
 

 

 

 

 

Mt Zion Personnel Policies 

(Revised March 2022) 

  



Mt Zion Personnel Policies (revised April 2019) page 2 
 

Preface 

 These personnel policies have been prepared in order that all personnel of Mt Zion 
Evangelical Lutheran Church may know the terms that will govern their relationship with 

the church.  It is the responsibility of the pastor and the Personnel Committee to 

administer these policies.  Questions regarding interpretation of policies should be directed 

to the chair of the Personnel Committee.   

 This set of personnel policies is intended to merely be a guideline.  It is not an 
employment contract and should not be construed as such.  Furthermore, no promise, 

statement, or writing made by any church representative may be interpreted to constitute 
an employment relationship other than “at will”.  Rather, employment with the church is 

“at will”, terminable by either employee or church at any time, without notice, with or 

without cause, except as otherwise provided by law. 

 Note:  In the absence of a Personnel Committee, the Executive Committee will serve 

its role, as defined herein. 

 Note:  In the absence of a pastor (i.e. no long-term or interim pastor is currently 
assigned by the synod), the Executive Committee will serve the pastor’s supervisory role, 

as defined herein. 

General 

 Exceptions 

 Exceptions to these personnel policies may be granted from time to time by the 
pastor or the Personnel Committee, when it is judged that such exceptions are in the best 

interest of both this church and the employees concerned.  Exceptions should be reported 

to the Congregational Council and noted in the personnel file. 

 Amendments 

 The Congregational Council may, from time to time, adopt amendments, 

corrections, additions, or deletions to these personnel policies.  Any such changes shall 
apply both to persons employed at the time the change is adopted and to persons 

employed thereafter, unless the Congregational Council’s action specifically provides to 

the contrary. 

 Pastoral Call 

 In addition to the information contained herein, the employment of a pastor by the 

church is also governed by the statement of call, which is approved by the Congregational 
Council, synod, and pastor.  In case of conflict, the statement of call takes precedence 

over any individual policies defined herein. 

Definition of Terms 

 Employee 

 As used herein, the term “employee” shall apply to any person in the employ of the 
church who performs executive, administrative, secretarial, clerical, or service functions 

on an established salary basis, including pastor, parish administrator, director of choirs, 

etc.   
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 The term “exempt employee” shall mean an employee who meets the conditions for 

exemption from coverage by the Fair Labor Standards Act.  The term “non-exempt 
employee” shall mean an employee who is covered by the Fair Labor Standards Act.  Non-

exempt employees are eligible to receive overtime pay, at the rate of one and one-half 

times their regular rate of pay, for time worked in excess of 40 hours weekly.  Exempt 

employees are not eligible to receive overtime pay. 

 Employing Unit 

 As used herein, the term “church” shall mean Mt Zion Evangelical Lutheran Church. 

 Supervisor 

 The pastor is responsible for the supervision of day-to-day activities of all other 

personnel, unless the pastor delegates this duty to another church body (e.g. custodian 
may be supervised by the Property Committee) and this delegation is recorded in the 

personnel file.  The Congregational Council is responsible for supervision of the pastor, 
resolution of personnel issues beyond the pastor’s ability to handle, and supervisory 

decisions with long-term consequences (e.g. hiring, firing, rental agreements). 

 Full-Time Employment 

 Full-time employment means employment on a regular schedule of 40 hours per 

week. 

 Part-Time Employment 

 Part-time employment means employment on a regular schedule of less than 40 

hours per week, other than employment classified as temporary employment. 

 Part-time employees working 20 hours or more per week will accrue the following 
benefits on a pro-rated basis:  vacation, sick leave, holidays, and personal days, pursuant 

to procedures established from time to time by the pastor and Personnel Committee. 

 Temporary Employment 

 Temporary employment includes any employment classified as such by the church, 
in consultation with the Personnel Committee, including, but not limited to, summer, 

irregular part-time, or seasonal employees.  Temporary employees are not eligible for any 
of the benefits provided under these policies.  However, temporary employees are subject 

to Social Security (FICA) contributions to their wages. 

