Policy 4010


Westwood Baptist Church Non Pastoral Hiring Policy


Funding:

Before starting the hiring process, funding for the position must be determined by the Church Administrator and approved by the Executive Pastor.  Funding must be in place for the base salary, taxes, FICA and other benefits that may go with the position.

Job Description:

A detailed job description must be developed for the proposed position and approved by Executive Pastor.  It should include job qualifications, job requirements and job responsibilities. 

Advertising:

All job openings shall at a minimum be posted on the church bulletin board.  

Interviewing:

Ministry leaders may be involved in the interviewing process but must not make any offer of or implied offer of a job to any applicant.  Extreme care must be used so that what is said cannot be interpreted as a job offer by the applicant.  Caution must be used to avoid questions that are not legal to ask.  (See appendix A for sample list of questions to avoid.)  A team interview should be conducted to make the final selection and recommendation.  No discussion of a compensation package should be discussed with any applicant until the compensation package has been clearly defined and approved by the Executive Pastor and Church Administrator.

References:

In order to verify information about an applicant's knowledge, skills, abilities, and other qualifications that will be important to successful performance in a new position, careful reference checks must be conducted.  Job-related inquiries may be made of current and former supervisors and other persons who can supply relevant information.  A job offer may only be made after references have been checked.

Background Checks:

In order to ensure that individuals who have the qualifications to perform the duties of the position, and who are likely to serve Westwood’s interests, attempts will be made to verify, as appropriate the following information found on the employment application or resume for all final, external candidates: work history, degree verification, social security number, driver’s license, and criminal convictions. 

In most cases, the background check must be completed before the candidate begins employment.  Adverse information found on any of the above may result in the withdrawal of any job offer.
Hiring:

In filling a position the applicant who, in the opinion of the Ministry Leader and the Executive Pastor and/or the Church Administrator, possesses the qualifications to perform most effectively the duties of the position will be selected. Whenever possible, hiring of relatives of current church employees will be avoided.  In no case will relatives be supervised by other family members.   Only the Senior Pastor or his designee is authorized to make an offer of a job to an applicant.
Job Benefits

Job benefits will follow those provided in the Personnel Policy Manual.  Any exception(s) must be in writing and approved by the Elder Board.
Appendix A

Based on Federal legislation, court decisions, various executive orders and EEOC regulations, certain inquires are no longer made during the interviewing process. The interviewing process includes the application as well as the formal interview.

While the inquiries may not be specifically prohibited, it is preferred that they not be made.  Certain inquiries can leave the church suspect and vulnerable if an applicant is denied employment and files a discrimination complaint.

Keep in mind that qualifications and inquiries should be job related. Ask all applicants, both male and female, the same questions. An employer may not ask a third party (such as a state agency, applicant's friends, families or former employers) any questions that it could not directly ask the applicant.

Questions that should never be asked during interviews

We do not ask the following:

1. Where were you born? *

2. You seem to have an accent; were you born outside the United States?

3. Why are you interested in this job, which is traditionally male/female?

4. What church do you attend?  If it is job related you may.

5. Have you ever been "arrested" for a crime?

6. What is your (or your wife's) maiden name?

7. To what social club, societies and/or lodges do you belong?

8. Are you pregnant?

9. How many children do you have?

10. Are you planning to have children?

11. Do you have a baby sitter?

12. Do you have transportation to and from work?

13. Are you married?  What is your marital status?

14. Are you the head of household?

15. How old are you?

16. Do you have any disabilities?

17. Have you ever filed for workers' compensation?

18. Have you ever been injured on the job?

19. How many days have you missed in the last (month, year, etc) because of sickness?

20. Are you a U.S. citizen? ** 

21. What color is your hair, eye or skin (etc).

22. Do you have adequate child care?

23. With whom do you live?

24. What is your height and weight?

* You may ask "How long have you been a resident of this city or state?"

** You may ask "Can you work full time in this country without any restrictions?"
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