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FIRST PRESBYTERIAN CHURCH – BELMONT, NC 
 

Personnel Policy Handbook 
 

Purpose:  The purpose of the personnel policies and procedures is to establish a personnel 
system that will recruit, select, develop and maintain an effective and responsible church 
workforce and to ensure that employment practices are uniformly applied to all employees.  First 
Presbyterian Church is an “at-will” organization which allows both the employee and the 
employer to exit without reason or “just cause.”  The church is exempt from participation in state 
and federal unemployment insurance programs, and, therefore, does not provide unemployment 
insurance as an employment benefit. 
 
Coverage:  All employees in the service of the church shall be subject to these policies.  The 
ordained staff is exempt from certain sections of the policies primarily relating to the terms of 
call for employment and the method of hiring and election by the congregation of the church as 
provided in the Book of Order of the Presbyterian Church (U.S.A.).  Other sections of these 
policies shall apply to ordained staff unless otherwise specified or in the event that the 
application of the policies would be in contravention of the Book of Order.  The Weekday 
School (WDS) has its own handbook which aligns with this document but may include 
additional policies in order to comply with standards as recognized by the North Carolina 
Division of Child Development or best practice standards set by the school. 
  
Responsibility of Church:  The First Presbyterian Church of Belmont, North Carolina, 
Presbyterian Church (U.S.A.) is the corporate employer of all staff members.  The church shall 
provide for equal employment opportunity and administration of these policies and in accordance 
with all applicable laws and regulations so as to promote the mission of the church. 
 
Responsibility of the Session:  The Session is responsible for the mission and government of 
the First Presbyterian Church of Belmont.  The Session, therefore, has the responsibility and 
power to provide for the administration of the program of the church, including employment of 
non-ordained staff, with concern for equal employment opportunity, fair employment practices, 
personnel policies, and the annual review of the adequacy of compensation for all employees.  
The Session may delegate duties to the Personnel & Administration Committee. 
 
Responsibility of Personnel & Administration Committee:  The Personnel & Administration 
Committee or its designee develops and reviews position descriptions for employees and makes 
appropriate recommendations regarding these descriptions to the Session.  The committee or its 
designee conducts annual evaluations of employees.  It recommends adjustments in 
compensation, if appropriate, to the Session.  The committee is responsible for obtaining reports 
from Directors regarding church employee attendance and compliance.  The committee receives 
information from church committees and recommends new positions, changes in current 
positions, and benefit and compensation changes to the Session.  The Personnel & 
Administration Committee may exercise those responsibilities designated to the committee by 
the Session of the church. 
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Responsibility of Pastor:  The Pastor of the church is the Head of Staff for all church 
employees and shall be responsible to the Session for supervising the work of all church 
employees.  In the absence of the Pastor or at the discretion of the Pastor, the Associate Pastor 
will serve as Head of Staff. 
 
Responsibility of Weekday School (WDS) Director:  The WDS Director is responsible to the 
Session for the direct supervision of the WDS staff.   
 
Recruitment and Employment 
 
Equal Employment Opportunity:  First Presbyterian Church will not discriminate against any 
employee or applicant for employment on the basis of race, creed, color, gender, age, or national 
origin.                                                                                         
 
Search Committees for Non-ordained Staff:  From time to time Search Committees are 
needed to publicize staff vacancies and recruit, interview and recommend employment of 
appropriate candidates.  Such committees should consist of at least five (5) members who meet 
the following minimum criteria as a group: 

• 1 elder (currently active or active the previous year) to serve as Chair 
• 1 member of the current Personnel & Administration Committee 
• At least one member from the Congregation at-large (if 2 members are selected: one 

male, one female) 
• At least one member currently serving on the Standing Session Committee overseeing the 

primary work of the person who will fill the position (if 2 members are selected: one 
male, one female) 

Note: WDS staff members are hired by the WDS Director and a member of the Personnel & 
 Administration Committee when necessary. 
 
Search Committee Procedure:  All Search Committees for Non-ordained Staff are temporary 
committees of the Personnel & Administration Committee and report to the Session through the 
Personnel & Administration Committee.  
 
Qualification Standards:  Employees shall meet the employment standards established by the 
position descriptions and such other reasonable minimum standards of character, aptitude, 
competence in work, potential for learning, and other conditions as may be established by the 
Session with the advice and recommendations of the Head of Staff, WDS Director and the 
Personnel & Administration Committee.  Only non-members of the church will be hired as non-
ordained staff members in the positions of Building Superintendent, Director of Christian 
Education, Director of Music, Financial Administrator, Office Administrator, and WDS Director 
and WDS Assistant Director. 
 
Probationary Period of Employment: All non-ordained employees are subject to a 
probationary period of sixty (60) days. After the first thirty (30) days of employment, the 
individual’s direct supervisor will discuss with the employee his or her progress.  Upon the 
completion of the probationary period a recommendation will be made to the appropriate body 
whether or not the employee is to be retained.  If retention is recommended, a performance 
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review will be completed and documented at the end of the probationary  period. During the 
probationary period, the appropriate supervisor and the employee will consult frequently, noting 
the employee’s ability to perform the duties of the  job and ensuring adequate instruction and 
training are given. 
 
Classification of Employees 
 
Full-Time Exempt: Full-Time Exempt employees are non-ordained church employees who are 
employed for 12 months per year, work at least 40 hours per week and are responsible for 
executive, supervisory, or church program decision-making duties.   
 
Full-Time Non-Exempt: Full-Time Non-Exempt employees are non-ordained church 
employees who are employed by the church for 12 months per year, work at least 40 hours per 
week, but who are not responsible for executive, supervisory, or church program decision-
making duties. 
 
Part-Time Non-Exempt:  Part-Time employees are church employees who are employed for 
less than 35 hours per week.  Part-Time employees receive no benefits. 
  
Seasonal employees:  Seasonal employees are persons employed during a particular season (for 
example, summer).  Although they may work 40 hours per week, seasonal employees are not 
employed full-time year round and do not receive benefits. 
  
Contract employees:   Contract employees are individuals employed for a fixed task, at a fixed 
rate of pay and for a fixed period of time. 
 
Ordained Staff:  Ordained staff members include the pastors and any other staff member who 
may be employed by the church and whose position with the church requires ordination or 
election by the congregation in accordance with the Book of Order.   
 
Pay Plan 
 
Compensation Policy: It is the policy of First Presbyterian Church to compensate its employees 
fairly for their services and comply with the minimum wage and hour regulations established by 
the U.S. Department of Labor. 
 
Wage and Salary Plan 
 
Criteria:  Wage and salary plans for all positions shall reflect the complexity and difficult of the 
job, the qualifications necessary to perform the duties, the relationship to other positions in the 
church, and the wages paid in the labor market for a similar position. 
 
Wage and Salary Administration:  The Personnel & Administration Committee will determine 
and/or approve pay increases for non-ordained employees. The WDS Director sets compensation 
rates for employees of the WDS, with the concurring approval of the WDS Committee and 
oversight from the Personnel & Administration Committee.  The Personnel & Administration 
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Committee shall then make appropriate recommendations to the Finance Committee at budget 
time or directly to the Session at other times for the consideration and approval of the Session. 
 
The Personnel & Administration Committee:  The Personnel & Administration Committee, 
together with the appropriate supervisory individual, will review wages and salary and make 
appropriate revisions on an annual basis, and shall then forward the recommended plan to the 
Finance Committee for consideration for inclusion in the budget. 
 
The Session:  The Session has the ultimate responsibility for approving the church budget. 
 
The Ordained Staff:  The Personnel & Administration Committee shall review wages and 
salary for all ordained church staff prior to the preparation of the church budget.  On behalf of 
the Session, the committee shall make a report to the congregation at the Annual Meeting of the 
congregation in accordance with the Book of Order.  Upon receiving the report of the Personnel 
& Administration Committee at the Annual Meeting, the congregation shall review the adequacy 
of the compensation of the ordained church staff. 
 
Overtime and Compensatory Pay 
 
Full-Time Exempt Employees:  Full-Time Exempt employees are exempt from compensation 
for overtime and are expected to fulfill their assigned responsibilities in accordance with the 
terms of their employment or their position descriptions.  Such employees are eligible for 
compensatory time off, which should be utilized within 30 calendar days and scheduled through 
the employee’s supervisor. 
 
Full-Time Non-Exempt Employees: Full-Time Non-Exempt employees are compensated on an 
hourly basis and are eligible for overtime compensation for all time worked in a week in excess 
of 40 hours.   
 
Pay Period:  All employees shall be paid on a biweekly basis.  The church workweek begins at 
12:01 AM each Monday.  The payroll cycle is Monday through Sunday. 
 
Conditions of Employment 
 
Presbyterian Church (U.S.A.) Ethical Standards:  All employees shall abide by the Standards 
of Ethical Conduct approved by the Presbyterian Church (U.S.A.).  All employees shall be 
furnished a copy of the Standards of Ethical Conduct and shall sign a statement acknowledging 
that they have received and read the Standards of Ethical Conduct. (See Appendix A) 
 
All employees shall abide by the Presbytery of Western North Carolina Sexual Misconduct 
Response Policy as passed by the Presbytery’s Coordinating Council on February 9, 2011.  (See 
Appendix B)  All employees shall be furnished a copy of the Presbytery of Western North 
Carolina Sexual Misconduct Response Policy and shall sign a statement acknowledging that they 
have received and read the Presbytery of Western North Carolina Sexual Misconduct Response 
Policy.  
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All employees shall complete a drug screening.  Failure to comply with this screening or a 
positive result for alcohol and/or a drug that is illegal under federal, state or local law is grounds 
for withdrawing employment offers. 
Special Requirements 
 
Pre-Service Training:  Certain positions of employment by the church may require specific pre-
service training, special training such as first aid, CPR, playground safety, a driver’s license, and 
food preparation training and certification.  Such special requirements shall be set out in each 
position description and shall be a condition of employment. 
 
Criminal Record Check and Drug Testing:  Prior to employment all church employees shall 
undergo a criminal record check and testing for illegal drugs.  Employees are subject to random 
testing for illegal drugs during employment.  Failure to submit to testing is grounds for 
termination.  WDS staff undergoes criminal record checks and drug testing.  Any employee 
using prescription and/or non-prescription drugs must notify supervision or medical staff 
immediately when such use might adversely affect the employee’s ability to perform his or her 
job safely and/or effectively.  Employees failing to report such use may be subject to corrective 
action.  Employees may be asked to provide a written statement from their physician. 
 
Communication and Social Media Policy:  All employees are expected to read, sign, and abide 
by the Communication and Social Media Policy.  (See Appendix C) 
 
Annual Evaluation of Employees 
  
By Personnel & Administration Committee: The Personnel & Administration Committee, or 
its designee (i.e., WDS Director with regard to WDS employees), shall conduct an annual 
evaluation of all church and WDS employees including the scheduling of such evaluations and 
notifying employees of the date. The Personnel & Administration Committee, or its designee, 
shall meet with each employee, except as provided below, and discuss the evaluation.  
Employees are expected to sign their evaluations to acknowledge their participation in the 
process.  A copy of the evaluation shall be placed in the employee’s personnel file, and a copy 
shall be furnished to the employee.  Employees who are dissatisfied with their evaluations shall 
put their objections in writing and submit copies of their statement to the Personnel & 
 Administration Committee, or its designee, for review and any further action that may be 
warranted. 
By Session:  The Session shall conduct a triennial evaluation of all ordained staff in accordance 
with the Book of Order.  The Personnel & Administration Committee shall schedule such 
evaluations and notify the ordained staff of the date of evaluations.  The Personnel & 
Administration Committee shall meet with each pastor and discuss the Session’s evaluation. 
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Work Related Injuries and Unsafe Conditions 
 
Safety:  It is the policy of First Presbyterian Church to maintain a safe working  environment 
and promote safe working habits.  First Presbyterian Church is a non-smoking facility.   
 
Accidents: Accidents or injuries to employees, children and other participants in church 
programs or any persons on church property must be reported immediately to the Church or 
WDS Office as appropriate. An accident report should be completed and a thorough 
investigation initiated into the circumstances surrounding the accident.  If circumstances warrant, 
the employee may be subject to immediate drug or alcohol testing. 
 
Equipment:  Broken or damaged equipment or other unsafe conditions on or about church 
property must be reported immediately to the Church or WDS Office. 
 
Leaves of Absence 

 
Holidays: The church recognizes eight (8) holidays for a total of ten (10) days each year.  All 
employees shall receive these days as days off with pay.  The ten (10) days are 
 

• New Year’s Day 
• Martin Luther King Day 
• Good Friday 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Friday after Thanksgiving Day 
• Christmas Eve 
• Christmas Day 

 
Christmas Eve falling on a Wednesday:  In the event that Christmas Eve occurs on 
a Wednesday, the WDS and Church Office will close at noon and employees will 
receive Thursday and Friday as the days off.  Employees receive an extra half-day as 
determined by their scheduled working hours.  The WDS may have additional days of 
closing for children and parents in order to conduct professional development 
activities, but these are separate from the holiday calendar. 

 
Holidays Falling on Days off:  If a holiday falls on an employee’s normal day off, the employee 
may take another day off during the same pay period. 
 
Weekend Holiday Dates:  Holidays falling on Saturday will be taken the preceding Friday.  
Those falling on Sunday will be taken the following Monday. 
 
WDS Non-Exempt employees:  WDS non-exempt employees must work the day before and the 
day after a recognized holiday to receive holiday pay unless the days out have been pre-approved 
on the vacation calendar. 
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Vacation 
 
It is the policy of the church to recognize the need for extended rest and relaxation by awarding 
vacations with pay for Full-Time Ordained, Exempt and Non-Exempt employees during each 
calendar year and in accordance with the guidelines established below. 
 
