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Overview 
The Washington Conference of Seventh‐day Adventists has developed the following guide to ensure that 
each employee hired to serve the conference is done so in accordance with laws, regulations and policy. 
This guide is provided to assist local boards, treasurers and supervisors with hiring and supervising 
employees.  
 
This document outlines general expectations and guidelines for correctly classifying employees, 
including rates of pay and eligible employee benefits. Where this document conflicts with laws, or the 
policies and/or practices of the Washington Conference, those laws and policies will govern. The 
Washington Conference reserves the right to occasionally implement exceptions on an as‐needed, case‐
by‐case basis in accordance. No local entity is authorized to make exceptions without prior written 
authorization from the Human Resources (HR) Department. 
 
The Washington Conference of Seventh-day Adventists is the lowest level employer, and as such will 
endeavor to treat all employees equitably. 
 
Washington Conference and NAD policy requires that employees be members in good and regular 
standing which includes: church attendance, tithe and adherence to core doctrinal lifestyles. 
 

Important Note: In limited circumstances, non-Adventists may be hired for certain positions where 
suitable SDA applicants cannot be found. Non‐SDA employees are expected to respect Seventh‐day 
Adventist beliefs and honor Seventh‐day Adventist lifestyle expectations while performing their duties. 

The current Washington Conference Employee Handbook may be obtained from Human Resources.  
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Locally Funded FAQ 
 

1. Can a local entity hire an employee and pay them directly?  No.  The Washington Conference is 

the lowest hiring body of the Seventh-day Adventist Church.  All employees of a church, school 

or ECEC are to be run through the Washington Conference payroll department to make sure 

that all taxes and legal documents are correct.  If they meet the rules for independent 

contractor, they may be paid directly.   

 
2. Can we pay an individual employed as a janitor or secretary a stipend amount?  No.  Wage and 

hour laws require that nonexempt employees be paid for the actual hours that they work.  This 

means that the employee needs to be tracking and reporting hours, rather than receiving a flat 

stipend amount.  (See Q&A 4 below for information about hiring independent contractors.  

Independent contractors generally should be paid for the job rather than by the hour.) 

 
3. Can a local church or school request that a non-Adventist applicant be hired?  Because of the 

importance of ministry with every job function, the Washington Conference strongly encourages 

its churches and schools to recommend Seventh-day Adventist applicants to the Washington 

Conference for hiring.  By law, the Washington Conference is allowed to give preference to 

Seventh-day Adventist applicants over applicants who are non-members.  If a church or school 

wishes to recommend a non-Adventist applicant for hiring, it should include documentation 

with the request indicating that a suitable Adventist candidate is not available. 

 
4. Can my church or school issue its own employment documentation, such as a contract of 

employment?  No.  All employees of a church or school are considered to be employees of the 

Washington Conference, and the church or school is not authorized to issue its own contracts to 

employees.  The church or school may be able to enter into a contract with an independent 

contractor, but it should be very sure that an independent contractor relationship (rather than 

an employer-employee relationship) exists prior to entering into that contract.  Please refer to 

the Labor and Industries Independent Contractor Guide or the Washington Conference Human 

Resources Department prior to entering into any contract with an independent contractor. 

 
5. Can an employee be paid with non-cash compensation (e.g., food, housing, tuition 

assistance)?  Because of the difficulty of properly reporting non-cash compensation to the 

Internal Revenue Service for taxation, local entities should pay only monetary compensation for 

the work performed.   

 
6. What is the church or school required to pay?  The church or school is responsible for the entire 

compensation package and employer taxes associated with the position.  These amounts are 

billed to the church or school each month before payroll is run.  The Washington Conference 
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assists in non-financial ways, such as issuing paychecks to employees, handling income tax 

reporting responsibilities, and processing benefits enrollment. The Washington Conference does 

not charge any administrative or processing fee to the local church or school for performing 

these services. Prompt payment for a locally funded employee is expected. Failure to do so 

could result in termination of employment. 

 
7. Can an employee “volunteer” time if we can’t afford to pay for all of the hours that the 

employee works?  An arrangement like this is absolutely prohibited.  Employees should be paid 

for all of the time that they work, both to comply with wage and hour laws and out of fairness.  

You may permit an employee to volunteer time for your organization in a position that is 

substantially different from his or her normal job duties and that is customarily a volunteer 

(unpaid) position (e.g., church secretary may volunteer as a Pathfinder leader). 

 
8. Do we really need to go through all the employment steps? Yes. While it seems like a lot, it 

actually should mirror closely what your church or school is already doing in its hiring process to 

comply with law, regulations, and policy. These procedures follow best practices to ensure 

fairness and legal compliance in the hiring process, as well as to protect the church, school, 

conference, and all employees and applicants.  

