekly choir rehearsal on Wednesday evenings for the purpose of preparing for worship services. 

Attending Worship Committee meetings, when schedule allows, making recommendations to improve or modify the music program.

Planning and carrying out special services, i.e., Holy Week services, “Lessons and Carols,” etc.  Our special services are during Lent (Ash Wednesday, Maundy Thursday, Good Friday, Sunrise), and Advent (Christmas Eve).

Advising the pastor when there are areas of concern.

In all church matters strict confidentiality and loyalty is deserved and required.

Participate in the “Work Planning” annual review by the Personnel Team.

These following points were agreed to with our current director, Jack

Brooks, as of August 2005:

- The position is a part-time position with no specific office hours.

- Lon Morris College Choir performs several Sundays during the school

 
         year.  These performances have priority over church events.  The

         church may count these days out as a “vacation” day.

- Duties do not include working with children’s choir, bell choir, or music

         lessons.

- Choir rehearsals are cancelled during the summer months.  Normally this

         means stopping rehearsals after Memorial Day and resuming

         rehearsals in late August.   

- Salary was set at $800/month ($100/Sunday, and $100/choir rehearsal).  - There is no extra compensation for special services that may take more

        rehearsal time.

- Two weeks of vacation and two weeks of sick leave are granted.

- Music Director Vacation/Sick Leave

Per side memo of agreement, Jack Brooks, Music Director, is provided two weeks each of vacation and sick leave.

         - Normally, the pastor and Music Director should not be absent on the

           same Sundays.

A performance review will be conducted annually by the pastor as head of staff and the Personnel Ministry Team on advice of the Worship Committee. The Session Personnel Ministry Team will annually review the adequacy of 

Compensation.
CHURCH SECRETARY

The church secretary is a church employee employed by the Session and directly supervised by the pastor.  The secretary is a primary source of information

regarding church finances and, as such, must work in concert with the Treasurer. The secretary is a resource to the Stewardship Finance Committee and may be asked to attend committee meetings. 

Record keeping and reporting are the primary responsibilities of the secretary. Financial statements presented to the membership must be understandable, concise, inclusive, comparative, and timely. A financial report should be given to the Session at every regularly scheduled meeting. 

The secretary must be approved by the Session in order to be authorized to sign checks. 

Financial duties of the secretary are listed in the church’s Financial Policy and Procedures.

The church may offer the benefit of additional training in Presbyterian policies and administrative procedures through the program, Association of Presbyterian Administrators (APA).  This training will greatly enhance the front office ability to exhibit a Presbyterian environment and can lead to administration certification of the secretary.  The secretary is strongly urged to take advantage of this benefit if offered. 
The secretary is responsible for governmental reporting to comply with community, state and federal regulations with respect to filing payroll tax reports such as the 941’s, W-2’s, W-3’s, 1099’s, etc. This includes the completion of Form 941 at least quarterly if not monthly or semi-weekly and payment of taxes withheld from payroll in the form of payroll tax deposits. State and local tax codes determine the method of payment and frequency and contact should be made with local and state tax offices for accurate information. The Financial Secretary is also responsible for any other IRS filings such as Form 990.

Duties and Expectations of the Church Secretary

· Overseeing the congregation’s financial records.

· Prepare monthly financial reports to the Session and Treasurer

· Monitoring spending and advising the Finance Team on the spending of budgeted funds in the current Operating Budget. 

· Oversee the maintenance of checkbooks. Signers for checks should be authorized by the Session. It is recommended that all checks over specific dollar amount set by the Session be countersigned. 

· Maintain books of accounts, journals, and ledgers associated with the church’s choice of accounting.

· Making payments for budgeted expense items. (see Church Finance Policy and Procedures – General, Expenditures)

· Providing financial information to the Stewardship Finance Ministry Committee.  

· Receiving money for bank deposit. (see Counting Team Guidelines)

· Overseeing the reporting and recording of pledges.  

· Recording the pledges and offerings each week, being sure to itemize each gift and the amount using the information provided by the counting team after the Sunday offering.

· Keeping of accurate records of all offerings. 

· At the end of each quarter the secretary totals the amounts received for each member and makes available copies of the statements to each member of the church who either makes a pledge or contributes. 

· Sending a year-end statement to each giver with the summary of all their gifts and pledges. 

· Reconciling the bank statement each month and report to the Treasurer.

· File all financial reports and see that a copy is kept on file in the office.  

· Advises appropriate committees if there are areas of financial concern.