Approval:  Vacation for all employees must be approved and documented by the employee’s 
direct supervisor, except as noted below.  Vacation shall be scheduled so that the program, 
calendar and business of the church are not adversely affected.  The supervisor shall approve 
reasonable requests for vacation consistent with the above considerations. 
 
Request Procedure:  All employees shall submit their requests for vacation in writing to their 
direct supervisor for approval.  When approved, vacations for all employees shall be noted on the 
church or WDS calendar.  Employees should strive to submit their requests for vacation at least 3 
weeks in advance. 
 
When Taken:  Vacation earned must be used within the calendar year accrued.  In case of 
unusual circumstances, as approved by the direct supervisor, unused vacation days up to one 
week may be carried forward into the subsequent year, but must be used within 30 days after 
December 31 or that portion of unused vacation will be forfeited.  Vacation time must be used if 
all Personal Leave is exhausted. 
 
Days:  Vacation, Personal Leave and Holiday Leave are defined in these Personnel Policies in 
terms of “days” where one (1) day for Non-Exempt Full-Time and Non-Exempt Part-Time 
employees is equivalent to eight (8) “hours.”  
 
Non-Exempt Employees:  During the first year of employment, after a 60-day probationary 
period, Non-Exempt Full-Time employees accrue Personal Leave at the rate of ½ day per month, 
up to a maximum of 5 days.  On the first anniversary of employment (which is the first day of 
work after the 60-day probationary period) these employees are eligible for 5 days of Vacation 
for the remainder of the calendar year.  On January 1 of the next calendar year (i.e. the calendar 
year in which an employee’s second anniversary falls) these employees are eligible for an 
additional 5 days of Vacation.  In January of each year, the Vacation benefits are available, but 
must be scheduled and approved by the direct supervisor.  Upon separation of employment 
(excluding termination) unused Vacation days are paid to the employee based on a pro-rated 
amount.  In the event of termination, Vacation benefits are not paid out. 
 
Exempt Employees:  During the first year of employment, after a 60-day probationary period, 
Full-Time Exempt employees accrue Vacation at the rate of ½ day per month, up to a maximum 
of 5 days.  The following January these employees are eligible for 5 days of Vacation.  
Beginning year 2 through year 9, these employees receive two weeks (10 days) of Vacation.  
Employees with 10 or more years of service are eligible for 3 weeks of Vacation through the 
course of the employment period.  In January of each year, the Vacation benefits are available, 
but must be scheduled and approved by the direct supervisor.  Upon separation of employment 
(excluding termination) unused Vacation days are paid to the employee based on a pro-rated 
among.  In the event of termination, Vacation benefits are not paid out. 
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Pay in Lieu of Vacation:  Employees may not elect to be paid in lieu of taking Vacation. 
 
Ordained Staff:  Ordained staff shall be entitled to Vacation as provided in their terms of call, 
but the exercise of such Vacation is subject to the procedures described in this section. 
 
Resigning Employee: For the resigning employee who fulfills a 3-week notice, accrued 
Vacation will be computed according to the above schedule and will be reflected in the final pay.  
 
Terminating Employee: For the terminating employee, vacation will not be paid. 
 
Maternity and Childbirth Related Leave 
 
Non-Ordained Staff:  The church shall allow Non-Ordained staff members who become 
pregnant to take an unpaid maternity leave or resign from employment.  If she elects to take 
maternity leave, the employee will be reinstated to her former position or one of equal pay grade 
but not necessarily the same position or working hours upon her return to work.  An employee 
who becomes pregnant must advise her supervisor whether she wishes to take maternity leave or 
plans to resign.  If she intends to take maternity leave, the anticipated date of return from leave 
should be established.  The employee may continue in her job as long as her health is not 
adversely affected and her performance is satisfactory. 
 
Time Period:  Maternity leave begins on the employee’s last workday and ends six (6) weeks 
following the birth of the child.  Extensions up to six weeks may be granted by the direct 
supervisor with the approval of the Personnel & Administration Committee or WDS Committee 
with regard to WDS employees.  Notice of an extension must be provided to the Financial 
Administrator.  At the beginning of maternity leave the employee may elect to take any personal 
leave or vacation leave to which she is entitled.  Maternity leave or an extended illness is covered 
under short-term disability after one week of illness and is directed by the doctor.    
 
Ordained Staff: Ordained staff shall be entitled to maternity leave or childbirth related leave as 
provided in their terms of call, but the exercise of such leave is subject to the procedures 
described in this section. 
 
Personal Leave 
  
The church recognizes that circumstances may exist for an individual to be absent from work for 
personal reasons other than Vacation, including sick days.  After the 60-day probationary period, 
employees accrue Personal Leave at the rate of 4 hours per month, up to a maximum of 40 hours.  
Beginning the following January, 40 hours with pay will be granted each Full-Time Exempt and 
Non-Exempt employee per calendar year upon prior approval of the direct supervisor. Hours 
used for Personal Leave are deducted based upon the employee’s normal work schedule.  In 
general, personal days cannot be taken in week long intervals.   Sick days are considered 
personal days.  Once Vacation and personal leave are used, no others days with pay (i.e., 
dependent care) are available.   
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Ordained Staff:  Ordained staff shall be entitled to personal leave or related leave, such as 
continuing education leave, as provided in their terms of call.  However, the exercise of such 
leave is subject to the procedures described in this section. 
 
Bereavement:  In case of a death in an employee’s immediate family (spouse, grandparents, 
parents, children, siblings, in-laws), the employee’s supervisor may authorize any employee one 
paid bereavement day.  Additional days must be used from Vacation or Personal Leave. 
 
Inclement Weather:  The Inclement Weather Policy can be found in Chapter 6 of the Manual of 
Operations.  
 
Jury Duty:  Employees may be called upon to serve on jury duty.  Employees summoned for 
jury duty shall be paid their regular wages or salary for the duration of their jury service.  
 
Separation and Disciplinary Action 
 
Resignation:  Non-ordained employees must give at least three weeks written notice of 
resignation from employment to their direct supervisor.  Ordained staff must give at least one 
month written notice to the Session.  Pay will terminate on the date of separation.  Employees 
will receive the cash equivalent of unused Vacation at the date of separation, provided that the 
required notice is given. 
 
Disciplinary Action 
 
Non-Ordained Staff:  Disciplinary actions for non-ordained employees shall follow the 
following guidelines. 
 
Oral Warning:  An oral warning shall be given at the first indication a problem exists requiring 
the employee’s attention.  An oral warning shall be recorded in the employee’s personnel file. 
 
Written Warning:  A written warning is generally given when an employee has failed to 
respond properly to an oral warning or when the employee has committed an offense of a more 
serious nature.  The employee shall sign this notice that shall be placed in the employee’s 
personnel file. 
 
Final Warning:  A final warning may be given in writing after an employee has received an oral 
warning and a written warning but has failed to respond properly to either.  The employee shall 
sign this notice that shall be placed in the employee’s personnel file. 
 
Suspension:  When a situation arises that is elevated beyond an oral or written warning, an 
unpaid suspension may be enforced in lieu of any other disciplinary action, as determined by the 
director supervisor, with a cap of 3 days. 
Termination:  Failure by an employee to respond adequately to the oral, written, and final 
warnings is cause for termination of employment.  An employee may be subject to immediate 
termination based on the specific conditions of their position.  The Session has the unilateral, 
discretionary authority to terminate any non-ordained employee of the church.  Ordained staff 
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may be terminated only in the manner allowed by the Book of Order.  An employee who fails to 
abide by the Standards of Ethical Conduct, Sexual Misconduct Policy (and other conditions of 
employment) as approved by the Presbyterian Church (U.S.A.) will be subject to immediate 
termination of employment.  Any employee who is not fulfilling the duties prescribed in his or 
her job description will be subject to termination of employment after being afforded the 
procedures described above in the section entitled “Disciplinary Action.” 
 
Initiation of Action:  The direct supervisor will initiate disciplinary actions.  In addition, any 
final warning or discipline will be performed in consultation and concurrence with the Personnel 
& Administration Committee or WDS Committee with regard to WDS employees.   
 
Ordained Staff:  Ordained staff may be disciplined only in the manner allowed by the Book of 
Order. 
 
Child Neglect:  Any employee who neglects the welfare of any child involved in any program of 
the church, including WDS, Vacation Bible School, Sunday School, youth programs and church 
music programs, will be subject to immediate termination of employment. 
 
Child Abuse:  Any employee who abuses any child involved in any program of the church, 
including WDS, Vacation Bible School, Sunday School, youth programs and church music 
programs, shall be immediately terminated from employment. 
 
Reporting of Child Neglect and Abuse:   Employees have a legal duty to report suspected 
abuse or neglect of children to the appropriate public and governmental agencies.  Additionally, 
any employee who fails to report suspected abuse or neglect of  any child involved in any 
program of the church including the WDS, Vacation Bible School, Sunday School, youth 
programs and church music programs to their direct supervisor or the Personnel & 
Administration Committee will be subject to immediate termination of employment. 
 

Explanation:  While individuals have a legal obligation to make 
anonymous reports of abuse and/or neglect of children to governmental 
agencies, employees of the church have an equal obligation to report 
suspected abuse and/or neglect to church staff in order that the church may 
take immediate remedial or corrective measures to protect the children and 
youth entrusted to our care.  

 
Grievance Procedure 
 
Policy: First Presbyterian Church desires to maintain harmonious relations with all employees.  
This goal can only be accomplished by ensuring that employees are treated fairly and that 
discipline, when necessary and appropriate, is rendered in an equitable and just manner.  The 
following procedure is designed to accomplish this goal and to comply with the Book of Order. 
 
Definition:  A grievance is a claim or complaint based upon an event or condition which  affects 
the circumstances under which an employee works, allegedly caused by misinterpretation, unfair 
application, or lack of an established policy pertaining to employment conditions. Grievance 
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might involve unsatisfactory physical facilities, surroundings, materials or equipment, unfair or 
discriminatory supervisory or disciplinary practices, unjust treatment by fellow employees, or 
any other grievance relating to the conditions or employment.   
 
General:  It is the policy of the church to provide for the settlement of problems and differences 
through an orderly grievance procedure.  Every employee shall have the right to present his or 
her grievance or adverse action appeal in accordance with the established policy, free from 
interference, coercion, restraint, discrimination, or reprisal. All grievances shall be presented to 
the director supervisor or the Personnel & Administration Committee.  Any grievances submitted 
to the Personnel & Administration Committee must be in writing. 
 
Prompt Attention:  Should a disagreement or misunderstanding occur, the employee should 
promptly, frankly and objectively discuss the matter with the direct supervisor or the Personnel 
& Administration Committee.  If more information is required, the direct supervisor or the 
Personnel & Administration Committee will set a definite date by which the employee can 
expect an answer.  It then becomes the responsibility of the direct supervisor to research the 
problem, propose a resolution and seek the advice of the Personnel & Administration 
Committee. 
 
Personnel & Administration Committee:  In the event that the procedures described in the 
paragraph above have been exhausted without a resolution of the matter in dispute, then the 
employee may submit a written statement to the Personnel & Administration Committee for 
review.  After reviewing the matters in dispute, the Personnel & Administration Committee will 
either resolve the issue or refer the matter to the Session for a final decision. 
 
Employee Benefits 
 
The following benefits are employer-paid and subject to change: 
 
INSURANCE 
 
Non-Ordained Full-Time Exempt and Non-Exempt Staff:  The church provides medical and 
hospitalization insurance for all Full-Time Exempt and Non-Exempt employees, beginning after 
the probationary period has ended.  A dental plan is available for employee purchase.  
(See Appendix D) 
 
Ordained Staff:  Medical insurance for ordained staff is administered by the Board of Pensions 
of the Presbyterian Church (U.S.A.).  The premiums are paid by the church and in accordance 
with the terms of call extended by the congregation and the Book of Order. 
 
Short-term Disability, Long-term Disability, Accidental Death and Dismemberment are 
employer-paid benefits through Mutual of Omaha after a 90-day waiting period.  Flex Spend is a 
benefit offered to Full-Time Exempt employees only.  (See Appendix E) 
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RETIREMENT 
 

Non-Ordained Full-Time Exempt and Non-Exempt Staff:  All Full-Time Exempt and Non-
Exempt employees are eligible to participate in the church’s qualified retirement plan.  All Full-
Time Exempt employees are eligible for an Employer paid retirement contribution.  
(See Appendix F) 
 
PENSION 
 

Ordained Staff:  Pension benefits, including long-term disability, life and dental insurance for 
ordained staff and family are administered by the Board of Pensions of the Presbyterian Church 
(U.S.A.). The cost is paid by the church and in accordance with the terms of call extended by the 
congregation and the Book of Order. 
 
Authority of Session to Amend:  Employee benefits may be unilaterally amended, modified, 
increased, decreased or terminated altogether in the unilateral discretion of the Session. 
 
Disability Leave:  An employee may qualify for short-term or long-term disability based upon 
certain criteria. 
 
OTHER 
 

Child Care Discounts:  All Full-Time Exempt and Non-Exempt employees who have a child or 
children eligible for enrollment in the WDS may enroll one child and receive a 50% discount on 
the cost of child care for the first child.  No discounts will be given on the child care cost of the 
second or more children.  This discount is for a biological or court appointed legal guardian only.  
Staff who receive subsidy benefits do not receive the 50% tuition discount.  Employees should 
choose which benefit is most beneficial.  Subsidized benefits are based on a contract from the 
county and will not be modified by the WDS. 
  
General Provisions 
 
Personnel Records:  Personnel records necessary for the proper administration of these 
personnel policies shall be maintained at the direction of the Personnel & Administration 
Committee.  Personnel records will include a copy of the employee’s original Offer Letter (See 
Appendix G).  No employee shall release personnel information from any files or records of the 
church except at the direction of the Personnel & Administration Committee.  Personnel records 
will be kept locked in a file and confidential.  
 