 

9. I feel the Conference is micromanaging local churches, schools and ECECs. Why? It isn’t. The 

Conference is legally the lowest level employer. It is responsible and liable for all hiring, firing 

and other employment matters. We are under three specific imperatives: to treat people right, 

to preserve the ability of the church to carry forward the mission (our reason for existence), and 

to be a law abiding organization (unless or until in conflict with the laws of God). The Conference 

is working hard to ensure that its processes are efficient and streamlined, with as little meddling 

in local affairs as possible. The processes in place are primarily to protect employees and ensure 

compliance with laws, regulations and policies. As much as is possible, control and decision 

making is left in the hands of the local boards.  

 

10. Do we have to pay musicians as employees? As a general rule, individuals should be classified 

as employees if they are performing regular, ongoing work at a church or school, do not have a 

business license, and are not working for a business with which the church has a contract. The 

most common area where there is confusion with assigning employment status to individuals is 

in music ministry. Musicians who are regularly scheduled at church services should be regarded 

as employees. 

 

11. Can the Conference make decisions about locally funded employees without local board 

input? Yes. All employees and positions are at the discretion of the Washington Conference. 

This includes the ability to change classifications or terminate employees. While the Conference 

prefers to work with the local entity’s board, it may not in some circumstances.   
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Locally Funded Hiring Checklist 
 

Stage 1: Creating a Locally Funded Position 

□ Develop a Job Description 

□ Complete the Salary/Benefits Assessment Worksheet to get an estimate of costs 

Stage 2: Application Process 

□ Post Job Opening  

□ Have prospective applicants fill out Application for Employment 

□ Interview Candidates 

□ Talk with at least 3 references who know each candidate personally or professionally 

Stage 3: Hiring 

□ Board or authorized committee determines which applicant they would like to fill the position 

Send to Human Resources: 

□ Completed and signed Salary/Benefits Assessment Worksheet 

□ Church board/committee minutes 

□ Copy of the Prospective Employee’s Application for Employment 

□ Copy of the job description 

□ Approval from the Washington Conference to hire the applicant 

□ Conditional Offer of Employment to applicant, pending completion of background screening 

Stage 4: Post Hire 

Send to Human Resources: 

□ Background Screening Packet, if you have not already done so 

They may begin employment once they have been approved through background screening 

Stage 5: First Day of Employment 

 Send to Human Resources: 

  □ Employee Information Form 

 □ Completed W-4 

 □ Complete I-9 and send it to Washington Conference within 3 days of first day of work 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 

 □ Appropriate Documentation Examined by authorized individual 

 □ Photocopy of Appropriate Documentation 

□ Direct Deposit Authorization Form 

□ Signed copy of the job description 

□ Other forms, if directed by Human Resources 

□ Begin keeping timesheet for non-exempt employees (and exempt part-time employees) 

□ Display and update as needed all federal and state labor law posters 
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Locally Funded Hiring Process 
 

Stage 1: Creating a Locally Funded Position 
 
Step 1: Develop a job description. Determine all duties, expectations and requirements for the position. 

The Washington Conference website has sample job descriptions. You are encouraged to use and tailor 

them to your particular needs.  

Step 2: Fill out the Salary/Benefits Assessment Worksheet. This worksheet will give the local church a 

fairly accurate estimate of the total cost for the new employee. At any time you may contact the HR 

department for help filling it out. All reference documents may be found on the Conference website: 

Employee Benefits Schedules, Community Wage Scales, and the most recent version of this guide. 

Further explanation of using the Community Wage Scales can be found in this document under 

Remuneration Explained. Likewise, more information on Benefits can be found under Benefits 

Explained. 

Checklist: 

□ Develop a Job Description 

□ Complete draft copy of the Request to Hire Employee Form to get an estimate of costs 

 Contact HR for assistance as needed 

 

 

Stage 2: Application Process 
 
In this stage, the church will post the position, take applications, check references, and interview 

candidates. This should follow standard hiring processes.  

Checklist: 

□ Post Job Opening  

□ Have prospective applicants fill out Application for Employment 

□ Interview Candidates 

□ Talk with at least 3 references who know each candidate personally or professionally 
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Stage 3: Hiring 
 
When the board determines the best candidate, they should take a board action to recommend that the 

Washington Conference hire the specific candidate. The board action should specify the rate of pay, 

hours per week authorized to work, whether or not overtime is authorized, and the prospective 

effective date of employment. The board action should request the Conference hire the specific 

applicant for the position at the local church. The church will complete and send the Request to Hire 

Employee Form, the board action, the completed application, and a copy of the job description signed 

by the applicant to the Washington Conference. The Conference will notify the church upon approval. 

