Section 12

PERSONNEL
FORM DESCRIPTION FORM NQO.,
Personnel REGUISITION .....c.ccceuriiienrenicninmiiniiccciniecnsscc st cstssscssenssessesessesenss 12-01
Temporary Help ReqUISItION ........cccviviniiiiiiniiiiiiiiininnnisssenenesnssennes 12-02
Position Description WOrksheet .........ccooueeiimieiiivirecncnicincccnrnrcecceciccsceeenaes 12-03
Application for EMPIOYMENt ..ottt s esenes 12-04
Application for Employment - Internship Supplement...........ccccooveveinrnninniinnnnnne. 12-05
Minister's Profile INformation..........c.oeviveimnnniniinninicnininniiiesscsenenc e 12-06
Personal Interview Evaluation ... 12-07
Position Questionnaire For Support Staff........cccccoceiviveinivnnicncnniniennncicinenenes 12-08
BOOKKEEPET TESL ...eveverenrrenecniireniietnssasssasscesisssssiisis i ssssssssssssssssesssesssssssssesesasessasssasns 12-09
Reference Check - By Mail ......cccoiviiinnininiiniiiiciccncieinieiciesssssesssssssssesens 12-10
Reference Check - By Telephone ... 12-11
Reference ChECKIISt .....couieveeieiiiicenieinicecnicnenecnrtsrstseseses e caesses e sas st st sss b s b nes 12-12
Application for Preschooler, Children or Youth Worker ... 12-13
Authorization for Criminal/Court Records Check........cocouiviniviininininiiiiiinincncnennne. 12-14
Affidavit of Good Moral Character .........cevivcvininininieinininimccseeeseese s esesens 12-15
Authorization and Release of Information...........c.ccoevvevininiiiniinininininieene. 12-16
Prior Employment Release FOrmM......uvieeiinicnistntssescseseeeessacsessines 12-17
Employment RecOmMMmENdation.........ceuveeceeeenininieieieseeestsnnsstsesesnsnsese s nscscssssssnes 12-18
Salary Administration Plan ... 12-19
Budget Checklist for New Hires......covuerevememeinisieiineiiss e sssssesesessesesescssenss 12-20
EMPIOYMENt CONIACT ....ccvveterririririrerennnsniesssssess ettt ssse st sess st s tsasssssssasnonans 12-21
Employee/Self-Employed Status REVIEW ....ouovveeeeiieiiiiiiitcceiiscencesisissssiiae 12-22
Payroll AUhOTIZAtION. ......cc.ccuiuiuiveritrirece sttt enaeas 12-23
Personnel RECOId .....vevveeeeveiireennieeieeecreniensisscstesnineecsneres e ssessesbesbsbs st assassasssasasssnnss 12-24
Personnel Information and Approval...........ciiininrinnneenescsstessessessessesennes 12-25
Employee Orientation ChecKlist........oouiiiiniieeccenceciiaans 12-26
Safety Orientation for New EmPIOYEE.......cvvvererererirniniiceceenceeenen e 12-27
Computation of Minister's Housing ALlOWaNCe........ccovuveeiriemninineeensiecsiiiisiinenienns 12-28
KEY RECEIPL..cucucueirietitiiiitiiniisetetries et a st s b et st 00 12-29
Ministry Property Issued to EMPIOYEE .......coourmmmminirieiiiitininiitrcttstecenceeeennes 12-30
Employee Uniform RECEIPL c.....cuevrmriveveereremrinnninicntnicststsnsienssssse st sissssscssssassaenss 12-31
Employee Statement of Acknowledgement - Receipt of Employee Handbook............... 12-32
Comments Regarding Operational Manuals...........coveeoeeeieeninicnineniennenesccneticines 12-33
Time Away Planning SHEet ......cvvcvrmieirieieiiniiiinre ettt 12-34
Request for Continuing EQUCALION.........coceeeiriieiiinriien ettt 12-35
TEAVEL PIAN o.cviereeceieterterreeeeetsstcee e scsssttsses e s ssnesaess s nesae s e ss s b s e s b e e b s nann et asaasanssanans 12-36
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Section 12 - PERSONNEL (Continued)