Amendments and Review of Policies:  Changes or amendments to these personnel policies may 
be recommended by the pastors or the Personnel & Administration  Committee and approved by 
the Session at any time.  A complete review of these policies will occur every two years or as 
more frequently as directed by the Session. In preparing for review, the Personnel & 
Administration Committee will solicit information from employees and church committees 
concerning proposed changes or clarifications. The  Personnel & Administration Committee will 
present its suggested changes, if any, to the Session for approval.  These personnel policies shall 
not conflict with the Book of Order. 
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POLICY REGARDING REFERENCES AND RECOMMENDATIONS 
FOR CHURCH EMPLOYEES 

First Presbyterian Church, Belmont, NC 
Approved by Session December 13, 2009 

 
 
Background 
 
 In recent years, litigation arising out of employee references and recommendations has 
proven to be a lucrative new aspect of business for attorneys.  Involuntarily terminated 
employees will claim slander/libel whenever the former employer provides any unfavorable 
detail surrounding their past performance as an employee.  In fact, even employees who have 
separated from their employment on favorable or acceptable terms may file suit when they deem 
that the recommendation and references provided to them were either unfavorable or just not 
favorable enough. 
 
 In these times, the employer has everything to lose and little (and probably nothing) to 
gain by providing a reference or recommendation for any former employee.  Many corporations 
(i.e., IBM) refuse to provide any information other than a confirmation of the employee’s job 
title and dates of employment.  However, while legally sound and defensible, this position also 
ignores that no recommendation is often regarded by prospective employers to be a negative 
reference which would have the potential for harm to a former employee who otherwise would 
be given a favorable or positive reference or recommendation. 
 
 A legally safe middle position would be to provide references and recommendations as to 
all employees, past and current, only upon receipt of a legally binding Release executed by any 
such employees.  Such a Release would discharge any and all potential claims of the involved 
employee in the event that they deem the reference to be incorrect or inappropriate in any 
manner.  Such a Release would protect the individual(s) providing the reference and 
recommendation as well as the church from any legal liability arising from the giving of a 
recommendation and reference.  With such Release, the involved employee will be able to have 
the appropriate church personnel provide information to potential employers. 
 
 In order for this policy and procedure to be effective in shielding the church and staff 
from liability, the procedures must be adhered to completely and as to everyone without 
exception.  Specifically, no comments or information, including, without limitation, “off the 
record” discussions, can be shared without the furnishing of a duly executed Release other than a 
simple confirmation of the involved employee’s job title(s) and dates of employment. 
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Procedure 
 
1. All new employees will be advised of this policy and procedure. 
  
2. Upon separation from employment (involuntary or voluntary, termination or resignation), 
the employee will be given a document which briefly describes his or her options as to this 
reference procedure (Attachment 1).  The employee will be requested to sign a copy of this 
document but compliance with this request is optional on the part of the involved employee.  In 
the event that the employee declines to sign a copy of the option description document 
(Attachment 1), the responsible supervisor will note on his or her copy that the document was 
furnished to the employee, the date that such occurred, and the employee’s decision not to sign 
the same. 
 
3. At the same time as the separation of employment described in Paragraph No. 2 above, 
the employee will be given a copy of the Release (Attachment 2) and given the option to execute 
it at that time if such is the employee’s decision.  However, the employee has the option to sign 
this Release at any time and should not be pressured to sign it at that time. 
 
4. Unless and until the involved employee furnishes a fully executed Release, no one is to 
provide any reference, recommendation, or discuss this employee with any prospective employer 
other than to confirm the employee’s dates of employment with the church and his or her job 
title(s).  The prospective employer may also be advised of this policy and its prohibition as to 
providing any additional information as to any past or current employee without receipt of a duly 
executed Release.  No other discussions can be had as to the involved employee, including any 
“off the record” discussions. 
 
5. An employee, past or current, may rescind this Release at any time.  If the employee 
elects to rescind the Release, such election must be made in writing and conveyed to the Clerk of 
Session.  Until such written rescission has been received, the Release will remain in effect. 
 
6. The procedures detailed herein are to be followed strictly.  Any variance from these 
procedures must be approved by the Session in advance of such action. 
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ATTACHMENT 1 
 
 

NOTICE 
 

Policy Regarding References and Recommendations 
First Presbyterian Church of Belmont, NC 

 
 
 It is the policy of First Presbyterian Church of Belmont, NC (hereinafter “Church”) not 
to provide any reference, recommendation, or even discuss one of its employees, past or current, 
with a prospective employer of that employee except as to confirming the employee’s dates of 
employment and job title(s). 
 
 The Church will waive this policy only upon receipt of a duly-executed Release (copy 
attached to this form).  Upon receipt of such a Release, the Church will provide references, 
recommendations, etc. to your prospective employer in a manner which, in its discretion, it 
deems to be appropriate and correct. 
 
 Please note that the employee is not required to sign the attached Release and he/she is 
not required to sign it at this time.  In fact, this Release can be executed and furnished to the 
Church at anytime.  In addition, this Release, if signed, can be withdrawn or rescinded at any 
future time upon furnishing a written statement of your intent to rescind this Release to the Clerk 
of Session. 
 
 Please note that this Notice does not describe the legal implications of this Release or 
counsel you as to the same.  You are certainly free to have this document reviewed by anyone of 
your choosing, including legal counsel, before signing the same. 
 
 
 
 
 

FIRST PRESBYTERIAN CHURCH OF BELMONT 
 

I have been given a copy of this document and its attachment. 
 
 

_______________________    ____________________________________ 
                  Date              Name 
 
 
Witness: ______________________________________________________________________ 
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ATTACHMENT 2 
 

RELEASE 
 In consideration of First Presbyterian Church of Belmont, North Carolina providing a 
reference to any prospective employer or other designee of the undersigned, the undersigned 
agrees and covenants as follows: 
 
1. The undersigned hereby releases, acquits, and forever discharges any and all persons and 
entities, including, without limitation, First Presbyterian Church of Belmont, North Carolina, its 
officers, staff, supervisors, agents, servants, and employees, as to any and all past, present, or 
future claims, complaints, and/or causes of action, known and unknown, anticipated and 
unanticipated, and of any type or sort, arising from any statements, verbal or written, made by 
anyone or any entity in response to any inquiry by a prospective employer or other designee of 
the undersigned. 
 
2. The undersigned agrees and stipulates that the foregoing Release is being provided by 
her/him without any duress or coercion by the parties released thereby. 
 
3. The undersigned agrees and stipulates that the undersigned has read this Release before 
executing the same and understands its effect. 
 
4. The undersigned agrees and stipulates that no assurance or promise has been made by 
anyone as to the nature and substance of any response or statement made to any prospective 
employer or other designee of the undersigned. 
 
5. The undersigned agrees and stipulates that the foregoing Release can be rescinded as to 
future inquiries upon the furnishing of a written notice of the undersigned’s intent to so rescind 
to the Clerk of Session of First Presbyterian Church of Belmont, North Carolina.  Until the Clerk 
of Session is in receipt of such written rescission notice, this Release will remain in effect.  In 
any event, this Release shall remain binding upon all statements and responses made to any 
prospective employer of the undersigned or other designee of the undersigned made before such 
rescission is effective. 
 
6. The undersigned agrees and stipulates that the consideration provided for this Release by 
the parties released thereby is legally sufficient. 
 
7. The undersigned agrees and stipulates that the terms of this Release can only be amended 
in a writing executed by both the Clerk of Session of First Presbyterian Church of Belmont, 
North Carolina and the undersigned.  Any other writings or verbal agreements or understandings 
will not alter or amend the agreements and covenants set forth herein. 
 
 
________________________   ____________________________________ 
                   Date                        Name 
 
Witness: ______________________________________________________________________ 
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Position Description 
ASSOCIATE PASTOR 
First Presbyterian Church 

Belmont, NC 
 

Approved by Session June 15, 2008 
Revised by Session December 9, 2012 

General Description 
 
1. Associate Pastor:  The Associate Pastor is called by the congregation and is a Minister 
of Word and Sacrament as defined in the Book of Order of the Presbyterian Church (U.S.A.).  
The Associate Pastor shall work at the guidance of the Pastor who is the administrative Head of 
Staff.  
2. Session, Presbytery:  The Associate Pastor shall serve as Moderator of the Session at the 
request of the Pastor and in the absence of the Pastor.  The Associate Pastor is also a member of 
the Presbytery of Western North Carolina and is expected to fulfill responsibilities to that body 
and other governing bodies of the Presbyterian Church (U.S.A.). 
3. Common, Special Charges:  With the Pastor, Session and Diaconate, the Associate 
Pastor has responsibility for providing leadership to the congregation primarily in the areas of 
Pastoral Care, Christian Education, and Worship. 
 
Primary Responsibilities:  In partnership with the Pastor, the Associate Pastor will serve as the 
primary resource person for the following Diaconate and Session functions. 
 
1. Pastoral Care:  In partnership with the Diaconate, the Associate Pastor shall: 
 A. Give special attention to the needs of those members who are sick, homebound,  
  bereaved, or who are otherwise experiencing pain and crisis. 
 B. Provide care to members of the congregation as needed and/or requested. 
 C. Be available as needed to members of the congregation during times of   
  celebration, such as weddings, births, baptisms, etc. 
 D. Offer support to the Stephen Ministry. 
 E. Attend Diaconate meetings and Diaconate committee meetings offering guidance  
  and coordination. 
 F. Assist with Officer Training (especially of new deacons) in the areas of pastoral  
  care and visitation. 
2. Christian Education:  In partnership with the Session, the Director of Christian 
 Education and the Education Committee, the Associate pastor shall: 
 A. Serve as the coordinator for the church’s overall adult education program. 
 B. Develop and lead an adult Sunday School class, DISCIPLE Bible Study, PW  
  Circle or other small group activity. 
 C. Oversee and teach the annual Communicant class and act as a resource for the  
  Confirmation class. 
 D. Develop regular and special adult education programs. 
 E. Assist in teaching and coordinating periodic God and Country classes for girl  
  and boy scouts in partnership with the Pastor, DCE, Education Committee   
  and Scout Leaders. 
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3. Worship:  With the guidance of the Pastor and in partnership with the Worship 
 Committee, the Associate Pastor shall: 
 A. Facilitate the performance of Diaconate duties for all worship services. 
 B. Preach once a month. 
 C. Assist in the administration of the sacraments. 
 D. Conduct weddings and funerals as needed. 
 
 
Secondary Responsibilities 
1. Fellowship:  The Associate Pastor will attend monthly Fellowship Committee meetings 
 in order to provide guidance, direction and a communication link to the church office and 
 other church staff. 
2. Worship.  The Associate Pastor will attend monthly Worship Committee meetings in 
 order to provide guidance, direction and a communication link to the church office and 
 other church staff. 
3. Weekday School:  Recognizing the critical need for maintaining good communication 
 between the church and the Weekday School, the Associate Pastor will assist the Pastor 
 so that at least one of the pastors is present at all Weekday School functions and 
 activities. 
4. Coordinating & Planning:  When possible, the Associate Pastor will attend 
 Coordinating & Planning Committee meetings to facilitate communication and to provide 
 guidance and direction as needed. 
 
Other Responsibilities:  The Pastor and/or the Session may assign other duties to the Associate 
Pastor as dictated by the needs of the congregation. 
 
Accountability:  The Associate Pastor is responsible to the Pastor as Head of Staff and to the 
Session.  Evaluation and review of work performance will be conducted annually by the 
Personnel & Administration Committee and triennially by the Session in accordance with the 
“Process for Performance Evaluation of the Pastors.” 
 
Qualifications:  All qualifications for the Associate Pastor’s position are specified in the Book 
of Order of the Presbyterian Church (U.S.A.) and are administered through the Presbytery of 
Western North Carolina to which the position is ultimately responsible. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Associate Pastor 
Starting Date: July 1, 2009 
Category:  Ordained Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Provides leadership and encourages planning and preparation 
       for all worship services. 

    

2.    Prepares sermons and administers the sacraments in a manner  
       that strengthens the congregation for discipleship and mission. 

    

3.    Conducts weddings and funerals with competence, dignity and 
       pastoral sensitivity. 

    

4.    Visits those members who are sick, homebound, bereaved, or 
       who are otherwise experiencing pain and crisis in their lives. 

    

5.    Gives direction and leadership to the Diaconate and Diaconate 
       Committees in serving the needs of the congregation. 

    

6.    Supports the DCE and the church’s Christian Education   
       Ministry with a special emphasis on Adult Education. 

    

7.    Serves as staff resource to the Fellowship Committee and 
       Worship Committee. 

    

8.    Works cooperatively with the Weekday School administration 
       and staff giving special attention to supporting and encouraging  
       this ongoing community ministry. 

    

9.    Provides guidance with respect to communication/scheduling 
       in partnership with the Coordinating & Planning Committee. 

    

10.  Guides the Session in meeting expectations set by the 
       Presbytery of Western North Carolina and the Presbyterian 
       Church (USA).  

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
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Position Description 
BUILDING SUPERINTENDENT 

First Presbyterian Church 
Belmont, NC 

Approved by Session February 23, 2014 
 
General Description:  The Building Superintendent is a full-time Support Staff position, 
responsible for preventative and daily care of the First Presbyterian Church campus (including 
the main Church facility, Weekday School classrooms and playground, Columbarium, Scout 
Hut, Ford and Pruitt houses and parking lots) equipment, operating systems and grounds.   In 
addition, the Building Superintendent shall be responsible upon request, for the maintenance of 
the Church and Weekday School bus.  The Building Superintendent will ensure all designated 
areas utilized by the Church and Weekday School are clean, safe, orderly, in good working 
condition for all church and school services and events, and meet all governmental requirements 
for health and sanitation. 
 