The supervisor may then conditionally offer the position to the applicant, pending successful completion 

of their background screening.  

Checklist: 

□ Board or authorized committee determines which applicant they would like to fill the position 

Send to Human Resources: 

□ Completed and signed Request to Hire Employee Form 

□ Church board/committee minutes 

□ Copy of the Prospective Employee’s Application for Employment 

□ Copy of the job description, signed by applicant 

□ Approval from the Washington Conference to hire the applicant 

□ Conditional Offer of Employment to applicant 

 

 

Stage 4: Post Hire 
(2 weeks before starting work if possible) 

 
The Washington Conference and its local facilities provide services to vulnerable children, youth and 

adults. Special care is required to protect those individuals. With this in mind, employees and volunteers 

must have a background screening. The Conference will begin background screening the new hire once 

hiring is approved and all screening paperwork is received. The new employee must not begin work until 

the background screen is complete, which usually takes around two weeks.  If a church would like to 

expedite the background screening process, they may request the background screen be done earlier in 

the process but may be required to pay for costs incurred if the applicant is not ultimately hired. 

Checklist: 

Send to Human Resources: 

□ Background Screening Packet, if you have not already done so 
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Stage 5: First Day of Employment 
 
The employee should complete a W-4 and the Employee Information Form. The employee must 

complete the I-9. Accurate adherence to this step is vital to comply with federal law. 

 An authorized individual would be a pastor, principal, treasurer or other supervisor 

 The authorized individual must examine and complete Section 2 of the I-9 

 The authorized individual must examine the appropriate work authorization documentation 

 A copy of the appropriate work authorization must be included with the I-9 form 

 Send the form and copy of appropriate work authorization to Human Resources 

Checklist: 

 Send to Human Resources: 

   □ Completed W-4 

 □ Complete I-9 and send it to Washington Conference 

 □ Within 3 days of first day of work 

 □ Appropriate Documentation Examined by pastor (church) or principal (school) 

 □ Photocopy of Appropriate Documentation 

□ Direct Deposit Authorization Form (optional)  

□ Other forms as required based on position (see checklist on next page) 

□ Begin keeping timesheet for non-exempt employees 

□ Display and update as needed all federal and state labor law posters 

 

 

Beyond Stage 5: Employment 
 
The local entity will be responsible for supervising the locally funded employee. This includes ensuring 

hourly employees properly report hours worked on a time card, restricting the employee from working 

overtime, providing feedback and evaluations, and all other day to day supervision. 

Employees tend to be more satisfied with their employment if they know what their expectations are 

and how well they are meeting them. We highly recommend conducting at least one employee 

evaluation per year, and have an Employee Evaluation Form available. Evaluations should give 

employees guidance on expectations, performance and areas for improvement. It should also be a time 

to evaluate the position and update the job description.  

Please do not rate employees as excellent in every category. Average means what it says, that the duties 

are being met as expected. Above average and excellent should be reserved for when the employee 

truly shines in that particular category. 
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Interview Question Guidance 
Do not ask about: 

 Race or ethnicity 

 Gender/Marriage status/children 

 Nation of Origin 

 Age 

 Disabilities 

 Arrests & Convictions 

 Normally not Religion – but we get a pass and can delve into it because we only hire SDA 

employees (aside from ECECs, but we’re working to end that practice which began before they 

were brought onto our payroll). 

It is also important to phrase questions so as not to lead into these issues. If an applicant brings it up, it 

is beyond your control. It is also a good idea to create a standard form of questions to be asked for this 

specific position and to use it for all applicants. You may deviate from them to delve into a specific 

answer, but being prepared is recommended. 

You can ask questions about: 

 The resume 

 Technical skills 

 Experience 

 What are your strength/weaknesses? 

 This last question is often rehearsed, so you may consider waiting silently for more when they 

are finished. They may awkwardly add more given enough silence – else, feel free to delve into it 

more with pointed questions 

Behavioral questions are excellent. Some samples include: 

 In your position as ___, how did you deal with angry parents/clients? 

 Describe an innovation that you proposed for a previous employer. What happened? 

 How have you dealt with difficult coworkers/people in the past? 

 What is your ideal work environment? 

 What motivates you? 

 What frustrates you? 

 How is who you are now consistent or inconsistent with the person you were at 12 years old? 

 When are you happiest? 