 Contractor Employment 

 Contract employment includes any employment classified as such by the Personnel 
Committee in accordance with IRS guidelines for independent contractors, for example, a 

written contract assigning scope of work for a specific duration, working independently 

(usually off-premises with own equipment/tools and without church keys), and the church 
can only control the result of the work (not what work is done or how).  Independent 

contractors are governed by the terms of their contract (which must be signed by a 
representative of the Congregational Council and reviewed or revised annually) and any 

policies contained herein that refer specifically to contractors or generally to personnel.  
Independent contractors are not subject to FICA; instead, the church will provide an IRS 

1099 report for each year which the contractor provided services.  The contract should 

specify the contractor’s supervisor.   
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 Personnel 

 The term “personnel” includes all employees (full-time, part-time, and temporary), 

all independent contractors, and all volunteers. 

 Volunteer 

 The term “volunteer” as used herein is limited to those who have chosen to serve in 
one of the employee positions without compensation for that service.  Although they are 

not paid, the other sections of these personnel policies apply (e.g. background checks, 

behavior). 

Service Time 

 Creditable Service Time 

 If an employee’s service has been continuous, the date from which creditable service 
is computed will be the date on which the individual commenced employment with this 

church. 

 Reinstatement 

 If a former employee is re-employed after an absence of one year or less, they may 

be reinstated without loss of creditable service time. 

Recruitment and Employment 

 Inclusiveness in Employment 

 This church is committed to both the spirit and applicable legal requirements of 

equal employment opportunity and affirmative action.  Consistent with this commitment, 
it is the policy of the church to engage employees without regard to race, color, religion, 

national origin, sex, age, handicap, veteran status, marital status, or sexual orientation 

(or any other type of discrimination prohibited by applicable federal, state, or local laws). 

 Application Form 

 An employment application form must be completed by all applicants for all full-

time, part-time, or temporary employment.  

Background Check 

 Background checks will be performed for all applicants about to be offered full-time, 
part-time, temporary, or contract employment or who are about to begin serving in one 

of these positions as a volunteer.  Background checks may be performed for existing 
personnel from time to time at the supervisor’s discretion.  All personnel will be expected 

to sign a consent for background checks, which must be filed in their personnel record 

before the check is performed.  

 Personnel Records 

 The pastor will maintain an individual file for each employee and contractor, 
containing their pertinent documents (e.g. employment application form, contract, payroll 

authorizations, salary information, attendance records, performance appraisals, sabbatical 
leaves, continuing education leave, results of background checks, records of disciplinary 

action).  A similar file will be maintained for each volunteer, if any documents apply (e.g. 
background checks).  These records are personal and will be kept in a locked file with 
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access only by persons authorized by the pastor and the Personnel Committee.  However, 

personnel have the right to review their individual files at a time mutually convenient to 

the parties concerned. 

 Employment of Relatives and Contractual Agreements 

 Within the church, persons who are related will not be employed or engaged under 
contract in a relationship wherein one relative reports to the other; however, two related 

persons may share one position.  Relatives are defined as son, daughter, mother, father, 

brother, sister, husband, or wife. 

Hiring Process 

 When a staff position needs to be filled (especially for paid positions, but optionally 

for volunteers as well, if there are many people interested in the position), and an ideal 
candidate is not already apparent, the Congregational Council will establish a hiring team 

consisting of the pastor, one or two members of the Personnel Committee, one or two 
people with HR or hiring experience, and one or two people who have knowledge of this 

position.  The team will  

• select a chair (preferably not the pastor)  

• define the job description (tasks, responsibilities, and qualifications)  

• set the compensation (full-time/part-time, salary, benefits) with the approval of the 

leadership board and budget  

• post the job opening with a deadline for applicants to provide resumes (including 

completing an application form and an authorization for background check)  

• review resumes and rank the candidates  

• interview top candidates (by phone first if necessary to narrow the field, then in-

person with the best few candidates)  

• review interviews and choose the best candidate  

• recommend this candidate to the Congregational Council.  