Work Hours:  This is a full-tim, salaried position with regularly scheduled hours that may 
change periodically based on the needs of the Weekday School and Church.  Because of the 
nature of the work involved, this position requires flexibility with respect to working hours, 
including a willingness to work on weekends and holidays as necessary.  In order to fulfill all 
primary responsibilities the Building Superintendent must also be willing to respond, when 
needed, to emergency situations. 
 
Primary Responsibilities 
The Building Superintendent will: 
1. Attend weekly staff meetings. 
2. Perform and/or coordinate all setup and janitorial functions throughout the building to 
accommodate the broad range of church requirements including moving furniture, equipment, 
and other materials as requested or as needed including assembling and placing new equipment 
for classrooms and playgrounds, and set-up and take down of chairs, tables, and other materials 
for Church and non-Church events. 
3. Utilize a preventative maintenance program and principles to perform regular basic 
inspections of mechanical, electrical, HVAC, plumbing and other systems to ensure the 
operation and safety of the property with coordination and oversight of the Property Committee; 
and attend monthly Property Committee meetings providing input on ongoing Church 
maintenance needs to the Committee. 
4. Maintain the condition and cleanliness of the church building areas (including regular 
cleaning and maintenance of windows, floors, and replacing light bulbs), and grounds (including 
playground inspection and maintenance and removal of snow/ice from sidewalks and driveways 
in times of inclement weather). 
5. Oversee the cleaning activities of the part-time Housekeeper to ensure the campus 
cleanliness and sanitation needs are being met. 
6. Complete all necessary repairs of church building areas, including equipment and simple 
repairs of fixtures, equipment, and appliances; Resolve urgent or minor repairs; Report major 
repairs in writing to the Pastor, Weekday School Director and Property Committee Chair for 
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needed approvals; and  Call-in and monitor specialists/tradespeople (with approval from Pastor, 
Weekday School Director or Property Committee Chair). 
7. Maintain a sufficient inventory of janitorial/maintenance supplies for cleaning and 
maintenance. 
8. Cooperate, as necessary, with outside contractors involved in activities such as 
construction, snow clearing, and landscape maintenance. 
9. Check bus regularly, upon request, for maintenance needs and transport for maintenance / 
repairs when needed. 
 
Other Responsibilities:  The list of duties and responsibilities outlined above is representative 
and not a complete and detailed list of tasks which may be performed.  At the direction of the 
Pastor, Weekday School Director or Property Committee Chair, the Building Superintendent 
may be assigned other duties. 
 
Accountability:  The Building Superintendent is directly responsible to the Pastor and the 
Weekday School Director.  Evaluation and review of work performance will be conducted 
annually by the Personnel & Administration Committee in consultation with the Property 
Committee.  Preventative maintenance program will be reviewed by the Property Committee on 
a regular basis. 
 
Qualifications (Required and/or Preferred) 
1. High School diploma.  (Required) 
2. Must have general knowledge of electrical, HVAC, heating and cooling, carpentry, care 
and maintenance of furniture, flooring and appliances.  Proficiency in small hand tools required.  
(Required) 
3. Be able to follow instruction.  Demonstrate computer and record keeping skills.  To aid in 
this responsibility, a separate space with a computer and telephone and storage space will be 
provided, together with a cell phone, for which bills will be subject to audit.  (Required) 
4. Must be able to comfortably lift a minimum of 50 pounds and to work at heights up to 10 
feet.  (Required) 
5. Exhibit personal qualities of efficiency (time management), cooperation, courtesy, 
dependability and an ability to work well in a team environment.  (Required) 
6. Display a high degree of professionalism which includes, without limitation, exercising 
good judgment and maintaining desirable personal and profession attributes with regard to 
standards of conduct, attitude, dress, and speech in both professional and personal life.  Exhibit 
high standards of character and have a clear understanding of the necessity for confidentiality in 
regard to the day to day operations at the Church and Weekday School.  (Required) 
7. Maintain current CPR and First Aid certification (renewed every 3 years) or according to 
Weekday School licensing.  Course will be provided.  (Required) 
8. Must be able to pass a thorough background check consisting of federal and state 
criminal checks and reference checks.  Every 3 years much perform and pay for (modest cost) 
background checks according to the NC Division of Child Development.  Prior to employment, 
must undergo testing for illegal drugs.  Employees are subject to random testing for illegal drugs 
during employment.  Failure to submit to testing is grounds for employment termination.  
(Required) 
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9. Must possess a valid North Carolina driver’s license and have access to dependable 
transportation for regular, special occasion and urgent request work hours outlined above.  
(Required) 
10. 3-5 years experience in commercial building maintenance (preferably church and/or 
school experience).  (Preferred) 
11. Demonstrate skill of vendor management experience. (Preferred) 
 
Compensation, Benefits, Vacation 
Competitive compensation is offered.  Specifics will be negotiated.  Benefits and vacation are 
provided in accordance with the established policies of First Presbyterian Church-Belmont. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Building Superintendent 
Starting Date: June 16, 2014 
Category:  Support Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Maintains the condition and cleanliness of all buildings. 
 

    

2.    Supervises all contract services, including those secured by the 
       Weekday School. 

    

3.    Insures necessary repairs are made to all buildings and 
       equipment, and all necessary equipment inspections are                                                                                                                 
       current. 

    

4.    Orders and maintains inventory of janitorial supplies and other 
       maintenance supplies. 

    

5.    Insures regular service and maintenance of all church vehicles 
       and trailers, as well as necessary inspections. 

    

6.    Supervises other maintenance staff, including those employed 
       by the Weekday School. 

    

7.    Takes initiative in learning the church calendar, setting up for  
       all scheduled events and securing the facilities afterward. 

    

8.    Provides required maintenance services for all weddings, 
       rehearsals, and receptions on church property. 

    

9.    Provides required maintenance services for all funerals and 
       receptions afterward on church property. 

    

10.  Attends all Property Committee meetings, and other 
       committees as necessary. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
CHILDCARE PROVIDER 

First Presbyterian Church 
Belmont, NC 

Approved by Session December 13, 2009 
Revised by Session September 19, 2010  

 
General Description:  The Childcare Provider (CP) is a part-time Support Staff Position, skilled 
in the areas of infant, toddler and elementary child care.  The CP will work Sunday mornings for 
both Sunday School and Worship and will report to the Director of Christian Education.  The CP 
position may also be contacted on an “as needed” basis for WOW, DISCIPLE Bible Study, PW 
Circle meetings, fellowship suppers and various other special events. 
 
Primary Responsibilities 
The CP will be expected to provide for the physical care of children and to lead Christian-based 
activities and lessons with the children receiving care.  The CP will be the only authorized 
person to perform diaper changes and assist in the bathroom with children. 
 
Special Pre-Service Training 
Special training such as Infant and Child First Aid and CPR, and playground safety are re quired 
for this position.  Early Childhood Certification preferred. 
 
Accountability:  The CP is directly accountable to the Director of Christian Education with 
supervision being provided on a weekly basis.  General guidance and direction will also be 
provided by the Education Committee under whose oversight the position is established. 
 
Qualifications:  Must be at least 21 years of age.  Experience in working with children of all 
ages is desirable.  Must have a pleasant attitude and be professional at all times.  Proof of current 
certification in Infant and Child First Aid and CPR is required. 
 
Special Requirements:  Criminal Record Check and Drug Testing 
Prior to employment all personnel employed by the church shall undergo a criminal record check 
and testing for illegal drugs.   Employees are subject to random testing for illegal drugs during 
employment.  Failure to submit to testing is grounds for employment termination. 
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Position Description 
Christian Education Youth Worker 

First Presbyterian Church 
Belmont, NC 

Approved by Session September 28, 2014 
 

General Description:  The Christian Education Youth Worker (YW) is a part-time student 
position designed to assist the Director of Christian Education (DCE) in the administration and 
leadership of the program ministries at First Presbyterian Church designed especially for youth.  
This person will possess a clear understanding of the necessity for confidentiality in all areas of 
the church’s life and ministry. 
 
Responsibilities 
1. Sundays:  At the direction of the DCE, the YW will assist with youth programs on 

Sunday evenings.  Specific duties include assist DCE and volunteer advisors working 
with Middle School (6th-8th Grades) and Senior High (9th-12th Grades) Youth Groups. 

 
2. Wednesdays (optional):  At the direction of the DCE, the YW will assist with the 

various program ministries for youth that are offered on Wednesdays.                                               
Specific duties may include: 

 A.  Bible Study Group 
 B.  Fellowship Suppers. 
 
3. Special Youth Events (optional):   At the direction of the DCE, YW will assist with 

various special events for youth that are offered at other times. 
 Specific duties may include: 

A. Camps/ Retreats/Work Camps/Mission Trips 
B. Service Project Opportunities (180 Weekend, 30 Hour Famine, Crop Walk, etc.) 
C. Church Sponsored Youth Events (Pine Needle Sale, Fund Raising Events, etc.) 
D. Fellowship Opportunities (Christian Concerts, Rafting, Laser Tag, etc.) 
E. Special Worship Services (Thanksgiving, Ash Wednesday, Maundy Thursday, etc.) 

 
3. With Staff:  The YW will work closely with the DCE, Director of Music/Organist, as 
 well as the administration of the Weekday School serving as an added resource to the 
 overall Christian Education program of the church. 
 
4. Other:  The YW may be assigned other duties as dictated by the life of the church. 
 
Accountability:  The YW is directly responsible to the DCE and, by extension, the Pastor and 
the Session.  Evaluation and review of work performance will be conducted by a special 
supervisory subcommittee of the Personnel & Administration Committee appointed by the 
Session and responsible for supporting the YW. 
 
Qualifications:  Ideally the YW will be a student at a college or theological institution.  This 
person should be able to express thoughts and opinions clearly and definitively.  In addition, he 
or she should relate well with people of all ages, especially children and youth.  Personal 
qualities include being a positive thinker, caring and understanding, unafraid of change, and a 
motivator of people. Ideally the YW should be at least 21 years of age to be in compliance with 
FPC’s Child and Youth Protection Policy. 
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Position Description 
DIRECTOR OF CHRISTIAN EDUCATION 

First Presbyterian Church 
Belmont, NC 

Approved by Session May 4, 2006 
 
General Description:  The Director of Christian Education (DCE), as a full-time Professional 
Staff employee, will lead children, youth and adults to Christ through effective administration 
and leadership of the Christian Education programs at First Presbyterian Church.  The DCE will 
assist the members of the congregation in the fulfillment of the church’s Mission and Vision 
Statements within the area of Christian Education by strengthening and initiating programs at the 
church that will allow all members to deepen and grow in spiritual development and 
commitment.  This person will possess the highest standards of professionalism and a clear 
understanding of the necessity for confidentiality in all areas of the church’s life and ministry. 
 
Primary Responsibilities 
1. With the Education Committee:  Under the direction of the Education Committee Chair 
 and especially the Children’s Subcommittee, youth Subcommittee and adult 
 subcommittee, the DCE will: 
 A. Attend monthly Education Committee meetings as well as monthly Children’s  
  Subcommittee and Youth Subcommittee meetings; 
 B. Lead the church in developing a comprehensive program of Christian Education  
  by developing and promoting all levels of the Sunday School program and  
  curriculum; 
 C. Assist in the planning, promotion, and implementation of the children’s WOW  
  program (Worship On Wednesdays), or similar mid-week program; 
 D. Assist in the planning, promotion, and implementation of Vacation Bible School; 
 E. Serve as a liaison between employed nursery caregivers, the Personnel &   
  Administration Committee, and the Nursery Subcommittee, and serve as the staff  
  resource person for PAWS (Preschoolers At Worship Service); 
 F. Coordinate Children’s Sermons and Youth Readers for Sunday morning; 
 G. Serve as the staff resource person for the overall youth program and develop  
  meaningful relationships and communication with the youth of the church   
  assisting Sunday School teachers, Youth leaders, and parents in responding to the  
  pastoral and spiritual needs of our young people. 
 H. Work closely with the Pastor and other ordained staff with respect to all adult  
  education classes and programs (DISCIPLE, Stephen Ministry, etc.);  
 I. Serve as the staff resource person for the older adult ministry of the church,  
  especially the Young-at-Hearts fellowship group;  
 J. Serve as a liaison to the Presbyterian Women; and 
 K. Serve as the staff resource person for all scout groups in the church for both girls  
  and boys, facilitating communication and assisting the Office Administrator in the 
  coordination of schedules. 
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2. With the Weekday School:  Under the direction of the Pastor, the DCE will: 
 A. Serve as a liaison on behalf of the church to the Weekday School children,  
  parents, and staff; and 
 B. Plan and coordinate the Weekday School Chapel each week during the school  
  year. 
 
3. With the Fellowship Committee:  Under the direction of the Fellowship Committee 
 Chair, the DCE will assist the Fellowship Committee as needed. 
 
4. With Staff:  The DCE will work closely with the Pastor, Director of Music/Organist and 
 other staff in planning the overall Christian Education program of the church. 
  
Other Responsibilities:  At the direction of the Pastor, the DCE will be assigned other duties as 
dictated by the life of the congregation. 
 
Accountability:  The DCE is directly responsible to the Pastor and the Session through the 
Personnel & Administration Committee.  General direction and guidance will be provided by the 
Pastor as Head of Staff.  Evaluation and review of work performance will be conducted annually 
by the Pastor and Personnel & Administration Committee in consultation with those served. 
 
Qualifications:  Ideally a graduate of a School of Christian Education or possess an education 
degree from a Seminary of Divinity School, but at least a college degree with course work and/or 
experience in education.  This person should be able to express thoughts and opinions clearly and 
definitively.  In addition, he or she should relate well with people of all ages, especially children, 
youth, and older adults.  Personal qualities include being a positive thinker, caring and 
understanding, unafraid of change, and a motivator of people. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Director of Christian Education 
Starting Date: September 7, 2004 
Category:  Professional Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Provides leadership for the development of a comprehensive 
       Christian Education program (especially children and youth). 

