PERSONNEL COMMITTEE

Committee Description

PURPOSE

To provide an orderly, focused, and considerate means for the session to build a healthy work environment.

MEMBERSHIP

The committee is comprised of not less than three (3) persons who shall be members of the congregation and shall not exceed seven (7) members total. Congregational members are selected by the committee elders and members. Three-year terms are suggested. Two (2) elders currently serving on session will serve on this committee with the senior elder serving as chairperson and the other elder as secretary of the committee. The pastor(s) and the church administrator will provide staff services for the committee. Membership is reported to the session by the April session meeting; membership changes are reported throughout the year as information items to the session.

RESPONSIBILITIES

1. Maintain a working knowledge of the Book of Order provisions for called/ordained, professional, and support staff.

2. Maintain the personnel policies of the session, recommending to the session updating and changes as needed. Implement the policies under the guidance of session.

3. Review and annually oversee any revisions of position descriptions for all staff in conjunction with the individual annual performance appraisals.

4. Provide for hiring, supervision, reviewing, and terminating non-ordained staff, in cooperation with other appropriate committees.

5. Coordinate the work of ordained and professional staff, assisting in the development of leadership goals and objectives (documented on performance planning forms). This includes their annual individual performance appraisals, conducted in cooperation with other committee representatives. Establish a liaison relationship with called/ordained, professional, and support staff. 

6. Develop an annual budget for staff compensation and benefit packages, and recommend and present a final budget to the session for adoption.

WORK PLAN FOR THE YEAR

Submit an annual committee work plan to the session, including goals, objectives, specific activities with a calendar (“Tickler Calendar”).

EVALUATION OF THE YEAR’S PROGRESS

Prepare an annual report to the congregation that evaluates the committee’s accomplishments under the work plan and reports on the surprises that happened during the year.
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