 Interviewers should not ask questions about personal religious affiliation (work-

related religious questions are OK), marital status, citizenship, political affiliation, 
ethnicity/race, plans to have children, where they live, arrest status, drug use, age, native 

language, family/siblings, sexual orientation, disabilities, health, or status.  Interviewers 

should focus on learning whether the candidate will be good for the church.  

 When the council has approved the candidate, the president will write a letter of 
employment offering the job to the candidate, defining the start date, and listing the job 

description, compensation, and supervisor, with one copy going to the candidate and one 

to the candidate’s personnel file. 

Behavior 

 Christ-Centered Behavior 

 Personnel are expected to treat others with dignity, respect, compassion, and 
integrity in the course of executing their duties.  Personnel are expected to contribute to 

the church community by keeping a positive attitude.  Personnel are expected to refrain 

from using language or comments that will hurt or humiliate fellow team members. 
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 Equipment/Facilities Usage 

 Personnel are not to use church equipment or facilities for personal reasons without 
prior approval (e.g. facilities rental agreement).  Supervisors have the right to inspect 

church equipment/facilities (including internet traffic and phone logs) at any time.  Church 

will provide secure storage to personnel upon request (e.g. locked office, locked storage), 

but church is not responsible for loss or damage to personal property. 

Relationships in the workplace 

Purpose 

The purpose of this policy is to minimize the risk of conflicts of interest and 

promote fairness in the workplace. 

Scope 

This policy applies to all Mt. Zion Lutheran Church employees. 

Definitions 

For the purpose of this policy, the definition of “personal relationship” includes any 
familial relationship by blood or marriage; any present or former romantic, dating or 

sexual relationship; or any other similarly close personal or legal relationship, such as a 

guardian or employee residing in the same household. 

Responsibilities 

Mt. Zion Lutheran Church leaders are not permitted to have a personal relationship 

with an employee whom they directly supervise or for whom they have the authority to 

influence terms or conditions of employment.  

Examples of terms or conditions of employment include promotion, termination, 

discipline, performance review and compensation. 

Reporting 

Mt. Zion Lutheran Church leaders must disclose personal relationships within five 
(5) workdays of the employee’s start date or the establishment of the personal 

relationship. Disclosure should be made to the executive board. 

In any situation that could be construed as a violation of this policy, each 
employee involved in the personal relationship has an obligation to promptly report the 

situation to the executive board. 

It is the responsibility of all Mt. Zion Lutheran Church employees to report any 

suspected violations of this policy. 

Exceptions/Violations 

Employee conduct outside of business hours and outside Mt. Zion Lutheran Church 

premises is generally regarded as private, as long as such conduct does not create 

problems within the workplace. 

Mt. Zion Lutheran Church reserves the right to make such employment decisions 
as are necessary to reduce organizational risk. Situations not specifically included in this 
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policy, but where the opportunity for influence may exist, will be reviewed on a case-by-

case basis by the executive board. Exceptions to this policy require the approval of the 

executive board. 

Employees who violate this policy are subject to disciplinary action, up to and 

including termination. 

Harassment and Discrimination-free Workplace  

Mt Zion Lutheran Church is committed to providing a professional work 
environment that is free of harassment and discrimination. This policy reinforces Mt 

Zion’s commitment to that end. 

  
All individuals have a legal right to a workplace free from harassment and 

discrimination.  Preventing harassment and discrimination is everyone’s responsibility.  
A perpetrator of harassment or discrimination can be a supervisor, co-worker, or anyone 

in the workplace.  
 