    

2.    Assists in the planning, promotion, and implementation of the 
       WOW program, or similar mid-week program for children. 

    

3.    Assists in the planning, promotion, and implementation of 
       Vacation Bible School. 

    

4.    Serves as liaison to all employed nursery caregivers. 
 

    

5.    Serves as the staff resource person for Acolytes, Children’s 
       Sermon leaders, Youth Readers, and PAWS. 

    

6.    Plans, promotes, and implements a comprehensive Youth  
       Ministry program including the training of volunteer leaders 
       and providing necessary spiritual guidance and direction to 
       youth. 

    

7.    Assists in the planning, promotion, and implementation of scout 
       groups for boys and girls. 

    

8.    Works cooperatively with the Weekday School staff and 
       Provides leadership for the Weekday School Chapel. 

    

9.    Plans, promotes, and implements programs for the Young at  
       Heart group and participates when possible in supporting the 
       work of Presbyterian Women. 

    

10.  Attends necessary committee and subcommittee meetings, and 
       works cooperatively and collegially with other staff. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
DIRECTOR OF MUSIC AND ORGANIST 

First Presbyterian Church 
Belmont, NC 

Approved by Session May 4, 2007 
 
General Description:  The Director of Music/Organist (DOM) is a full-time Professional Staff 
position, educated in the various elements of Reformed Worship, trained in organ and piano 
presentation and accompaniment, gifted in choral, vocal, and instrumental leadership with all 
ages, and skilled as a teacher of music.  The DOM, in partnership with the Music Subcommittee, 
will lead the church in developing an overall strategy and model for a Music Ministry, as one 
among many ministries, in keeping with the Mission and Vision Statements of First Presbyterian 
Church.  This person will possess the highest standards of professionalism and a clear 
understanding of the necessity for confidentiality in all areas of the church’s life and ministry. 
 
Primary Responsibilities 
1. With the Worship Committee: Under the direction of the Worship Committee Chair, 
 and especially the Music Subcommittee, the DOM will: 
 A. Attend monthly Worship Committee meetings as well as monthly Music   
  Subcommittee meetings; 
 B. Plan and provide direction for all music for regular and seasonal services of the  
  church, including funerals; 
 C. Organize and supervise a fully integrated music program to include adult, youth,  
  and children’s vocal choirs and adult and children’s handbell choirs, including  
  recruitment of members; 
 D. Coordinate the selection and maintenance of a library of Sacred Music   
  appropriate for use by the various musical organizations within the church; 
 E. Arrange proper service and maintenance of the organ, pianos, carillon, and any  
  other musical instruments which are on church property in accordance with  
  accepted standards; 
 F. Prepare and provide direction for scheduled rehearsals to master effectively  
  musical presentations; 
 G. Plan, prepare, and provide direction for such special musical programs, such as  
  Vacation Bible School, Open Arts Series, and Carillon Concerts included in the  
  Operating Budget of the church; and 
 H. Provide general supervision and direction for all guest musicians and church  
  volunteers. 
 
2. With the Education Committee:  In partnership with the Education Committee, and 
 especially the Children’s Subcommittee, the DOM will: 
 A. Assist in the planning, promotion, and implementation of the children’s WOW  
  program (Worship On Wednesdays), or similar mid-week program, as it relates to 
  music; and 
 B. Assist in the planning, promotion, and implementation of the music program for  
  Vacation Bible School. 
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3. With the Weekday School:  The DOM will: 
 A. Serve as a music resource person for the Weekday School during operating hours, 
  especially weekly chapel services; and 
 B. Welcome Weekday School children as participants in the music ministry of the  
  church. 
 
4. With Staff:  The DOM will work closely with the Pastor, Director of Christian 
 Education and other staff in planning the overall Music Ministry program of the church. 
 
Consultation:  The DOM will be available for consultation with the Pastor and involved 
families for privately arranged services such as weddings.  Compensation for services on these 
occasions will be as stipulated in the church’s Wedding Policy. 
 
Other Responsibilities 
1. The DOM may provide private music lessons on church property at no charge for the use 
 of church property and for a fee negotiated with the students. 
 
2. At the direction of the Pastor, the DOM will be assigned other duties as dictated by the 
 life of the congregation. 
 
Accountability:  The DOM is directly responsible to the Pastor and the Session through the 
Session’s Personnel & Administration Committee.  General direction and guidance will be 
provided by the Pastor as Head of Staff.  Evaluation and review of work performance will be 
conducted annually by the Pastor and the Personnel & Administration Committee in consultation 
with those served. 
 
Qualifications:  At least a Bachelor Degree in Music; advanced degrees desirable.  Experience 
in directing choral and instrumental church music; personal qualities of cooperation, 
organization, and reliability. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
  
Position Title: Director of Music and Organist 
Starting Date: February 17, 1991 
Category:  Professional Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Plans and provides direction for all music for regular and  
       seasonal services of the church. 

    

2.    Provides music for special services (Weddings, Funerals, etc.) 
 

    

3.    Prepares and provides direction for scheduled rehearsals, and 
       also recruits and resources necessary volunteers and leaders. 

    

4.    Organizes and supervises a fully integrated music program for 
        children, youth, and adults (choir and handbells). 

    

5.    Maintains the music library and arranges for proper service of 
       all musical instruments on church property 

    

6.    Plans, prepares and provides direction for special music  
       programs (Open Arts, Carillon, Advent Luncheons, etc.). 

    

7.    Assists in the planning, promotion, and implementation of the  
       Children’s WOW program, or similar mid-week programs. 

    

8.    Assists in the planning, promotion, and implementation of the 
       music program for Vacation Bible School 

    

9.    Resources music for the Weekday School, especially weekly  
       Chapel services. 

    

10.  Attends necessary committee and subcommittee meetings, and 
       works cooperatively and collegially with other staff. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.    _________________________ 
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
DIRECTOR OF WEEKDAY SCHOOL 

First Presbyterian Church 
Belmont, NC 

Approved by Session March 21, 2010 
Revised by Session April 11, 2010 

Revised by Session November 30, 2017 
General Description:  The Director of the Weekday School (DWDS) is a full-time, salaried 
(exempt) Professional Staff employee responsible for the effective administration and leadership 
of the Weekday School (WDS) at First Presbyterian Church.  The DWDS will assist the Session 
through its WDS Committee in overseeing the Preschool, Day School and After School weekday 
programs.  This person will possess the highest standards of professionalism, a commitment to 
the care of children as a Christian calling, and a clear understanding of confidentiality in all areas 
of the church’s life and ministry. 
 
Primary Responsibilities 
1. As the primary administrator of the WDS - The DWDS will: 
 A. Supervise the maintenance of all records necessary for the operation of the WDS,  
  e.g. child, staff/personnel (including health insurance and COBRA benefits), and  
  other agency records (DSS, Smart Start, TEACH, etc.); 
 B. Oversee health insurance, life insurance, investment plan, or other benefit   
  enrollment serving as the liaison between the agent and the staff; 
 C. Determine staffing needs and recommend to the WDS Committee all potential  
  staff by overseeing the interview and reference check process; 
 D. Provide for appropriate orientation of all new staff; 
 E. Supervise all staff (Assistant Director, Food Service Coordinator, teachers, etc.)  
  by conducting annual and “as needed” evaluations, exercising appropriate counsel 
  and discipline, ensuring the maintenance of required staff/child ratios, and   
  approving/denying all staff leave (vacation, illness); 
 F. Schedule necessary training, workshops, and seminars as required for NC   
  licensing and teacher credentials; 
 G. Maintain all necessary certifications and meet the number of annual training hours 
  required by the state; 
 H. Maintain and ensure compliance with all QS1 Grant guidelines. 
 
2. As the primary educator of the WDS - The DWDS will: 
 A. Recommend the appropriate curriculum and evaluate the approved curriculum  
  regularly; 
 B. Implement a developmentally appropriate educational program and supervise all  
  staff in carrying out that program; 
 C. Approve all field trips and arrange special enrichment activities; 
 D. Assist staff in observing and documenting the development and progress of  
  enrolled children; 
 E. Serve as a mentor and role model in providing a developmentally sound and  
  Christian-focused program for children. 
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3. As the primary finance officer of the WDS:  In partnership with the church’s Financial 
 Administrator and Assist Church Treasurer for the WDS, the DWDS will: 
 A. Present the annual Operating Budget for approval to the Finance Committee and  
  to the Session; 
 B. Maintain a 3 to 5 year budget planning process; 
 C. Monitor the collection and recording of tuition and fee payments; 
 D. Arrange for the purchase of all needed supplies and equipment; 
 E. Monitor payroll information according to all WDS guidelines and policies. 
 
4. As the primary spokesperson for the WDS – The DWDS will: 
 A. Communicate positively with all staff, parents, church members, church staff, and 
  the public; 
 B. Plan and implement parent involvement programs and encourage regular   
  communication by staff with parents regarding curriculum, child development and 
  education, and all school activities; 
 C. Serve as the primary contact person regarding Preschool and Day School   
  schedules, openings and closings, and all special events; 
 D. Represent the WDS at community events and on a regular basis before the  
  congregation of First Presbyterian Church; 
 E. Coordinate advertisement for employment opportunities. 
 
5. With the Church Staff - The DWDS will plan, communicate and  implement the WDS 
 program as a part of the church’s overall Christian Education ministry with special 
 attention to the following: 
 A. Attend necessary committee meetings keeping all informed of needs and concerns 
  (e.g. Personnel & Administration, Finance, Property) as well as weekly church  
  Staff Meetings; 
 B. Communicate regularly with the Pastor, Associate Pastor, Financial   
  Administrator and Building Superintendent; 
 C. Coordinate participation by WDS children and staff in Wednesday Kids Central  
  and Vacation Bible School during the summer. 
 D. Serve as a liaison between the WDS staff and the Church; 
 E. Follow and ensure compliance with all WDS policies. 
 
Other Responsibilities:  At the direction of the Pastor and/or Session, the DWDS will be 
assigned other duties as dictated by the life of the church. 
 
Accountability:  The DWDS is directly responsible to the Session.  General direction and 
guidance will be provided by the Pastor as Head of Staff.  Evaluation and review of work 
performance will be conducted annually by the Pastor and Personnel & Administration 
Committee in consultation with those served. 
 
Qualifications:  The ideal candidate would be an individual with a Master of Education or 
Master of Arts degree in Early Childhood Education, Child Development, Educational 
Administration; or a Bachelor of Arts/Science degree in those fields; and/or Level 3 Early 
Childhood Administration credential; and/or other appropriate education.  This person must have 
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at least 5 years of experience as a Director or Assistant Director or equivalent, and possess 
sufficient maturity and judgment to function responsibly on a day-to-day basis and in an 
emergency.  In addition, he or she should possess strong administrative and supervisory 
capabilities, strong oral and written communication skills, and an ability to work cooperatively 
with the WDS Committee and other church committees and church staff.  Personal qualities 
include enthusiasm and a willingness to maintain high professional standards of conduct, 
attitude, dress, and speech. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title:  Director of the Weekday School 
Starting Date:  
Category:   Professional Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By_________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.  Works with the Weekday School Staff, Pastor, and church staff 
fulfilling all assigned duties. 

    

2.  Oversees all records and information for compliance with NC 
Division of Child Development (NCDCD) licensing standards. 

    

3.  Ensures all forms and records necessary for the smooth 
operation of the WDS are maintained and up-to-date. 

    

4.  Trains and supervises staff in a conscientious manner modeling 
good and clear communication easily while also demonstrating 
availability for resolution of conflicts and problems. 

    

5.  Approves all staff requests for leave/vacation and assists in the 
interpretation of the health and life insurance benefits. 

    

6.  Assists in the selection, evaluation, and implementation of 
curriculum materials for the Day School, Preschool, and School Age 
programs as well as the overall Christian Education dimension of 
the WDS curriculum. 

    

7.  Plans and prepares the annual budget and works closely with the 
church’s Financial Administrator, Commitment & Finance 
Committee (thru WDS Assistant Treasurer) and WDS Committee 
Chair in maintaining the WDS’s financial health. 

    

8.  Encourages parent involvement in WDS operations interacting 
positively and appropriately with church members and the public. 

    

9.  Gives special attention to NCDCD sanitation licensing standards.     
10.  Maintains necessary inservice hours and professional 
credentials as required by the State of North Carolina. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.    _________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
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Position Description 
FINANCIAL ADMINISTRATOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session May 4, 2007 
 
General Description:  The Financial Administrator is a part-time Support Staff position, 
skilled in the areas of accounting/bookkeeping, computer financial programs/word processing, 
and record keeping.  The Financial Administrator will support the Church Treasurer in 
providing regular financial reports for all areas and departments of the church, including the 
Weekday School.  This person will possess the highest standards of professionalism and a clear 
understanding of the necessity for confidentiality in all areas of the church’s life and ministry. 
 
Primary Responsibilities 
1. With the Church Treasurer:  Under the direction of the Church Treasurer, the 
 Financial Administrator will: 
 A. Maintain all financial records of the church; 
 B. Keep accurate and up-to-date files in an orderly manner; 
 C. Balance all accounts generally on a monthly basis; 
 D. Provide regular monthly, quarterly, and yearly financial reports on all departments 
  and areas of the church (including the Weekday School) as required; and 
 E. Issue payroll checks and other disbursements. 
 
2. With the Weekday School (WDS):  Under the direction of the Church Treasurer and 
 Pastor, the Financial Administrator will: 
 A. Assist the WDS Director and Assistant Director with the maintenance of all WDS 
  financial records; 
 B. Provide guidance, counsel, and assistance as needed especially with respect to the  
  approval process for all disbursements; 
  C. Issue payroll checks and other disbursements. 
 
