Our Saviour’s Lutheran Church

Policy/Procedure – Employee Review Process
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Purpose
1. To identify the components involved in annual staff performance reviews.
2. To identify the responsibilities of the Pastor and the Executive Committee in the staff review process. 

3. To identify budget process to be used for wage/salary adjustments.  

Policy
1. Performance assessments shall be conducted for all called and non-called staff members on an annual basis based on the period of August 1 through July 31. 

2. A standardized form shall be established and utilized to document the performance assessment. Consult with ELCA resources to identify recommended forms. 
3. An employee self-assessment may be utilized at the discretion of the respective reviewing authority. 

4. The Administrative Pastor shall be responsible for providing and documenting annual performance assessments for each called and non-called staff member (under their supervision) employed by Our Saviour’s Lutheran Church. 

5. The Executive Committee shall be responsible for providing and documenting annual performance assessments for the Pastor(s) of the congregation. 

6. The Executive Committee and the Pastor shall review the assessments of the staff provided by the Pastor. The purpose of which is to determine overall staff needs and congregation support.

7. The Executive Committee shall be responsible for determining a recommended staff salary and benefits budget to the Financial Stewardship Team. These recommendations shall be based on Synod guidelines.

8. The Financial Stewardship Team shall, for the purposes of establishing annual budget wage/salary adjustments, refer to the Synod guidelines for planning purposes. 
9. A prescribed schedule shall be followed for the completion of the annual assessments (this is to be used as a general guide understanding that adjustments may be made to meet schedules or commitments.  Interruption to the schedule should be minimized). 
10. Pending budget adoption by the congregation, the Financial Stewardship Team shall implement the wage/salary adjustments effective for the 1st pay period in February.
Procedure 

	Responsible Party
	Action to be Taken
	To be Completed By

	Pastor
	Perform staff evaluations and prepare documentation of those evaluations.
	September 1

	Executive Committee
	Perform pastor evaluation(s) and prepare documentation of those evaluations.
	September 1

	Pastor/Congregation President
	Set a date for the Executive Committee to review staff evaluations.
	October 1

	Executive Committee
	Based on Synod Guidelines, prepare staff salary and benefit budget. Submit to Financial Stewardship Team
	November 1

	Financial Stewardship Team
	Review Executive Committee salary/benefits budget. Review Synod guidelines for annual wage/salary adjustments. Present budget to Council
	December Council meeting

	Pastor
	Following Council approval of budget, notify staff of proposed salary and benefits for following year 
	January 1

	Congregation 
	Review and adopt a budget during congregation annual meeting
	February 1

	Pastor
	Notify staff of final salary and benefits per budget adopted during annual meeting 
	February 1

	Financial Stewardship Team
	Advise Treasurer of particulars of salary and benefits so that necessary changes may be made with the Board of Pensions and Payroll
	February 1