Accordingly, this policy applies to all persons involved in the operations of the Mt 
Zion Lutheran Church and prohibits discrimination and harassment by or of any 

employee, intern, temporary worker, volunteer, visitor, contractor, vendor, or anyone 
else on church premises.  

 
Church policy prohibits sexual harassment (by members of the same sex and 

opposite sex), and harassment or discrimination based on race, religion, creed, color, 
national origin, ancestry, sex, gender, pregnancy or related conditions, age, physical or 

mental disability, veteran status, sexual orientation, gender identity, the status of being 

transgender, genetic information or any other type of discrimination protected by law.  
All such harassment and discrimination is against federal, state, and local law.  

Harassment is not limited to the workplace itself, and can also occur while traveling for 
work, at church-sponsored events, or through calls, texts, emails, or social media, even 

during non-work hours.  
 

Prohibited harassment includes but is not limited to the following behaviors:  
 

• Verbal conduct such as epithets; derogatory remarks, statements, jokes, or 
pranks; slurs; offensive or objectionable comments; bullying, yelling, or name-

calling; or other intimidating or humiliating conduct;  
• Physical conduct such as unwanted touching or sexual advances; touching, 

pinching, patting, poking, grabbing, or brushing against another’s body; 
blocking normal movement or sabotaging or interfering with an individual’s 

ability to perform work; destroying or damaging a person’s workstation, tools 

or equipment; assault; rape; sexual battery; molestation; or any attempts to 
engage in any of these types of behavior; 

• Subtle or obvious pressure, threats, demands, advances, or propositions to 
submit to sexual requests as a condition of continued employment, to obtain 

some employment benefit, or to avoid some loss, including, but not limited to, 
hiring, promotion, performance evaluation, continued employment or any other 

terms, conditions or privileges of employment; and  



Mt Zion Personnel Policies (revised April 2019) page 8 
 

• Any other conduct that interferes with an individual’s work performance by 

creating an intimidating, hostile or offensive work environment.  
  

Complaint Procedure: If you believe you have been harassed or discriminated 

against, or you are aware of any harassment and/or discrimination against others, you 
must report your concern verbally or in writing to the member the Executive commitee, 

or the Pastor as soon as possible after the incident so the Church can quickly and fairly 
resolve your concerns. 

 

Where to report rostered minister (ordained clergy or deacon) sexual misconduct: 

Report to the Greater Milwaukee Synod if this synod is 

a) where the misconduct occurred 

b) where the rostered minister (clergy or deacon) is currently located 

c) where the victim is currently located. 

Main Telephone: 414-671-1212 

PO Box 341695 

Milwaukee, WI 53234 

Phone: 414-671-1212 

Any conduct, even a single incident, must be reported and addressed under this 
policy. The report should include details of the incident(s), the names of the individuals 

involved and any witnesses. Any report of harassment or discrimination must be made 
in good faith. All harassment and discrimination reports will be referred to the Executive 

committee. The Church will undertake a prompt, thorough and objective investigation of 
the report, and will endeavor to protect the privacy and confidentiality of all parties 

involved to the extent possible, consistent with conducting a thorough investigation. All 
employees, interns, temporary workers and volunteers are required to cooperate with 

any internal investigation of harassment or discrimination.  
 

If the Church determines that harassment or discrimination occurred, the Church 

will take effective remedial action. Any employee, intern, temporary worker or volunteer 
who the Church determines engaged in harassment or discrimination, including 

managers who engage in such behavior, or who knowingly allow such behavior to 
continue, will be subject to appropriate disciplinary action, up to and including 

termination. The reporting individual will be advised of the results of the investigation.  
 

Child Protection Policy and Procedure 
 See external document titled, MTZ Child Protection Policy 
 

Performance Evaluation 

 Policy 

 It is the policy of the church to establish an annual performance evaluation system 
that is responsive to the mission of the church, that encourages development of 

employees, that supports churchwide organization goals, that fosters acceptance of 
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responsibility, that recognizes the diversity of our gifts, that allows joint participation of 

supervisors and personnel, and that is equitable and responsive to its personnel. 