3. With the Personnel & Administration Committee:  In partnership with the Personnel 
 & Administration Committee, the Financial Administrator will: 
 A. Maintain all personnel files in a secure and confidential manner; and 
 B. Serve as the liaison and contact person for computer system repairs and service. 
 
4. With the Commitment & Finance Committee:  In partnership with the Commitment & 
 Finance Committee, the Financial Administrator will: 
 A. Attend all Commitment & Finance Committee meetings; 
 B. Assist in the preparation of the church’s annual budget; 
 C. Maintain records for all annual pledges and designated gifts; and 
 D. Oversee the appropriate management, investment, and disbursement of all   
  designated investment funds. 
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5. With the Staff:  Under the direction of the Pastor, the Financial Administrator will: 
 A. Assist in general reception duties, especially in the Office Administrator’s   
  absence; and 
 B. Resource all employed staff with respect to health insurance, pension, flexible  
  spending accounts, and other benefits. 
 
Other Responsibilities:  At the direction of the Pastor, the Financial Administrator will be 
assigned other duties as dictated by the life of the congregation. 
 
Accountability:  The Financial Administrator is directly responsible to the Pastor and Church 
Treasurer.  General direction and guidance will be provided by the Pastor as Head of Staff.  
Evaluation and review of work performance will be conducted annually by the Pastor and 
Personnel & Administration Committee in consultation with those served. 
 
Qualifications:  Experience and/or degree in accounting and bookkeeping; personal qualities of 
efficiency, organization, cooperation and reliability.  Ability to work well with complex financial 
date; also ability to understand the complexities of health insurance, pension, flexible spending 
accounts, and other benefit plans. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7:39 

FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title:   Financial Administrator 
Starting Date: December 8, 2003  
Category:  Support Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Maintain all records for contributions, payroll, accounts 
payables, bank statements, investments and general ledger using the 
Automated Church Systems software.  Also maintain personnel 
benefits and records for the church. 

    

2.    Maintain all records for accounts payables, bank statements, 
payroll and general ledger using ACS and process all personnel 
benefit enrollments for the weekday school. 

    

3.   Serves as a liaison and contact person for IT and insurance 
issues.  

    

4.    Assist in the preparation of the church and weekday school 
budgets. 

    

5.    Attend the monthly Commitment and Finance Committee 
meeting and provide monthly financial statements and agenda for 
the meeting. 

    

6.    Work with the Stewardship Subcommittee to solicit, record and 
report yearly pledges for General and Capital Funds. 

    

7.   Process background checks for staff and volunteers and update 
ACS accordingly.  Prepare reports for the Child Youth Protection 
Committee.  

    

8.    Provide and maintain weekly attendance rosters for the 
children and youth ministry programs according to the Child Youth 
Protection Committee. 

    

9.    Serve as backup receptionist in the absence of the Office 
Administrator. 

    

     
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
FOOD SERVICE COORDINATOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session June 14, 2015 
Revised by Session November 30, 2017 

 
General Description: The Food Service Coordinator (FSC) is a full-time hourly support staff 
position, responsible for overseeing the culinary function for the Weekday School by providing 
nutritious, safe, eye-appealing and properly flavored foods.  Upon request, the FSC may be 
responsible for some weekday church functions. The FSC will ensure the kitchen and kitchen 
equipment are in clean, safe, orderly and good working condition for all church and school 
services and events, and meets all governmental requirements for health and sanitation.    
 
Work Hours:  This is a full-time, hourly position with a typical 40-hour workweek with a daily 
schedule of 6:30 a.m. to 2:30 p.m., but may change periodically based on the needs of the 
Weekday School and Church.  Because of the nature of the work involved, this position requires 
flexibility with respect to working hours, including a willingness to work on weekends and 
holidays, as necessary.  In order to fulfill all primary responsibilities, the FSC also must be 
willing to respond, when needed, to emergency situations.   
 
Primary Responsibilities 
The Food Service Coordinator (FSC) will: 
 A. Prepare food served to the children and staff; 
 B. Work with the Weekday School Director and Assistant Director to plan and create 
  nutritious weekly menus using the standards of the school as well as the state of  
  NC Division of Child Development; 
 C. Maintain and keep allergies and parental preference forms up-to-date and   
  follow them appropriately; 
 D. Keep classroom staff as well as administrators informed of any changes to  
  allergies or parental preference information; 
 E. Educate new staff on allergy and parental preference information; 
 F. Use proper food preparation  and cleaning and sanitation techniques satisfying the 
  NC Division of Child Development, Department of Health and Human Services,  
  and First Presbyterian Church and Weekday School; 
 G. Complete annual training by the WDS and the State of North Carolina to keep up  
  with changing  regulations;   
 H. Complete a weekly “sanitation checklist;”  
 I. Check and dispose of all expired foods; 
 J. Work within a budget when ordering, purchasing, and recording food and kitchen  
  items including paper products and cleaning supplies; 
 K. Keep a weekly food and supply inventory; 
 L. Prepare, serve, and clean-up food as well as deliver and remove food from  
  classrooms in a timely fashion, being mindful not to disturb classrooms when  
  delivering or picking up foods (including not taking breaks in any classrooms); 
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 M. Make sure that water is distributed to and picked up from classrooms and   
  playgrounds at the end of each day; 
 N. Creatively discuss with children nutrition information throughout the day; 
 O. Work with children, staff, parents, and church members in a professional manner,  
  avoiding gossip at all times; 
 P. Avoid parental conflicts by communicating with administrators any questions or  
  concerns; 
 Q. Attend all required special events; 
 R. Prepare for and clean-up from all special events, staff training, and other   
  functions; 
 S. Inform the WDS administration of any equipment concerns or issues in the  
  kitchen, including ice maker, refrigerator, freezer, hot water temperature, stove,  
  etc.; 
 T. Order and pick-up food when needed, e.g. Bi-Lo, WalMart, Sam’s Club,   
  Restaurant Depot, etc.; 
 U. Understand and follow all nutritional requirements; 
 V. Work closely with the church by assisting in the ordering and/or preparation of  
  meals for congregational events such as: 

i. Weekly Family Night Suppers 
ii. Lenten Luncheons (typically 5 Thursdays in Lent) 
iii. Annual Church Picnic (typically the 1st Sunday in May) 
iv. Homecoming (typically the last Sunday in September once every 5 years). 

 
Other Responsibilities: In addition to the above duties, the FSC will assist in classrooms (when 
needed) in order to meet state licensing guidelines (which includes working with classroom 
teachers to assure that toys are cleaned and sanitized). 
 
Accountability: The FSC is directly accountable to the Weekday School Director with daily 
supervision by the Weekday School Director and/or Assistant Director, but coordinates with the 
Associate Pastor the preparation and/or serving for all congregational meals.   
 
Qualifications: The FSC must:  

• Desire to work in an early childhood educational environment  (Required) 
• Follow instructions and demonstrate computer and record keeping skills  (Required) 
• Work on his/her feet the majority of the day and able to lift up to 30 lbs and carry 

equipment e.g. food trays, water coolers filled with ice and water, groceries purchased, 
stock shelves with food and kitchen supplies, etc.  (Required) 

• Exhibit personal qualities of efficiency (time management), cooperation, courtesy, 
dependability and ability to work well in a team environment  (Required) 

• Display a high degree of professionalism which includes (without limitation) exercising 
good judgment and maintaining desirable personal and professional attributes with regard 
to standards of conduct, attitude, dress, and speech in both professional and personal life 
(Required) 

• Exhibit high standards of character and have a clear understanding of the necessity for 
confidentiality in regards to the day-to-day operations at the Church and Weekday School 
(Required) 
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• Maintain current CPR and First Aid certification (renewed every 3 years) or according to 
WDS licensing  (Required) 

• Pass a thorough background check consisting of federal and state criminal checks and 
reference checks; and perform and pay every 3 years for background checks according to 
the NC Division of Child Development  (Required)  

• Undergo testing for illegal drugs and willingly submit to random testing for illegal drugs 
during employment with failure to submit to testing serving as grounds for employment 
termination  (Required) 

• Flexible with routines and schedules and must possess a valid North Carolina Driver’s 
License and have access to dependable transportation for regular duties, special occasion 
and urgent request work hours as outlined above  (Required) 

• Knowledgeable of state and federal food standard guidelines and have working 
knowledge of meal patterns required by the Division of Child Development and the 
Department of Health and Human Services  (Required)  

• Maintain current knowledge of annual renewal training for the Weekday School and the 
State of North Carolina  (Required) 

• Pass a physical examination and negative tuberculin test prior to employment  (Required) 
• Demonstrate ability to handle crisis situations  (Required) 
• Demonstrate ability to keep records and create menus  (Required) 
• Possess ServSafe Certification  (Required) 
• Earned a culinary degree (Preferred) 
• Experience of 1-3 years in culinary management  (Preferred) 

 
Compensation, Benefits, Vacation:  Compensation and performance will be reviewed annually 
by the Weekday School Director.  Benefits and vacation are provided in accordance with the 
established policies. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Food Service Coordinator 
Starting Date:  
Category:  Support Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Prepares and serves daily meals (breakfast, lunch, snacks) for 
the WDS in keeping with NCDCD licensing standards.  

    

2.    Orders, maintains, and inventories all food used in the WDS in 
keeping with NCDCD licensing standards. 

    

3.    Maintains appropriate records for each child and follows all 
food preferences for children enrolled. 

    

4.    Assists and educates WDS staff in meeting licensing standards 
to assure all toys are clean and sanitized.       

    

5.    Oversees the cleanliness and smooth operation of the kitchen at 
all times so that equipment, food inventories, and all supplies are 
maintained adequately and appropriately. 

    

6.    Maintains current knowledge and appropriate certification for 
food preparation to meet NCDCD and DHHS standards. 

    

7.    Displays a positive and cooperative attitude with all WDS staff, 
church staff, church members and volunteers. 

    

8.    Responds appropriately and willingly to parent concerns and 
suggestions with respect to food preparation and child nutritional 
needs. 

    

9.    Prepares and serves weekly Family Night Suppers for the 
church and communicates weekly menus on a monthly basis to the 
church’s Office Administrator.  

    

10.  Assists cooperatively in the preparation of Lenten Luncheons in 
partnership with the church’s Fellowship Committee. 

    

11.  Responds as able to those meal needs of the church with 
appropriate notification and support from church volunteers. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________  
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
HOUSEKEEPER 

First Presbyterian Church 
Belmont, NC 

Approved by Session December 13, 2009 
 
General Description:  The Housekeeper (HK) is a part-time Support Staff position, responsible 
for maintaining clean and sanitary conditions in the buildings of the church as set forth by the 
Property Committee and assigned by the Building Superintendent.  The HK will work closely 
with all groups of the church, especially the Fellowship Committee, Presbyterian Women,  and 
Weekday School, to insure the facilities (especially kitchens and restrooms) are always neat, 
clean, orderly and ready for use.  Because of the nature of the work involved, this person should 
be extremely flexible with respect to work hours and willing to work on weekends and holidays 
if necessary to meet all primary responsibilities.  This person will possess high standards of 
character and a clear understanding of the necessity for confidentiality in all areas of the church’s 
life. 
 
Primary Responsibilities 
1. With the Building Superintendent:  Under the direction of the Building Superintendent, 
the HK will: 
 A. Maintain clean and sanitary conditions in all facilities of the church at all times. 
 B. Maintain with special care the cleanliness of all restrooms daily. 
 C. Maintain with special care the cleanliness of the Sanctuary. 
 D. Maintain with special care the cleanliness of the Ford house Church Office. 
 E. Maintain with special care the cleanliness of the Parlor, Parlor kitchen, Chapel,  
  and Choir Room behind the Sanctuary. 
2. With the Wedding Directors and Funeral Coordinators:  Under the direction of the 
 Building Superintendent and in partnership with the Wedding Directors and Funeral 
 Coordinators, the HK will (as needed) 
 A. Insure all facilities are unlocked, clean, and ready for use 
 B. Insure the sound system is on and in good working order 
 C. Weddings:  Remain on site during the rehearsal, wedding, and reception (if at the  
  church) in case of an emergency or should a specific need arise with respect to the 
  facilities paying careful attention to the needs of florists and other groups   
  requiring access to church facilities and insuring all facilities are cleaned entirely  
  afterward (a fee will be charged). 
 D. Funerals:  Remain on site during the service and bereavement meal in case of an  
  emergency or should a specific need arise with respect to the facilities paying  
  careful attention to the needs of the funeral home and other groups (florists)  
  requiring access to the church facilities and insuring all facilities are cleaned  
  entirely afterward. 
 
Other Responsibilities:  At the direction of the Building Superintendent, Weekday School 
Director, or the Pastor, the HK will be assigned other duties as dictated by the life of the 
congregation. 
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Accountability:  The HK is directly responsible to the Building Superintendent and indirectly to 
the Weekday School Director and/or Assistant Director and other members of the Professional 
Staff.  General direction and guidance will be provided by the Pastor as Head of Staff.  
Evaluation and review of work performance will be conducted annually by the Personnel & 
Administration Committee in consultation with those served. 
 
Qualifications:  Ability to read, write and follow instructions as well as a willingness to perform 
maintenance duties; personal qualities of efficiency, cooperation, courtesy, dependability, and 
pleasing personality. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Housekeeper 
Starting Date:  
Category:  Support Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Maintains the Sanctuary Building in clean and sanitary 
       condition, with special attention to the following areas: 

    

       A.    Parlor     
       B.    Sanctuary      
       C.    Church Office and Library     
       D.    Hand Bell Room and PSCC/Parish Nurse Remote Office     
       E.    Music Office, Choir Room, and Choir Loft     
       F.    All bathrooms     
2.    Assists the Food Service/Kitchen Coordinator as needed with 
       fellowship suppers, other meal functions, Presbyterian 
       Women Bereavement meals and special Gatherings. 