 Are you driven by the determination to succeed or the fear of failure? 

 What things do you not like to do? 

 What’s your story?  
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Full Time Employees Checklist 
(Use ECEC checklist for all ECEC Employees) 

  Request to Hire Locally Funded Employee Form 

   Attach Board Minutes requesting hire 

  Application for Employment 

   Includes Resume 

   Checked References (3 preferred)  

  Background Screening Application 

  I-9 (Complete by first day of hire) 

  W-4 

  Authorization Agreement for Direct Deposits  

  Adventist Retirement Plan 

  Medical Benefits Application 

  Life Insurance Form 

  Tuition Assistance (Exempt only) 

  Tithing Acknowledgment 

  Email Authorization form 

  Employee Self-identification form 

 

I-9 notice: Section 1 is to be filled out in your presence, then you are then to fill out Section 2 

Send the original I-9 and the copies of verification documents to the conference office 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 per violation 

Any fines will be passed on to the church or school who made the error 
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Enhanced Part-Time Employees Checklist 
(Use ECEC checklist for all ECEC Employees) 

  Request to Hire Locally Funded Employee Form 

   Attach Board Minutes requesting hire 

  Application for Employment 

   Includes Resume 

   Checked References (3 preferred)  

  Background Screening Application 

  I-9 (Complete by first day of hire) 

  W-4 

  Authorization Agreement for Direct Deposits  

  Adventist Retirement Plan 

  Medical Benefits Application 

  Tithing Acknowledgment 

  Email Authorization form 

  Employee Self-identification form 

 

 

 

I-9 notice: Section 1 is to be filled out in your presence, then you are then to fill out Section 2 

Send the original I-9 and the copies of verification documents to the conference office 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 per violation 

Any fines will be passed on to the church or school who made the error 
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 Part-Time Employees Checklist 
(Use ECEC checklist for all ECEC Employees) 

  Request to Hire Locally Funded Employee Form 

   Attach Board Minutes requesting hire 

  Application for Employment 

   Includes Resume 

   Checked References (3 preferred)  

  Background Screening Application 

  I-9 (Complete by first day of hire) 

  W-4 

  Authorization Agreement for Direct Deposits  

  Adventist Retirement Plan 

  Tithing Acknowledgment 

  Email Authorization form 

  Employee Self-identification form 

Note: If a Part-time Employee is scheduled for 30 hours or more, you will need to include the Medical 

Benefit application. If they are scheduled to work 26 or more hours, they may be eligible for health 

benefits the following year. 

 

I-9 notice: Section 1 is to be filled out in your presence, then you are then to fill out Section 2 

Send the original I-9 and the copies of verification documents to the conference office 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 per violation 

Any fines will be passed on to the church or school who made the error 
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Temporary and Less than Part-Time Employees Checklist 
(Use ECEC checklist for all ECEC Employees) 

  Request to Hire Locally Funded Employee Form 

   Attach Board Minutes requesting hire 

  Application for Employment 

   Includes Resume 

   Checked References (3 preferred)  

  Background Screening Application 

  I-9 (Complete by first day of hire) 

  W-4 

  Authorization Agreement for Direct Deposits  

  Tithing Acknowledgment 

  Email Authorization form 

  Employee Self-identification form 

 

 

 

 

 

I-9 notice: Section 1 is to be filled out in your presence, then you are then to fill out Section 2 

Send the original I-9 and the copies of verification documents to the conference office 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 per violation 

Any fines will be passed on to the church or school who made the error 
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ECEC Employees Checklist 
  Request to Hire Locally Funded Employee Form 

   Attach Board Minutes requesting hire 

  Application for Employment 

   Includes Resume 

   Checked References (3 preferred)  

  Background Screening Application 

  I-9 (Complete by first day of hire) 

  W-4 

  Authorization Agreement for Direct Deposits  

  Adventist Retirement Plan 

  Tithing Acknowledgment 

  Email Authorization form 

  Employee Self-identification form 

All ECEC Employees working 30 hours or more: 

  Medical Benefits Application 

Note: If a Part-time Employee is scheduled for 30 hours or more, you will need to include the Medical 

Benefit application. If they are scheduled to work 26 or more hours, they may be eligible for health 

benefits the following year. 

I-9 notice: Section 1 is to be filled out in your presence, then you are then to fill out Section 2 

Send the original I-9 and the copies of verification documents to the conference office 

Incorrectly completed I-9’s could result in civil fines ranging from $110-1,100 per violation 

Any fines will be passed on to the church or school who made the error 
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Guide to the I-9 
An I-9 form must be correctly completed within 3 days of an employee’s start date. The two sections you 

will need to properly complete in the hiring process are Sections 1 & 2. Section 3 relates to reverification 

when specific types of employment authorization documents expire. 