 Performance Review and Appraisal 

 All personnel of this church will be subject to a probationary period of three months 

from start date, after which they will receive a performance review from their supervisor 
to discuss performance, provide feedback, and be considered for permanent employment.  

At the discretion of the supervisor, they may also receive a performance review after six 
months.  The format for the three and six month performance review may be that of a 

memorandum or other summary report. 

 All personnel of this church should receive a performance review from their 

supervisor annually.  

If any personnel wish to contest a rating, they may submit a dated, written request 

for reconsideration of their performance rating to their supervisor and the Personnel 

Committee. 

 The Personnel Committee will monitor the schedule and process for performance 

appraisals, and a copy of the completed appraisal will become a part of the personnel file. 

 Progressive Corrective Action 

 When performance does not meet the standards or expectations necessary for 

acceptable performance of the job, but the shortcomings may be of the nature that may 

be reasonably viewed as correctable, then the church will follow a progressive action policy 

in order to give a clear format for both supervisors and personnel. 

 The process for progressive corrective action will be as follows: 

Step 1: The supervisor shall advise the personnel of deficiencies and suggested 

corrective action.  This conversation between the supervisor and the 

personnel is to be documented. 

Step 2: If performance continues to be unsatisfactory, the supervisor shall again 
counsel with the personnel, and if necessary, place on probation.  This time, 

however, the counseling shall also be put in writing (a copy shall be given 
to the personnel) and entered into the personnel file.  Both supervisor and 

personnel shall sign this to acknowledge that they were part of the 

discussion. 

 Probationary periods may be established for 30, 60, or 90 days.  The 
summary of the conversation should include a specific statement that 

failure to resolve the work-related problem may lead to termination.  If the 

personnel fails to perform specific acts set forth in the probationary period, 

termination may come before the end of the probationary period. 

Step 3: If the conditions of the probationary period are not met, or a performance 

problem is not resolved, the personnel is subject to termination. 

 Separation by Mutual Agreement 

 Personnel and their supervisor may reach a mutual agreement, following discussion 

of a work-related issue, whereby the interests of both would best be served by separation 
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of the personnel from employment.  Under such circumstances, the separation would be 

without prejudice, and no further action would be taken. 

Compensation Program 

 The compensation program for employees is determined from the yearly amount 

budgeted from the annual stewardship results.  Individual performance will be evaluated 
and merit increases may be allocated accordingly.  The compensation program for 

contractors is governed by the terms of the contract and should be reviewed following the 

annual budget process. 

 Overtime 

 Overtime, when properly authorized by the immediate supervisor, will be paid to all 

non-exempt employees.  Exempt employees are not eligible for overtime pay. 

 Employees eligible for overtime pay will be paid at the rate of one and one-half times 

their regular hourly rate for time worked in excess of 40 hours in any normal work week. 

 The supervisor will have the option of granting an employee equivalent time off for 

hours worked in lieu of pay, and the time is to be taken within the same pay period (“flex 

time”). 

 Pay Periods 

 Pay periods for all employees will be semi-monthly, and payment will usually be 

made on the 15th and the last day of the month.  If a normal payday falls on a non-

working day, paychecks will be issued on the last working day preceding the non-working 

day and dated accordingly. 

Working Hours 

 Working Hours 

 Personnel are to organize their work schedules within the limits of specified hours, 
subject to the approval of their supervisor.  Work schedules will normally be on the basis 

of eight hours per day, Monday through Friday.  Time worked is to be an eight hour period 
between the hours of 7:00 am and 5:00 pm, Monday through Friday, resulting in a normal 

work week of 40 hours.  A one-half hour or one-hour unpaid lunch period may be taken, 
but is not considered as time worked; therefore, this time is in addition to the eight-hour 

work schedule. 

