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Employee Performance Appraisal
1.
Purpose 
To systematically evaluate the performance of an employee with respect to their job description, their established goals and objectives, and their potential for improvement and development.

2.
Responsibility 
The Administrative and Personnel Committee (APC) Elder and APC Chairman are responsible for coordinating the performance appraisal process, recommending any pay increases, and maintaining all documentation. 

The employee is responsible for completing FORM-605 (Employee Pre-Performance Appraisal Input Form). The employee’s supervisor is responsible for conducting the performance appraisal and completing FORM-606 (Performance Appraisal Form) for the employee.  In the case of the Pastor’s appraisal, the Session is responsible for conducting the appraisal.
The Session is responsible for approving pay increases for all employees, including the Pastor. 
The Finance Elder and Finance Committee Chairman are responsible for updating and maintaining the Power Church Payroll Module.
3.
Scope


This procedure applies to all full time and part time employees.
4. Timing
All employees will be evaluated annually on the anniversary of their hire date.

5. Other 
All employees must have a written job description which has been approved by the Session 
6.
The Process
6.1 Approximately two weeks before the employee’s anniversary date, the APC will send FORM-605 (Employee Pre-Performance Appraisal Input Form) to the employee to provide input for their performance appraisal.
6.2 The employee will complete FORM-605 and return it to the APC Chairman within seven calendar days.

6.3 Employees

6.3.1 For employees, the APC Chairman will send employee’s supervisor the completed FORM-605 and the Performance Appraisal Form FORM-606 for him/her to complete.
6.3.2 The employee’s supervisor will complete FORM-606 and, along with the APC Elder or Chairman, conduct the employee face-to-face performance appraisal within seven days.  The employee’s supervisor will return both completed FORM-605 & FORM-606 to the APC Chair for recordkeeping.
6.3.3 The employee’s supervisor, APC Elder, APC Chairman, and the Finance Committee Chairman will develop a proposed merit wage increase, if applicable. The APC Elder will recommend to Session the proposed merit wage increase.  Once approved by Session, Finance Committee Elder will ensure the necessary changes are incorporated into the Power Church Payroll Module and the supervisor can share with the employee what their merit increase will be.
6.4
 Pastor

6.4.1 For the Pastor, the APC Chairman will send the employee’s completed FORM-605 and the Performance Appraisal FORM-606 to the members of the current Session to complete and return to the APC Elder within seven days. The APC Elder, along the APC Chairman, will consolidate the individual completed FORM-606s into one summary completed form, FORM-607.

6.4.2 The APC Elder will work with the APC Chairman and the Finance Committee Chairman to determine a recommended merit wage increase, if applicable. The recommended wage increase will be brought before Session for approval and, if approved, Finance Committee Elder will ensure that the necessary changes are made to the Power Church Payroll Module.
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