Section 1 
 The employee is to fill out this section at the time employment begins. They are to fill it out in your 

presence before you fill out section 2. Please ensure they fill out all of Section 1. 

 

Section 2 
Section 2 is the portion that people find most confusing. It must be filled out correctly or else the 

government can fine the church. The first portion of it requires you to look at specific documents that 

establish identity and establish authorization to work in the United States. 

 

You may use either one List A document or a List B and and a List C document. 

List A: List A includes those documents that establish both identity and work authorization.  

Lists B & C: If no List A document is available, the employee should bring a List B document and a List C 

document. List B documents establish identity. List C documents establish employment authorization.  
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Note: You must provide the document title (driver’s license, social security card, etc), the issuing 

authority (state or country), Document # (License, social security number, etc), and expiration date (if 

any).  For List A documents, there are additional lines for a second Document # & Expiration date. This is 

for a visa within a foreign passport. Please write both down if that is the document provided. 

 

You must correctly provide the start date, your name, title, the name and address of the facility, and the 

date which you certify that you have checked over the documents. The date signed should be on the 

start date or within two days afterwards. Do not fill out an I-9 before the employee starts. When you 

sign the I-9, you are certifying to the U.S. government that you have examined the documents and that 

the employee is authorized to work in the U.S. 

Section 3 
Do not use this section unless asked by Treasury or Human Resources. Do not sign in Section three. It is 

at the bottom of the page, and many people mistakenly sign here. SIGN SECTION 2 ABOVE. 

 

Photocopy Documents 
Please provide photocopies of all List A, B & C documents used for verification purposes. 
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Creating a Job Description 

Job descriptions are important for determining pay and benefits, attracting the right candidates, helping 
employees understand their responsibilities, helping managers evaluate an employee’s performance 
and more. 

The job description allows managers, along with HR, to determine the following: 

 Employment classification based on job title and responsibilities 

 Rate of pay based on experience and education 

 Performance factors for annual reviews 

 Physical demands and working conditions to determine what and when reasonable 
accommodations are possible 

 Signature and date line to ensure that the employee has read and understands the job’s 
expectations 

Overview 

A proper job description will include: 

 Position title 

 Location where the work will be performed 

 Immediate supervisor 

 Wage and classification data 

 Job Summary 

 All duties and responsibilities 

 Performance Factors 

 Qualifications 

 Requirements 

 Typical Physical Demands 

 Working Conditions 

A proper job description is specific and not overly general. The job described must also be doable. A 
well-written job description will do more than just give a list of tasks and responsibilities, it will reflect 
priorities.  

Attracting candidates 

A well-crafted and accurate job description is useful for potential applicants to evaluate how well they 
would fill that position and to determine their own interest in doing the job. A good job description at 
the beginning of the process helps ensure that managers and candidates equally understand the 
position before they begin talking about it. 

Helping employees understand their responsibilities 

An employee should not be required to figure out what their job entails as they do it. 

Performance Evaluation 

Clearly setting out their duties and other expectations in a job description benefits everyone. It ensures 
the job is done as expected and permits managers to address deficiencies.  
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Employee Classifications 

Exempt Employees 
Exempt employees are those who qualify for exemption under the guidelines of the Fair Labor Standards 
Act (FLSA), as implemented by the U.S. Department of Labor, with no hourly monitoring or reporting 
required. They are paid a predetermined amount each pay period (Conference employees are paid once 
a month) and deductions from their salary are generally only permissible when the employee is absent 
from work for a full day due to personal reasons other than sickness or disability. All exempt employees 
are hired solely by the Washington Conference through the HR Committee or ADCO. Local entities may 
recommend hiring a full‐time employee (exempt and non‐exempt), understanding that it is the sole 
responsibility of the Washington Conference to make final determinations on exempt eligibility. 
 
An exempt employee is: 
 

1. Classified in one of the following categories: 

 Executive 

 Administrative 

 Professional (Learned and Creative) 

 Computer‐related 
2. Paid on a salary basis of no less than $455.00 per week (teachers excepted) 
3. Exempt from minimum wage and overtime pay requirements (not eligible for overtime if more 

than 40 hours are worked in a week or 12 in a day) 
4. The Washington Conference expects that full‐time exempt employees work a consistent 40‐hour 

work week, with the understanding that the actual number of hours required during any given 
week is those needed to fulfill the responsibilities of the position. 