 Variations in the established hours for individual employees may be made by the 

supervisor, to adjust for particular consideration, provided such variations do not conflict 

with the efficient operation of the church. 

 Overtime Records 

 Appropriate records will be kept for all authorized overtime worked by non-exempt 

employees. 

Employee Benefits 

 Benefits begin to accrue (on a pro-rated basis) the first day of employment. 



Mt Zion Personnel Policies (revised April 2019) page 11 
 

 Holidays 

 The church office will be closed on the following official holidays.  Employees who 
are eligible for overtime and who are required or requested to work on holidays will be 

compensated at double their normal rate of pay. 

 New Year’s Day Labor Day 
 Good Friday (1/2 day) Thanksgiving Day 

 Memorial Day Christmas Eve Day (1/2 day) 

 Independence Day Christmas Day 

 Personnel such as pastor and musicians who are involved in a worship service held 
on a holiday are expected to work for that worship service and may take an additional 

personal day on some other workday instead of the holiday. 

 Personal Days 

 In addition, two personal days will be allowed by the church on an annual basis.  
Persons hired during the first half of the year will be eligible to receive two personal days 

for that year.  Persons hired during the second half of the year will be eligible for one 
personal day for that year.  Persons leaving the employ of this church will not be 

reimbursed for unused personal days.  Personal days must be taken in a minimum of 1/2 

day increments. 

 Holidays Falling on Saturday or Sunday 

 When a holiday as listed above falls on a Saturday, the church office will normally 
be closed on Friday.  If the holiday falls on Sunday, the church office will normally be 

closed on Monday. 

Pension Plan and Other Benefit Plans – original with a correction 

The synod offers a pension plan for the benefit of its full-time clergy who are 
regularly scheduled to work at least 40 hours per week for six months or more per year, 

and the church contributes 10% of the employee’s gross salary to this plan.  In addition, 
the synod offers a plan which provides for disability, survivor, medical, and dental benefits, 

and the church pays these fees.  The church selects the Portico Silver+ package and 
employees may waive the medical and dental benefits (if they have other valid health 

coverage), but the pension, disability, and survivor benefits remain. 

The synod offers a pension plan for the benefit of its full-time lay employees and 

other employees who are regularly scheduled to work at least 40 hours per week for six 
months or more per year, and the church contributes 10% of the employee’s gross salary 

to this plan.  In addition, the church provides for disability and survivor benefits and pays 

these fees. The church selects the Portico Silver+ package for medical and dental benefits 
and the employee is responsible for 100% of the premium.  Employees may waive the 

medical and dental benefits.   

Absence From Work 

 When personnel are absent from work due to illness or for any other reason, they  
must notify their supervisor and the parish administrator as soon as possible, so that any 

essential tasks can be re-assigned. 
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 Sick Leave 

 Employees eligible to receive benefits will begin to accrue sick leave at the rate of 
six days per year, commencing on the first day of employment.  Sick leave may accrue 

up to a maximum of 40 working days.  Sick days must be taken in a minimum of 1/2 day 

increments. 

 Sick leave may be carried over from year to year, but may not exceed 40 working 

days.  Employees will not be paid for accrued sick leave upon separation from 

employment. 

 Family Illness 

 In the event of an illness in the immediate family (spouse, children, parents, brother, 

sister, mother-in-law, or father-in-law) that requires the employee’s presence, accrued 
sick leave may be utilized for this purpose.  Time taken should be identified on the 

employee’s attendance sheet as “Family Illness”. 

 Vacation 

 Full-time employees will accrue vacation time as determined by their creditable 

service time in accordance with the following schedule: 

 Second through fifth year 10 working days 
 Sixth through tenth year 15 working days 

 Over ten years 20 working days 

 An employee may carry over up to 5 days of unused vacation into the following 

calendar year. 

 Vacation days must be taken in a minimum of 1/2 day increments and may only be 
taken with the approval of the supervisor, who will coordinate with the employee to 

arrange for coverage of the employee’s essential tasks during the absence.  Requests for 
extended vacations (i.e. 5 or more consecutive days) should be made at least two weeks 

in advance. 