    

3.    Assists the Wedding Guild as directed by Wedding Directors 
       for rehearsals, weddings, and receptions (a extra fee is charged 
       for these services). 

    

4.    Assists the Funeral Coordinators and pastors in preparing the 
       Sanctuary, Parlor and Chapel for all funeral and memorial 
       services. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section. 
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
MUSIC ASSISTANT/INSTRUCTOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session December 13, 2009 
 

General Description:  Music Assistants/Instructions (MA/Is) are part-time Support Staff 
positions employed with the consent of the Personnel & Administration Committee upon the 
recommendation of the Director of Music/Organist.  As Music Instructors, MA/Is possess 
special skills and usually meet on a weekly basis with children, youth and/or adults.  As Music 
Assistants, MA/Is provide support for Worship services as needed and when available. 
 
Primary Responsibilities 
1. The MA/I for Drumming will: 
 A. Teach short term sessions during WOW (Worship On Wednesdays) to children  
  Grades 3-5 during the school year. 
 B. Teach one or more classes to youth and adults in coordination with the Sunday  
  evening youth fellowship program during the school year. 
 C. Accompany choral works as needed in Worship. 
 
2. The MA/I for the Carillon (Carillonneur) will: 
 A. Teach short term sessions to youth and adults when sufficient interest merits such  
  a class. 
 B. Play the Carillon when requested and be available for Worship services. 
 C. Play the Carillon when requested and be available for special services such as  
  Weddings and Funerals (a fee will be charged). 
 
Accountability:  All MA/Is are directly accountable to the Director of Music/Organist. 
 
Qualifications:  Must be at least 21 years of age.  Experience in teaching is preferable.   Must 
have a pleasant attitude and be professional at all times. 
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Position Description 
OFFICE ADMINISTRATOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session August 19, 2007 
 

General Description:  The Office Administrator is a full-time Support Staff position, skilled in 
the areas of typing, computer word processing, use of business machines (copiers, folders, 
duplicators, etc.), scheduling, advance planning, communications (telephone, fax, scanner, 
email), and reception (visitors to the church office).  The Office Administrator will support the 
Pastor and other Professional Staff by providing clerical support, assisting members of the 
church as needed, and maintaining the church office in an orderly and efficient manner.  This 
person will possess the highest standards of professionalism and a clear understanding of the 
necessity for confidentiality in all areas of the church’s life. 
 
Primary Responsibilities 
1. With Staff:  Under the direction of the Pastor and other Profession Staff, the Office 
 Administrator will: 
 A. Produce and distribute the worship bulletin, weekly newsletter and other weekly,  
  monthly, and seasonal publications; 
 B. Provide needed clerical support to the Pastor and Professional Staff, such as  
  typing and copying correspondence, maintaining records (visitors, etc.), and  
  communication follow-up (phone calls, emails, etc.); 
 C. Answer the telephone and oversee all general receptionist duties for the office; 
 D. Oversee the purchase of all office and administrative supplies; 
 E. Maintain the church’s membership database as well as all mailing lists and  
  routinely update this information; and 
 F. Document minutes from staff meetings. 
 
2. With Facility Use:  The Office Administrator will: 
 A. Schedule and maintain the church calendar; and 
 B. Assist in communication with other support staff with respect to facility use. 
 
3. With Volunteers:  The Office Administrator will: 

A. Work with volunteers to assist in daily and weekly office tasks, such as answering 
the telephone, preparing weekly newsletter mailings, stuffing inserts in the 
Sunday bulletin, etc. 

4. With the Personnel & Administration Committee:   
A. Maintain all personnel files in a secure and confidential manner; and 
B. Serve as the liaison and contact person for computer system repairs and service. 
 

Other Responsibilities:  At the direction of the Pastor, the Office Administrator will be 
assigned other duties as dictated by the life of the congregation, e.g. assisting the Clerk of 
Session to insure all official church records (marriage licenses, certificates, baptismal forms, 
etc.), other than financial records, are accurate and up-to-date. 
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Accountability:  The Office Administrator is directly responsible to the Pastor with respect to 
daily duties.  General direction and guidance will be provided by the Pastor as Head of Staff.  
Evaluation and review of work performance will be conducted annually by the Pastor and 
Personnel & Administration Committee in consultation with those served. 
Qualifications:  This position requires a degree in Office Administration or equivalent 
experience; working knowledge of Microsoft Office Suite (including, but not limited to Word, 
Excel, Access, PowerPoint, Publisher, Outlook) and ACS (Associated Church Systems 
software), or a willingness to be trained in these systems/software packages. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7:50 

FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Office Administrator 
Starting Date: September 24, 2007 
Category:  Support Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Produces and distributes worship bulletin and other worship 
       resources in a timely manner (materials are well prepared,  
       attractive, free of errors). 

    

2.    Produces and distributes newsletter in a timely manner  
       (materials are well prepared, attractive, free of errors). 

    

3.    Produces other weekly, monthly, and seasonal publications in a 
       timely manner, e.g. directories, pew resources, brochures, etc.  
       (materials are well prepared, attractive, free of errors). 

    

4.    Provides needed clerical support to the pastor and other  
       professional staff. 

    

5.    Provides visitor information promptly and maintains visitor 
       records in an efficient and accurate fashion. 

    

6.    Maintains pastoral correspondence and facilitates 
       administrative communication among staff as directed (written 
       and by phone). 

    

7.    Answers the telephone professionally and communicates a  
       pleasant and cooperative attitude; oversees the purchase of all  
       office and administrative supplies; and insures church office  
       (reception, workroom, storage area) is always neat and orderly. 

    

8.    Maintains the church calendar accurately and completely.     
9.    Maintains the church’s membership database, mailings lists,              
       Session and Diaconate records (minutes, etc.), official church  
       records (marriage licenses, certificates, baptismal forms, etc.),  
       and historical documents (bulletins,  newsletters, etc.) in a  
       current, accurate, and/or accessible manner. 

    

10.  Seeks to further refine, develop, and master computer/word 
       processing/office machine skills. 

    

COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________ 
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Position Description 
PASTOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session December 16, 2007 
 
General Description 
1. Minister, Head of Staff:  The Pastor, having been called by the congregation, is a 
Minister of Word and Sacrament as defined in the Book of Order of the Presbyterian Church 
(U.S.A.).  The Pastor shall direct the church staff as administrative Head of Staff, and shall lead 
the staff as a team working together to serve Christ and His Church as expressed in the Mission 
and Vision Statements of the congregation. 
2. Session, Presbytery:  The Pastor shall serve as Moderator of the Session and shall be 
responsible for insuring that the Session functions effectively in fulfilling its responsibilities.  
The Pastor is also a member of the Presbytery of Western North Carolina and is expected to 
fulfill responsibilities to that body and other governing bodies of the Presbyterian Church 
(U.S.A.). 
3. Common, Special Charges:  With the Elders, Deacons, and Associate Pastor, the Pastor 
for encouraging the people in the worship and service of God, exercising pastoral care, and 
reaching out to the community with God’s love and compassion.  The pastor has special 
responsibility for providing appropriate leadership to insure the overall health and vitality of the 
church. 
 
Primary Responsibilities:  In partnership with the Session and the church staff, the Pastor will 
serve as a resource person for the following Session functions: 
1. Worship:  In partnership with the Worship Committee, the Pastor will: 
 A. Be responsible for the leadership and preparation of all worship services. 
 B. Preach most Sundays except when a visiting preacher is designated to preach. 
 C. Administer the sacraments. 
 D. Conduct weddings and funerals as needed. 
 E. Identify spiritual development needs within the church and determine internal or  
  external resources to meet those needs. 
2. Pastoral Care:  In partnership with the Session and Board of Deacons, the Pastor will: 
 A. Give special attention to the needs of those members who are sick, homebound,  
  bereaved, or who are otherwise experiencing pain and crisis in their lives. 
 B. Provide counseling and pastoral care to members of the congregation as needed  
  and/or requested. 
 C. Prepare candidates for membership in the church by visiting prospective members 
  and coordinating with the DCE the Confirmation Classes for youth. 
 D. Help identify ways to support the spiritual and fellowship needs of the   
  congregation. 
 E. Maintain a strong liaison with the community served by the church such that the  
  needs of the community are recognized and addressed by the church’s life and  
  program. 
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3. Administration:  In partnership with the Session and the Personnel & Administration 
 Committee, the Pastor will: 
 A. Provide management for all activities and programs conducted by the church. 
 B. Give direction and leadership to all groups and individuals who have   
  responsibilities in the life of the church. 
 C. Train and prepare officers and lay volunteers to enable them to perform their  
  duties. 
 D. Insure there are adequate staff and administrative resources for the church to  
  function effectively, and provide leadership for the church staff with ongoing  
  communication and coordination. 
 
Secondary Responsibilities 
1. Finance:  In partnership with the Commitment & Finance Committee and the Treasurer, 
 the Pastor will work with all church officers in developing and administering the budget 
 of the church in a manner that reflects wise and prudent stewardship.  
2. Personnel:  In partnership with the Personnel & Administration Committee, the Pastor 
 will manage and evaluate all staff. 
3. Property:  In partnership with the Property Committee, the Pastor will advise the Session 
 on property matters and help identify physical facility needs of the church. 
4. Coordinating & Planning:  In partnership with the Coordinating & Planning 
 Committee, the Pastor will help in the ongoing development of a structure and 
 communication process for the church that is in keeping with the adopted Mission and 
 Vision Statements, and will assist in the development of appropriate long range goals. 
5. Stewardship:  In partnership with the Commitment & Finance Committee, the Pastor 
 will lead the congregation in sharing their many gifts of time, talent, and treasure in a 
 manner that is reflective of the abundance and liberality of God’s grace and is sufficient 
 to support the church’s program and budget. 
 
Other Responsibilities:  The Pastor will pursue involvement in outside groups and activities 
which will benefit personal growth and development as well as the church’s growth and 
development. 
 
Accountability:  The Pastor is directly responsible to the Session.  Evaluation and review of 
work performance will be conducted annually by the Session and triennially through the 
Committee on Ministry of the Presbytery of Western North Carolina in consultation with the 
Session. 
 
Qualifications:  All qualifications for the Pastor’s position are specified in the Book of Order of 
the Presbyterian Church (U.S.A.) and are administered through the Presbytery of Western North 
Carolina to which the position is ultimately responsible. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Pastor/Head of Staff 
Starting Date: January 19, 2005 
Category:  Ordained Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By__________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Provides leadership and encourages planning and preparation 
       for all worship services. 

    

2.    Prepares sermons and administers the sacraments in a manner  
       that strengthens the congregation for discipleship and mission. 

    

3.    Conducts weddings and funerals with competence, dignity and 
       pastoral sensitivity. 

    

4.    Visits those members who are sick, homebound, bereaved, or 
       who are otherwise experiencing pain and crisis in their lives. 

    

5.    Gives direction and leadership to all groups and individuals 
       who have responsibilities in the life of the church. 

    

6.    Provides leadership for the church staff with ongoing  
       communication and coordination. 

    

7.    Trains and prepares officers and lay volunteers to enable them 
       to perform their duties. 

    

8.    Works cooperatively with the Weekday School administration 
       and staff giving special attention to supporting and encouraging  
       this ongoing community ministry. 

    

9.    Provides guidance as needed with respect to stewardship,  
       long-range planning, finances and property matters. 

    

10.  Guides the Session in meeting expectations set by the 
       Presbytery of Western North Carolina and the Presbyterian 
       Church (USA).  

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section. 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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Position Description 
WEEKDAY SCHOOL ASSISTANT DIRECTOR 

First Presbyterian Church 
Belmont, NC 

Approved by Session November 30, 2017 
General Description:  The Weekday School Assistant Director (AD) is a full-time, exempt 
(salaried) Professional Staff position, responsible for the effective administration and leadership 
of the Weekday School at First Presbyterian Church.  The AD will assist the Weekday School 
Director in overseeing the Preschool, Day School and School Age weekly programs.  This 
person will possess the highest standards of professionalism with a commitment to the care of 
children as a Christian calling and a clear understanding of confidentiality in all areas of the 
church’s life and ministry. 
 
Primary Responsibilities 
1. With the Weekday School Director - The AD is responsible for: 
 A. Providing enrollment reports and status updates to the Director; 
 B. Attending committee meetings as well as weekly church staff meetings as   
  requested by the Director; 
 C. Fulfilling Director duties in the absence of the Director;  
 D. Serving as a liaison between the Weekday School Staff and the Director; 
 E. Following and overseeing compliance with all Weekday School policies; 
 F. Scheduling necessary training, workshops, and seminars as required for NC  
  licensing and teacher credentials; 
 G. Supervising staff by conducting “as needed” annual reviews and evaluations as  
  well as exercising appropriate counsel and discipline and ensuring the   
  maintenance of required staff/child ratios; 
 H. Approving field trips and arranging for special enrichment activities; 
 I. Preparing seasonal budget adjustments and the annual budget recommendation; 
 J. Coordinating advertisement for employment opportunities; 
 K. Interviewing and hiring other staff; 
 L. Terminating staff when necessary; 
 M. Maintain and ensure compliance with all QS1 Grant guidelines. 
 
2. As Assistant Director - The AD is responsible for: 
 A. Arranging for all inspections and completing the annual process for licensing; 
 B. Maintaining all records necessary for children enrollment and other agency  
  records e.g. Department of Social Services, SMART START, etc.; 
 C. Assisting with appropriate orientation of all new staff, including education with  
  respect to safety protocols and procedures; 
 D. Maintaining all necessary certifications in order to meet the number of annual  
  training hours required by the state; 
 E. Implementing and developing appropriate curriculum; 
 F. Assisting staff in observing and documenting the development and progress of  
  enrolled children; 
 G. Serving as a mentor and role model in providing a developmentally sound and 
  Christian-focused program for children. 
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3. As a Church Staff Member – The AD is responsible for: 
 A. Communicating positively with all staff, parents, church members, and the public; 
 B. Serving as a contact person regarding Preschool, Day School, and School Age  
  schedules, opening and closing days and times, and all special events; 
 C. Representing the Weekday School at community events when requested.  
 