· Comply, as required, with councils of the Church (Presbytery, Synod, or General Assembly) and governmental reporting requirements.

· Performing the function of administrative assistant (or secretary) to the pastor including typing, filing, routine correspondence and maintenance of calendar.

· Being responsible for the production of general and standard church materials by computer and the copier, and to oversee usage of machines by others.

· The filing of permanent church records.

· Only as directed by the pastor, the head of staff, to perform secretarial work for session committees, Clerk of Session, and organizations.

· Being responsible for the ordering of office supplies and equipment.

· Setting deadlines for the receipt of information and preparing documents for mailing, including announcements, and letters to congregation as directed by the pastor.

· Supervising volunteers as required.

· Advises appropriate committees if there are areas of concern.

· In all church matters strict confidentiality and loyalty is deserved and required

· Keep an account of hours on the job, sick time, and vacation time.

· Participate in the “Work Planning” annual review by the Personnel Team

· Perform any other duties as assigned by the pastor, as head of staff.

· Read and sign off annually the reading of the Financial Policy Manual.

· See that the approved list of individuals cleared to work with youth is kept up to date. Submit on-line information for clearance of new individuals.

The pastor as head of staff will conduct performance reviews annually.  The Personnel Ministry Team will annually review the adequacy of compensation.

Custodian

The custodian is a church employee, employed by the Session and supervised by and accountable to the pastor.  In general, the custodian sees to the details of cleaning and repair in order to present a pleasant environment for members and guests to enjoy.  It is not required that the Sexton be a member of the Building and Grounds Committee or work under its guidance.    

Duties

· Advise the Building and Grounds Committee if there are concerns about the building, equipment, and church property and if major repairs are needed.  
· Advise the Personnel Ministry Team if there are areas of concern in wages and working conditions.
· Arrange seating in the Fellowship Hall/sanctuary for various fellowship and worship events.

· Keep the building clean and well maintained on the inside and outside.

· Help maintain security of premises, serve as watchperson when able, assuring the building is in safe condition and locked when premises are vacant.

· Perform minor carpentry repairs, repairs to masonry, electrical system, and plumbing.

· Install or disassemble simple projects.

· As able, perform immediate temporary repairs in an emergency.
· In all church matters strict confidentiality and loyalty is deserved and required.

· Estimate or keep an account of hours on the job. 

· Participate in the “Work Planning” annual review by the Personnel Team.

· Perform any other duties as assigned by the pastor, as head of staff.
Performance reviews will be conducted annually by the pastor as head of staff and on request of the Building and Grounds Committee.  The Personnel Ministry Team will annually review the adequacy of compensation.

Nursery Attendant:

The Nursery Attendant is employed by the Session, supervised by and accountable to the pastor, and is required to have a background check.   The Nursery Attendants should be aware of the importance of this task as an opportunity of outreach from the congregation to the community.  The hospitality and attention extended to strangers who entrust their children to our care cannot be overemphasized.  Often the Nursery Attendant is a key component to whether parents of nursery age children will be interested in continuing worship in our church.  

Duties

· Be available in the Nursery classroom on Sunday from 9:30 a.m. until all children are picked up after worship.  Nursery lights will be turned on. If there are no children, the Attendant should remain until 11:20 p.m. 

· Care for children from infant to age six.    
· Maintain a cheerful disposition and helpful attitude with staff, church members, and visitors, providing a safe and hospitable atmosphere for children in the nursery. 

· Attend to the general care, diapers, bottle, holding and rocking, of all children, as needed. 

· Offer limited Christian education by example, by showing appropriate videos, singing Christian children's songs with the children, and/or by telling Bible stories that are age-appropriate. 
· Advise the pastor if there are general areas of concern. 

· Report immediately any illness or injury to a child to the parents, and also to the duty elder, or any session member, and to the Pastor as soon as possible. 

· Contact the head of the Personnel Ministry Team Claudia Morgan-Gray (903)836-2500, or Kathy Porter (903) 863-2300, or your direct supervisor, the pastor, (903) 658-1888, 392-8443 as soon as possible if unable to be present for work due to illness or personal emergency.  

· Dress appropriately and comfortably for Sunday mornings. 

· Only allow persons that have been approved by background check to remain in the nursery.   
· Normally, only the one attendant is required to oversee the nursery. 

· On closing the nursery, straighten up toys and furniture, put all trash in the wastebasket, and advise the Church Sexton if there is need for clean up.