 Payment for Unused Vacation 

 At the time of termination, an employee will be paid for unused, accrued vacation. 

 Compassionate Leave 

 In the event of a death in the employee’s immediate family (to include spouse, 
children, parents, brother, sister, grandparents, grandchildren, mother-in-law, father-in-

law, or legal guardian), the employee will normally be allowed three days with pay to 
attend the funeral and to deal with family affairs.  In cases where there is a special need 

related to circumstances following the death of an immediate family member, up to five 

additional working days without pay may be granted by the Personnel Committee in 
consultation with the employee’s supervisor.  Vacation or personal days may be used for 

this purpose. 

 Jury Duty 

 An employee who is required to serve on a jury shall be entitled to full pay during 
the period of such service.  Monies paid to an employee by the court for jury service may 
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be retained by the employee.  The difference between jury duty pay and full pay is paid 

by the church. 

 Leave Without Pay 

 Leave without pay may be granted to an employee for personal reasons after due 

consideration has been given to the work requirements of the church.  Leave without pay 

may be granted for a period of up to three months. 

 The church may hold an employee’s position open for the leave period.  This decision 
will be made on a case-by-case basis by the appropriate supervisor in consultation with 

the pastor and the Personnel Committee. 

 Parenting Leave 

 Twelve weeks of parenting leave without pay is available in the event of the birth or 
adoption of a child.  Accrued sick leave and vacation time may be used for this purpose.  

The church will hold an employee’s position open for this leave period. 

 Absence Due to Weather or Travel Conditions 

 An employee will not forfeit pay for a day on which they are unable to report for 
work because of the closing of the office, a breakdown in public transportation facilities 

due to an accident, strike, or hazardous weather condition, provided the employee has 
made every reasonable effort to utilize alternate methods of transportation and has 

notified their supervisor. 

Termination of Employment 

 Termination Pay 

 Terminated employees will be paid accrued salary and accrued vacation as of the 
date of their termination.  Individuals whose employment is terminated because their 

specific term of employment has ended shall receive no additional termination pay. 

 Resignation 

 Employees who wish to terminate their employment are requested to give at least 
two weeks’ notice.  Employees who resign will receive payment for the time they have 

worked since the last pay period and for their unused, accrued vacation time. 

Separation Process 

Regardless of the reason for separation, the employee’s supervisor should schedule 
an exit interview with the employee, the employee’s supervisor, and a member of the 

Personnel Committee.  This interview should happen on the employee’s last day, should 
be led by the member of the Personnel Committee, and is primarily intended to ascertain 

and document the reason for the employee’s departure, identify any improvements that 

can be recommended to improve the workplace for other employees, and finalize any 
unfinished business.  Although general information regarding suggested improvements 

can be shared, the employee’s specific personal comments should not be shared outside 

of those in the interview.  

The exit interview form should specifically document the employee’s final day of 
work and contact information (for end-of-year tax purposes), confirm the employee’s 

personal items have been removed and keys have been turned in, clarify remaining 
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financial obligations (date of final paycheck, disposition of unused accrued vacation, 

continuing benefits/health insurance), and provide a place for the employee and 

interviewers to make any comments for the record.  

The interviewers should avoid asking targeted questions about people or issues, 

should avoid sharing their opinions with the employee (especially anything that could be 
construed as slander), should avoid discussing other employees or personal issues, and 

should not try to convince the employee to stay with the church.  Interviews should ask 
for general feedback, focus on the employee’s experiences, listen without agreeing or 

disagreeing, and keep the conversation professional and work-related.  

The form should be signed by the employee and interviewers to confirm the facts 

such as contact information and financial obligations, and to acknowledge that the 
interview occurred.  A copy should be given to the employee and another filed in the 

employee’s personnel file. 

 