Part-time Exempt Employees 

Part-time exempt employees must report their hours using the Exempt Time Log. 

Nonexempt Employees 
Employees are classified as non‐exempt if they do not meet the tests established by the FLSA for 
classifying an employee as exempt from minimum wage and overtime pay requirements. They are paid 
an hourly rate and must report all hours worked each pay period according to Department of Labor 
requirements. Time sheets that meet these requirements are provided by the Treasury office to be used 
by all hourly, non‐exempt employees. All employees are paid once a month.  
 
For purposes of reporting hours worked, the Washington Conference defines a work week from 
Midnight on Friday through 11:59pm on Thursday. Non‐exempt employees are eligible to receive 
overtime pay (one and one‐half times their regular rates of pay) for hours that exceed 40 in a week or 12 
in a day. Each week stands alone; there is no averaging of hours over two or more weeks. 
 
Full‐time, non‐exempt employees are expected to work a consistent 38‐hour work week. Anything less 
than 38 hours a week is considered part‐time employment. However, the Washington Conference will 
not allow entities to establish a 37‐hour work week simply to avoid the cost of paying employee 
benefits; therefore, the Conference qualifies part‐time employment at 32 hours per week or less. 
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Non-Employee Classifications 

Independent Contractors 

Not all individuals who are paid for their services are employees; some can be classified as independent 

contractors. Please review the following six-part test to determine whether an employee may qualify as 

an independent contractor in Washington. A “yes” answer to all six questions usually means the worker 

has a business of his/her own, and you are not responsible for workers’ comp premiums, unemployment 

tax or wage and hour requirements. A “no” answer to ANY of the six questions means the worker does 

not have a business of his/her own and you are responsible for worker’s comp premiums, 

unemployment tax and wage and hour requirements. 

1.   Supervision: Do they perform the work free of your direction and control? 

You ARE NOT supervising if you are only scheduling and inspecting the work. 

You ARE supervising if you are telling your worker or a subcontractor’s workers how to do the 

job, assigning tasks, training, keeping time sheets, paying a wage or setting regular hours. 

2.   Business Office: Do they maintain and pay for a place of business that is separate from 

yours? — A cell phone and a truck is not enough, they need a place to manage business affairs 

and store records. You may need to visit his or her place of business and make sure. 

3.   Previously established business: Do they have an established, independent business 

that existed before you hired them? Evidence may include other customers or advertising. 

4.   IRS Taxes: When you entered into the contract, was the contractor responsible for filing 

a business tax return with the IRS for his or her business? 

5.   Maintain books: Do they maintain a set of books dedicated to the expenses and 

earnings of the business?  You can ask to review them for your protection. 

6.   Required Registrations: Are they up to date on all required registrations and accounts? 

  Look up at: http://dor.wa.gov/content/doingbusiness/registermybusiness/brd/ 

   UBI number?  

   Contractor registration number (RCW 18.27), electrical contractor license (RCW 

19.28.061) or elevator contractor license (RCW 70.87.240)? If the information is not found on 

the above link, you may also look for this information at: https://secure.lni.wa.gov/verify/. 

If they have employees, do they also have these required accounts? 

   Unemployment insurance account? 

   Workers' Compensation account? 

Under IRS guidelines, you should also consider three additional questions: 
1. Does the individual have the opportunity to realize a profit or loss? 
2. Is the individual paid by the job? 
3. Does the individual use their own tools/equipment? 

 
There can be steep penalties for misclassifying an employee as an independent contractor. Please 
make sure to consult the Labor and Industries Independent Contractor Guide and the Washington 
Conference HR department prior to classifying any individual as an independent contractor and paying 
them directly through the local church/school/entity. 
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Volunteers 
As a non‐profit organization, the Washington Conference is grateful for the many individuals who 
voluntarily give of their time to support and promote the ministry of the church. Volunteers can be 
found throughout our organization: Pathfinders, Adventurers, Sabbath School classes, community 
services, etc. Their time is valued and recognized as an important contribution that keeps our church 
moving forward. Therefore, the Washington Conference endeavors to ensure that those who give of 
their time understand their volunteer status and are not misclassified as volunteers if they instead 
should be an employee. 
 
The Department of Labor indicates that volunteers are those who: 

• Donate their services, usually on a part‐time basis, for public service, religious, or humanitarian 
objectives, without contemplation of pay. 