The pastor as Head of Staff will conduct a performance review annually.  The Personnel Ministry Team will annually review the adequacy of compensation. 
Appendix 1       (Not Current for 2014)
Pastor Performance Review Form

Confidential

This is for individual, exclusive, and confidential use of the members of the Personnel Team and session.  This information is not to be shared.  It will be completed and handed/mailed to the Team Leader only.

Please rank the performance of the pastor in the categories below.  The evaluation should reflect the typical performance rather than the occasional, isolated performance.  Do not evaluate if you have not knowledge of a particular act or skill of the pastor.  

Here is the rating scale explanation:


0.  Not observed or experienced

 
1.  Consistently exceeds performance expectations


2.  Often exceeds performance expectations


3.  Generally meets performance expectations


4.  Often Performs below performance expectations

5. Consistently performs below performance expectations

Circle the number that reflects your experience or observation.  

I  Pastoral Ministry

a. Communication Skills

0
1
2
3
4
5   

b. Effective Articulation of Vision  
0
1
2
3
4
5   

c. Listening Skills


0
1
2
3
4
5   

d. Crisis Ministry


0
1
2
3
4
5   

e. Conflict Resolution


0
1
2
3
4
5   

f. Visitation of Shut-ins

0
1
2
3
4
5   

g. Grief Follow-up Ministry

0
1
2
3
4
5   

h. Conduct of Weddings/Funerals
0
1
2
3
4
5   

i. Teaching Skills


0
1
2
3
4
5 

j. Availability


           0        1         2         3         4         5

II   Worship Ministry

      a. Content of Worship Services
0        1         2         3        
4
  5    

      b. Sermon Content                             0        1         2        3         4
  5    

      c. Sermon Delivery


0        1         2         3        4
  5    

      d. Sermon Variety

           0        1         2        3         4
  5       

      e. Encourages a Spirit of Worship     0        1         2         3         4
  5

      f. Competence in 

         Administering Sacraments              0        1         2        3         4
   5    

III   Leadership

a. Organizing the Church for 

                Effective Ministry                     0        1         2
3          4          5

b. Building a Cohesive Session/

Ministry Teams                        0        1         2        3          4          5

c. Committed to Outreach 

Visitation                                  0        1         2        3          4          5

d. Committed to Outreach 

Training                                   0        1         2        3          4          5

e. Committed to Disciple 

Development                           0        1         2        3          4          5

f. Reaching Out to 

Non-believers

          0        1         2        3          4          5

g. Overall Rating as a 

Leader


          0        1         2        3          4          5

IV   Church Administration

a. Leadership of Church Staff
0        1         2
3          4          5

b. Assistance to Session, 

Committees,  


0        1         2        3          4          5


c.  Organization Skill                     0        1         2        3          4          5         

d. Timeliness in Correspondence:


Response to Telephone Calls,  

E-mails



 0        1         2        3          4          5
 


e.  Delegation Skills


 0        1         2        3          4          5
 

V    Personal Qualities


a.  Appearance, Grooming

Health 


            0        1
2        3          4          5



b.  Engaging Others

            0        1         2        3          4          5

c.  Affirming Others

            0        1         2        3          4          5

VI   Community/Denomination Participation

a. Participation in Presbytery         0        1 
2        3          4          5
      

b. Participation/Cooperation


With Other Pastors
       
   0        1         2        3          4          5
      

c. Promotion of Social Justice        0        1         2        3          4          5              

d. Image in the Community             0        1         2        3          4         5             
VII  Narrative Evaluation

  A.     What strengths are most evident in the service/ministry of the pastor?

 B.  What is your evaluation of the overall effectiveness and potential of the

      pastor?

C.   What are the present factors in the life of the congregation which either

      strengthen and/or weaken effective pastoral leadership?

D.  In what particular areas would you like to see continuing growth in our 

     congregation?

E.  How can the Offices/Members of the congregation help with this growth?

Signature

Date ____________________

Signature is requested.  All names will remain confidential; however, summary comments will be shared with the pastor. 

Appendix 2

ABSENCE REQUEST FORM
(
VACATION


OR

(
TIME OFF WITHOUT PAY









Date: ________________

Name: _______________________________________________________________

Dates Requested: __________________________________________________________

Vacation Days used: ________________________________________________________

Approved by: ____________________________

Pastor

_______________________________________

    Personnel Chair

(Retain copy in personnel file)
Office Staff Holidays: New Year’s Day, Martin Luther King Jr. Day, Monday following Easter Sunday,  Memorial Day, Independence Day, Labor Day, Thanksgiving (two days), Christmas Eve, and Christmas Day. 
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