Other Responsibilities:  At the direction of the Director, Pastor, and/or Session through the 
Personnel & Administration Committee, the AD will be assigned other duties as dictated by the 
life of the church. 
 
Accountability:  The AD is directly responsible to the Weekday School Director and ultimately 
the Pastor as Head of Staff and Moderator of the Session.  General direction and guidance will be 
provided by the Director.  Evaluation and review of work performance will be conducted 
annually by the Director and Personnel & Administration Committee in consultation with those 
served.  
 
Qualifications:  The ideal candidate would be an individual with a Bachelor of Arts or Science 
Degree in Early Childhood Education, Child Development, or other appropriate education to be 
no less than an Associate Degree with 12 semester hours in Child Development or a direct field; 
or a Child Development Associates Credential; or completion of a Community College Early 
Childhood Program; or completion of the Child Care Credentials through a community college; 
or equivalent experience.  The individual must also have completion of Child Care 
Administration courses or one year of experience in performing administrative responsibilities.  
He or she must possess sufficient maturity and judgment to function responsibly on a day-to-day 
basis and in an emergency.  In addition, he or she should possess strong administrative and 
supervisory capabilities, strong oral and written communication skills, and an ability to work 
cooperatively with the Weekday School Director and other church committees and church staff.  
Personal qualities include enthusiasm and a willingness to maintain high professional standards 
of conduct, attitude, dress, and speech.  
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: Weekday School Assistant Director 
Starting Date:  
Category:  Professional Staff 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1.    Works with the Weekday School Director, Pastor, and church 
staff in a positive and constructive manner. 

    

2.    Maintains all records and information for compliance with NC 
Division of Child Development (NCDCD) licensing standards.   

    

3.    Maintains all forms and records necessary for the smooth 
operation of the WDS. 

    

4.    Trains and assists in supervision of staff in a conscientious 
manner modeling good and clear communication easily while also 
demonstrating availability for resolution of conflicts and problems. 

    

5.    Schedules and ensures completion of all inspections required to 
meet annual licensing standards. 

    

6.    Assists in the selection, evaluation, and implementation of 
curriculum materials for the Day School, Preschool, and School Age 
programs as well as the overall Christian Education dimension of 
the WDS curriculum. 

    

7.    Assists as requested by the Director in preparing the annual 
budget and works closely with appropriate church staff in maintain 
the WDS’s financial health. 

    

8.    Encourages parent involvement interacting positively with 
parents and church members and the interested public. 

    

9.    Gives special attention to NCDCD sanitation licensing 
standards. 

    

10.  Helps the WDS maintain necessary inservice hours and 
professional credentials as required by the State of North Carolina. 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section.  __________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

PROCESS FOR PERFORMANCE EVALUATION OF THE PASTORS  
                                                                        Approved by Session January 6, 2008 
 The Session has approved the following process for Review and Performance Evaluation 
for the pastor(s) under the leadership of the Personnel & Administration Committee.  It is the 
hope of the Session that through the process below administered by the Personnel & 
Administration Committee, a healthy, open, honest, and ongoing relationship will be established 
and maintained with the pastor(s) in an effort to foster a work environment of mutual 
accountability, adequate oversight, and genuine support. 
1. The immediate Past Chair of the Personnel & Administration Committee will serve 
 as a liaison to the pastor(s) and communicate any concerns that come to his/her attention. 
2. Annual Review/Performance Evaluation will be conducted each year during the 
 month of June by the Personnel & Administration Committee according to the process 
 outlined in 3.b. below. 
3. Every 3 years a comprehensive Triennial Review by the Session (in conjunction with 
 the required triennial visit from Presbytery’s Committee on Ministry) will occur 
 according to the following procedure.  A date will be set for the review typically in early 
 January prior to the installation of new elders.  A representative from Presbytery will be 
 asked to come and moderate the meeting, typically the church’s staff liaison.    

  a. One month prior to the scheduled Triennial Review, copies of the Performance  
  Evaluation form will be made available to the Personnel & Administration  
  Committee and the Pastor/Associate Pastor.   

  b. Prior to the scheduled Triennial Review, the Pastor/Associate Pastor will meet  
  with the Personnel & Administration Committee.  The meeting will follow the  
  format below: 
   i. Prayer 
   ii. Statement of Purpose (Book of Order, G-7.0302a, G-10.0102n, G-14.0534) 
   iii. Sharing of comments prepared by the Pastor/Associate Pastor based upon   
    completion of Performance Evaluation form 

    iv. Sharing of comments prepared by committee members based upon completion of Performance 
    Evaluation form 
   v. Discussion 
   vi. Private deliberation by committee members with the Pastor/Associate Pastor excused 

    vii. Discussion with the Pastor/Associate Pastor and completion of one Evaluation form signed by  
    all present and included in the Pastor’s/Associate Pastor’s permanent file   
   viii. Upon signing the Evaluation form, all others will be destroyed 
   ix. Prayer 

  c. At the scheduled Triennial Review by the Session with Presbytery’s staff  
  associate serving as moderator, the Chair of the Personnel & Administration  
  Committee will share that a comprehensive review has occurred with the   
  Pastor/Associate Pastor and a written record has been placed in the Pastor’s  
  permanent file.  Elders will be informed as to the performance areas reviewed  
  (General Standards and Specific Job Standards) with general discussion from all  
  present being encouraged.  After sufficient discussion has occurred, a decision  
  will be made with respect to any changes in terms of call for recommendation to  
  the congregation at the upcoming Annual Meeting.  

  d. The Presbytery staff associate and the 4 elders serving on the Personnel &  
  Administration Committee will then meet with the Pastor/Associate Pastor  
  privately and share overall impressions from the meeting.   
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

PROCESS FOR GENERAL PERFORMANCE EVALUATION 
                                                                            Approved by Session May 21, 2006 
 The Session has approved the following process for Annual Reviews and Performance 
Evaluations for all Lay Employees (exempt and non-exempt) under the leadership of the 
Personnel & Administration Committee. 
1. Annual Reviews/Performance Evaluations will be conducted each year during the 
 month  of June. 
2. Each employee will be assigned a member of the Personnel & Administration 
 Committee to serve as a “Liaison” between the employee and the committee. 
3. The Liaison will communicate with the employee by June 1 of each year and the two 
 shall reach agreement on a date in June for the Annual Review/Performance Evaluation 
 to occur.  Typical reviews will last between 1 and 2 hours. 
4. At the time a date is set for the Annual  Review/Performance Evaluation, the 
 employee will receive from the Liaison a copy of the previous year’s Annual Review 
 summary as well as a blank form for use in preparing for the current year’s evaluation.  
 The Liaison will also share the names of persons who will be conducting the review for 
 the current year.  Typically Annual Review Teams will consist of one or two members of 
 the Personnel & Administration Committee along with one or two other individuals who 
 work closely in a supervisory capacity with the employee, e.g. the Chair of a Session 
 committee or subcommittee, etc.  At no time will the Annual Review Team consist of 
 more than 4 individuals in addition to the pastor and the employee being evaluated. 
5. A few days prior to the scheduled Annual Review, the employee will meet privately 
 and confidentially with the pastor as Head of Staff. 
6. The scheduled Performance Evaluation with the Annual Review Team will follow the 
 format described below: 
 a. Prayer 
 b. Introduction of all present 
 c. Statement of Purpose (Book of Order, G-10.0102n) 
 d. Sharing of comments prepared by employee based upon completion of  
  Performance Evaluation form 
 e. Sharing of comments prepared by Annual Review Team members based  
  upon completion of Performance Evaluation form 
 f. Discussion 
 g. Private deliberation by Annual Review Team with employee excused 
 h. Discussion with employee and completion of one Performance Evaluation  
  form signed by all present and included in the employee’s permanent file or  
  mutual agreement by all present to meet within 10 days for clarity, consensus 
  and completion of the Performance Evaluation form 
 i. Upon signing the Performance Evaluation form, all others will be destroyed 
 j. Prayer 
 It is the hope of the Session that through the above process administered by the Personnel 
& Administration Committee, a healthy, open, honest, and ongoing relationship will be 
established with all employees in an effort to foster a work environment of mutual 
accountability, adequate oversight, and genuine support. 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

GENERAL PERFORMANCE EVALUATION 
 

Name_____________________________ Position __________________________________ 
 
      Evaluation Period _________________________ 
 
Rating Scale:  CE - Consistently Exceeds Standards CM - Consistently Meets Standards 
  NI - Needs Improvement   NA - Not Applicable 
 

GENERAL JOB STANDARDS CE CM NI NA 
GENERAL COURTESY 
1.    Consistently demonstrates politeness and hospitable non-verbal communication. 
(Uses “please”, “thank you”, appropriate eye contact, positive facial expressions, 
appropriate telephones etiquette, etc.) 

    

PROVIDING ASSISTANCE 
2.    Consistently provides immediate attention and appropriate assistance.  (Explains 
delays, follows through on commitments, speaks to people immediately and offers to help, 
etc.) 

    

CONFIDENTIALITY AND PRIVACY 
3.    Always protects confidentiality and other organizational information and      
records. (Never discusses or accesses confidential information except as required in job, 
etc.) 

    

4.    Consistently maintains privacy and dignity when relating to the congregation       
and other staff members. 
 

    

DEPENDABILITY 
5.    Consistently demonstrates prompt and reliable attendance. (Here when scheduled, 
notifies supervisor in timely manner when absences/tardies must occur, etc.) 

    

6.    Consistently demonstrates positive response to scheduling changes.  (start/stop 
time, work location, emergency staffing situations, etc.) 
 

    

PROFESSIONALISM 
7.    Consistently follows dress code and practices good personal hygiene. 
 

    

8.    Consistently demonstrates appropriate personal behaviors.  (Interpersonal 
contacts, appropriate emotional control in stressful situations, caring attitude, etc.) 
 

    

9.    Consistently works cooperatively with co-workers and all staff.  (Church Office 
Staff and Weekday School) 
 

    

10.  Consistently communicates messages, information, and problems to appropriate 
person. 
 

    

11.  Consistently uses work time and resources in productive manner.  (Limits 
personal use of phones, personal conversations, promotes cost conservation, appropriately 
uses break and meal times, etc.) 

    

SAFETY AND FIRST AID 
12.  Consistently follows safety and first aid procedures. 
 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section. 
______________________________________________________________________________
______________________________________________________________________________ 
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FIRST PRESBYTERIAN CHURCH 
Belmont, North Carolina 

SPECIFIC PERFORMANCE EVALUATION 
 

Position Title: 
Starting Date: 
Category: 
 
Employee_____________________________________________________________________ 
 
Evaluation Period_______________________________________________________________ 
 
Completed By_________________________________________ Date____________________ 
 
SCALE: CE - Excellent/Consistently Exceeds Standards 
  CM - Good/Consistently Meets Standards 
  NI - Needs Improvement to Meet Standards 
  NA - Not Applicable 
 
 

SPECIFIC JOB STANDARDS CE CM NI NA 
1. 
 

    

2. 
 

    

3. 
 

    

4. 
 

    

5. 
 

    

6. 
 

    

7. 
 

    

8. 
 

    

9. 
 

    

10. 
 

    

 
COMMENTS:  Each standard marked “Needs Improvement” … or “Consistently Exceeds 
Standards” … must be justified in the “COMMENTS” section. 
 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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PERFORMANCE GOALS: 
 
 
Objective (What?) 
 

Strategy (How?) Time Frame (When?) 

 
 
 
 
 
 
 
 

  

 
 
 
 
 
 
 
 

  

 
 
 
 
 
 
 
 

  

 
COMMENTS: 
______________________________________________________________________________
______________________________________________________________________________ 
 
EMPLOYEE’S COMMENTS (if any): 
__________________________________________________________________
__________________________________________________________________ 
 
Employee’s Signature__________________________   Date________________ 
Signatures of Persons Conducting Annual Review 
1.  ___________________________________________  Date________________         
2.  ___________________________________________ Date________________ 
3.  ___________________________________________ Date________________ 
4.  ___________________________________________ Date________________ 



7:62 

PERFORMANCE GOALS 
Support Committee Sign-Off Sheet 

 
Staff Member:____________________________________ Date Form Sent: _________ 
Position:_________________________________________   Support Committee: ______   
Performance Goals for: ____________________________ Date Form Returned: _____ 
 
 

OBJECTIVE 
What? 

STRATEGY 
How? 

TIME 
FRAME 

When? 

COMMITTEE 
APPROVAL 

Who? 
   

 
 
 
 
 
 
 

 

 

 
During the annual review the following objective was documented to be a focus for the: 

 
  

UPCOMING YEAR SPECIFIC PROGRAM 
                 

To show that your committee is aware of the targeted goals for the year and to support our staff, the Personnel Committee would 
like to request that the above objective be visited, on a regular basis, during committee meetings in hopes of assisting our staff 
with these endeavors. 
 
Note: If your committee agrees with the targeted objective, please sign below and return the form to the Chairman of the 
Personnel & Administration Committee.  If you see problems with the objective listed, your committee should work with your 
staff member to adjust the expectations.  All changes to the objective, strategy and/or time frame need to be documented in the 
form below, signed and returned to _____________________, Chair of the Personnel & Administration Committee, to assure 
next year’s evaluation aligns with the targeted goals.  Thank You! 
Signature:___________________   Chairman of:__________________  Date:_____________                    
 
 

ADJUSTMENTS OF EXPECTATIONS 
OBJECTIVE 

What? 
STRATEGY 

How? 
TIME 

FRAME 
When? 

COMMITTEE 
APPROVAL 

Who? 
 
 
 

  
 
 
 
 
 
 
 

 

 

 