• Donate their time, “solely for [their] personal purpose or pleasure.” 
• Are not economically dependent upon the business to which they render services. 
• Offer their services freely without pressure or coercion, direct or implied, from an employer.  
• Does not volunteer and perform the same type of service for pay for the same organization. 
• Does not replace/displace paid employees 

 
Although a volunteer may not receive compensation for their time or services to be classified as a 
volunteer, they may be given money for “expenses, reasonable benefits, or a nominal fee” or 
reimbursed for out‐of‐pocket expenses such as transportation and not lose their volunteer status. 
 
In order for a volunteer to receive reimbursement for their expenses, they should turn in receipts for 
any items that they purchase on behalf of the church, school or other entity. For mileage 
reimbursement, they need to track and turn in their miles on a mileage reimbursement form. 
 
The following volunteer forms can be found on the Human Resources website: Volunteer Agreement 
Form, the Background check form, and the Mileage Reimbursement form 

Can Employees Volunteer? 

Employees may volunteer if they wish so long as the following things are true: 
1. Is work performed during normal work hours? 
2. Is work similar to employee's regular job duties? 
3. Is it possible that the employee feels pressured to volunteer by someone of authority? 

If no to ALL of the above, this is probably volunteer work.  

Stipends 

A volunteer can receive a stipend (monetary appreciation) for efforts, and remain a volunteer, only 
when: 

 The amount is no more than 20% of what a regular employee would be paid; and 

 The fee is not a substitute for wages; and 

 The fee is not tied to productivity; and 

 The fee is not tied to the amount of time expended; and 

 The individual is only available for specific times; and 

 The services are provided as needed (not throughout the year). 
(More information can be found in the Department of Labor Opinion Letters FLSA2005-51 and 
FLSA2006-18.) 
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Task Force Volunteers 

Living Expense Allowance Guidelines 

The following is a simplified checklist of the basic rules for the living expense allowance for long term 

volunteers within the United States, such as task force workers. ALL of the conditions must be satisfied 

in order for this allowance to be handled on a tax free basis. 

 A volunteer is not paid for what they do. Anyone who is paid for what they do is an employee. A 

person cannot be both. 

 The Allowance is not wages or compensation for work done. It is based strictly on need and not 

based on what the person does, what educational or experience qualifications they have, how 

many hours they work, or what responsibilities they are given. 

 The allowance is intended to cover only basic and necessary living expenses (food and shelter). 

 If housing is provided, the allowance is to cover only meals and incidental expenses as defined 

under the Federal Income Tax per diem rules. 

 If housing and meals are provided to the volunteer the only expenses left to be covered are 

incidental expenses. This would be basically toiletries and laundry. The maximum per diem 

allowance for that would be no more than $5/day. 

 Just as with employees claiming travel expense per diem, the allowance is based on days 

actually spent working as a volunteer. It is strongly recommended that the per diem for 

volunteers be documented on a basis similar to that done for employees. 

 The volunteer term must be for one year or less. Extensions and renewals change the rules. 

 The volunteer must be away from home, staying at the location where they are volunteering. 

They cannot be commuting from home on a daily basis. If the volunteer’s home is within 

reasonable commuting distance they do not qualify for the allowance. 

 Actual Travel expenses may be paid or reimbursed. 

Any task force worker who does not meet the requirements of these guidelines is to be considered to be 

and treated as an employee. These guidelines are based on a reasonable and good faith interpretation 

of the Federal Income Tax per diem rules applicable to employee business travel.  There is some risk that 

if challenged, the IRS could disagree with this interpretation and application to volunteers.  

Any questions should be referred to Human Resources. 

Employees Volunteering 

According to the Department of Labor, under Federal Law Employees may not volunteer, except in 

limited circumstances where the following is true: 

 The volunteer activities must not be the same or similar to the activities the employee is 
employed to perform; 

 The activity must be outside of the normal work hours; and 

 The employee must not be coerced or feel pressured to volunteer. 
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Remuneration Explained 
Introduction  

In order that there may be an equitable basis for the remuneration of denominational employees, 
guidelines have been adopted for the Seventh-day Adventist Church and Washington Conference.  

Philosophy  

The philosophy of remuneration is predicated upon the fact that a spirit of sacrifice and dedication 
should mark all denominational employees irrespective of the position they hold or the department or 
service they represent. The work of the Church, including denominational organizations, is a mission to 
which lives are dedicated in selfless service.  

The Church has accepted the commission given by Jesus Christ to His disciples to proclaim the gospel to 
the entire world. Many agencies are utilized to accomplish its spiritual task. Each employee has a 
responsibility to personally identify with and participate in the mission of the Church and its central 
objective—the salvation of humanity.  

The remuneration scale is based on job classification without discrimination on the basis of race, 
national origin, physical disability, gender, or age.  