FORM DESCRIPTION FORM NO,
Trip AULhOTIZAtION ..coveuriiiiiiiiiitiitct s sa e senns 12-37
Travel Coordinator WOrksheet ... 12-38
Request for Time-Off During Day.........coccvueuemrmiiniuiincniiiccccenesccieccee s 12-39
Leave AUthOTIZAtION ......ccoverreerereenmrecereriiinitsstsiesesscsissessse st sseste st ssessse st ssassnssanenesneane 12-40
Vacation REQUESE .....cccoveverirmireniniiiininiiiie e st s s sss e nssssne e snssene 12-41
TIME AWAY LOZ c.uerreecmriiiciiiiiiiin st ssass s sas st sn b es bbb e snb e s st snstens 12-42
Employee Overtime AuUthOriZation...........vveuememeerieererininirieseeeiietii s ettt saeses 12-43
Payroll and Personnel Change NOLICE ........ocevvrreuiieriieriniiiieinitneree st 12-44
New Employee Probationary Period Evaluation .............cceeivnnenreneneeneeennnccscennens 12-45
Self-Appraisal by EMPIOYEE ...ttt 12-46
Growth Planning SHEet ..........ccocvieiiiiininmiicniciitnintssest et bessss s neseesessnes 12-47
Development of Position and Personal Ministry Objectives.........cceevuiviveieeennnnennnnene. 12-48
Employee EValuation ..........oeviccinnenmsininiesiesinessites st sssssssss s s s ssssssasssssnses 12-49
Employee Evaluation .......c..vciiiininiieineeninnsseenstsnnerestsesss et issessssssess 12-50
Employee Evaluation Checklist.........eurreieiiernrninieetneceetieenceeseces e 12-51
Employee Performance REVIEW.........cuiuveeinieiniireiiniesniiee st sssssssssssssssssssssos 12-52
Performance EvValUation...........cceeevevereenenenneneeccennninreescniestsssessissesesseestssessssessesssssosessenees 12-53
Pastoral/Department Head Effectiveness Evaluation ..., 12-54
Ministry Leader EValuation .........ccviiinnierinienieninieeinieennnesscessneessesse s sssiessssesesnons 12-55
Pastor/Teacher EVAIUALION .......ccevueeiriereiinetrricnresicceniecsssisscssssissessessssessessessnsanessons 12-56
Work Simplification SUZZESHION.......ouciviuririiiiieiniiitieetcteteiisnre st ss s nanses 12-57
Employee Safety SUSEESLION ........crueereeereenetentcceenens sttt s sesssssesesenenessseneas 12-58
Monitoring Effectiveness 0f Phone USe ........o.oveeieiieinieiiniieneeeneiiccicenesnesenes 12-59
Accident Investigation REPOTt ... e snseseeses 12-60
Position Description EValUuation ...t eseescssesees 12-61
General Description of Responsibilities and Requirements of Employee's Position ...... 12-62
Description of Daily ProCedures..........covuvireuemneemrineininisesssiseseeienesensnnnessssssetsessssseins 12-63
Description of Weekly Procedures ........ouvueemereremnensiiisisinieioiiessesnnsesesesessscsssssssssns 12-64
WEEKIY OFfICE TASKS...veumeeencrcirercaraimisississeseseiessssnssessssssssssssesassssesssasssseseseseseseasasacses 12-65
Description of Monthly Procedures..........oeemieiecineiinnieninniccseensenesecciencssninns 12-66
Description of Annual Procedures.........oceieeiinniininnennnneeessisiscsieissiiessnsnsssssiaes 12-67
Record of Verbal Warning - Progressive Discipline Procedure .......c.coueevciniiciicnnnnnne. 12-68
Employee Separation Checklist ..........ocuuiririnininiinicnisccceecccccciiiinnee 12-69
SEPAration NOICE....cccvveuiiriuiriisiinrtiesrieisstetsssrstsssss sttt ts e esesssesesessnsasasasasssssasasasies 12-70
Employee Exit Interview ChecKIist .........coueeeueuemneueenniecemccciiniiiiinnsne s 12-71
Consent to Disclosure of Employment Reference Information .........ceovvvvevenicieiesenennnnnns 12-72
Analysis Of ADSENECISIL.......cveviviiirriirereinnietststtss e 12-73
ANALYSIS Of TUIMOVET .....ccurimirirminirriietsisssssrssssssst st sesssses st sasne b snas 12-74
Personnel/INSurance StatiStiCS........cevvererinsistisiaiiiniiniesissinenieseseesesssssssasssssessssssessssessasess 12-75
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FORM DESCRIPTION FORM NO,
SECOND EDITION ADDITIONS:

Employment INtErVIEW.....c..ccciceviriiiniiimiiiiniiiissssiiiisssssssssssssssssssssssssssesseseas 12-76
Offer of EMployment LEtter ........ccccoiviiieereineniiiiinciescenncnsnsnescinnsesssssssnesesnaes 12-77
EXit Interview QUESLIONNAIIE ......cccvvvrverreernrereriecnentisneseesresneseersessessesssssesseesessesssssnssnesseses 12-78
Notice and Authorization for Consumer Report..........ccvviriininvinvecscniniiniinccninsnneninnes 12-79
Sample Adverse ACtion Letter ..ot esssesesenes 12-80
Sample Rejection Letter of Applicant ........oveiiiicicincnininininnteensne e 12-81
Sample Termination LEtter ...t easssssesesse e eans 12-82
Sample Severance AZrEEMENL .........cuiiiniriirriiimiesiissiniirisrssssrsesenssesssssssinses 12-83
Voluntary Separation Checklist........covevvmrmemirmneitiiritieeccticene ettt 12-84
Safety Code of FirstChurch, INC. ...ttt 12-85
Employment Performance REVIEW ........cuvemviniirinniiniinncnniniiinennrinee e 12-86
Reasonable Accommodation Based on Disability Request.........ccccevninicinnicsensncnennne 12-87
Flexible Spending Accounts — Enrollment FOrm ...t 12-88
Flexible Spending Accounts — Reimbursement Claim ..........ccovvvvemveeiivneninnnineencernennes 12-89
Health Insurance Plan WaiVer .........cceeceiininicninininsniisssssiiiassnisssssesessones 12-90
Statement of CONfIdentiality .......ccveuerrieereenirrrrrirerieienirceesrereiecnteeesnnesesuessessessesssnensses 12-91
Acknowledgement of FirstChurch Code of Ethics .......couvevvieeirincnniineennennenas 12-92
Shared Leave Donation.........coeeeeeerrneirccsrsesensscmscsnscsassemsissssisssesssssssssssssssssssssssssssens 12-93

IMPORTANT NOTICE TO PURCHASER OF RESOURCE

This resource has been prepared solely for illustrative purposes. The sample forms in this
manual are not intended to be a final product. They are instead a template for you and
your professional advisors to use in developing your own customized forms. Every
ministry is different. Therefore, its forms and documentation must reflect those
differences and specifically address needs that are unique to your organization. The
material in this manual can serve as a good starting point in developing needed forms, or
in reviewing and updating existing ones. The resource is not intended to be all-inclusive
with regard to laws and regulations and under no circumstances should it be relied upon
for that purpose. Furthermore, because laws and regulations do frequently change and
vary from one state to another, some materials in this resource may be outdated or not
applicable. The services of competent accounting, legal, or other professional advisors
should always be sought to review initial drafts and all final documents, prior to
implementation, regarding those specific applications of professional standards, laws, and
regulations that directly relate to your ministry.
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