Objective  

The objective of the denominational remuneration scale is to provide employees with an adequate 
income while endeavoring to provide a reasonable level of comfort.  

Basic Remuneration Scale  

The remuneration scale provides entry levels and maximums expressed in percentages of the 
remuneration factor which may, in some cases, be in excess of the remuneration rates paid in the 
community for a similar type of service. It is recognized that because of the area, the type of 
employment, and community patterns of remuneration, the responsible committees and controlling 
boards concerned shall set remuneration rates for certain categories of employees which do not exceed 
the average community rate for such categories, even though these rates may be less than the entry 
level or maximum as stated in the remuneration scale for these specific classifications.  

A percent spread between entry level and maximum rates in the various categories has been 
incorporated in the remuneration scale. When setting rates, the following items should be taken into 
consideration with respect to each employee: 

 Preparation, education and commitment  

 Previous experience and achievement 

 Years of service  

 Responsibility and annual evaluations 

The remuneration scale should be strictly adhered to and no special allowances of any kind should be 

made except as may be provided for in the NAD Working Policy or WAC Employee Handbook. 

Remuneration Scales 

Pastors: Pastors are paid according to the NAD wage scale 
Teachers: Teachers are paid according to the NPUC wage scale 
Churches: Local Churches are governed by the church community wage scales 
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Schools: Schools are governed by the school community wage scales 
ECEC: ECECs are governed by the ECEC community wage scales 
 

Community Wage Areas 
The community wage scale has been broken down into three different areas to take into account 

different costs of living and average wages. Each remuneration scale includes a list of which churches 

and schools fall under which area. Most churches, schools and childcare centers fall under area B. Most 

locally funded positions will be hourly.  

 

Examples of using the remuneration scales 

Example 1: Kirkland Adventist Church wants to hire a new custodial worker for 4 hours a week. 

 Determine correct scale: The church will be using the Church Community Wage Scale. 

 Determine expectations and schedule: The church expects that the custodian will need no 

more than 4 hours a week to clean the church. They want the custodian to do a basic cleaning 

on Monday so it looks respectable during the week. But they also expect the custodian to do a 

more thorough cleaning on Thursday to prepare it for the Sabbath. 

 Determine Job Title and Create Job Description: The job title and associated description are 

necessary parts of determining pay rate. A job description includes expectations and duties, as 

well as sought experience and abilities. We will assume that the church used a sample job 

description from the HR website and tailored it slightly to its own needs. The end result is a job 

description for a less than part-time custodial worker with no prior experience. 

 Determine which area it falls under: Reviewing the list of church areas shows that the Kirkland 

Adventist Church would fall under area C. 

 Determine pay range: Go to the list of church positions for Area C. This scale has been made 

based on community wages in the church’s area. The scale will show you the minimum and 

maximum range the church may pay. 

 Determine wage: Consider the employee’s experience while reviewing the pay range. Select a 

fair wage within the scale. 

 Benefits:  You may then calculate benefits and taxes based on the schedules. HR or treasury can 

provide more accurate estimates once the position has been requested. 

Example 2: Grays Harbor School to hire a new teacher’s aide for 20 hours a week. 

 Determine correct scale: The school will be using the School Community Wage Scale. 

 Determine expectations and schedule: The school expects that the teacher’s aide will need to 

be scheduled for 20 hours a week. They want the aide to assist with classes 4 hours a day 5 days 

a week.   

 Determine Job Title and Create Job Description: The job title and associated description are 

necessary parts of determining pay rate. A job description includes expectations and duties, as 

well as sought experience and abilities. We will assume that the school used a sample job 
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description from the HR website and tailored it slightly to its own needs. The end result is a job 

description for a part-time teacher’s aide with no prior experience. 

 Determine which area it falls under: Reviewing the list of school areas shows that Grays Harbor 

would fall under area A. 

 Determine pay range: Go to the list of school positions for Area A. This scale has been made 

based on community wages in the school’s area. The scale will show you the minimum and 

maximum range the school may pay. 

 Determine wage: Consider the employee’s experience while reviewing the pay range. Select a 

fair wage within the scale. 

 Benefits:  You may then calculate benefits and taxes based on the schedules. HR or treasury can 

provide more accurate estimates once the position has been requested. 

Example 3: The Learning Nest would like to hire a teacher for 24 hours a week. 

 Determine correct scale: The preschool will be using the ECEC Community Wage Scale. 

 Determine expectations and schedule: The ECEC expects that the teacher will need to be 

scheduled for 24 hours a week. They expect the teacher to work Monday through Wednesday.   

 Determine Job Title and Create Job Description: The job title and associated description are 

necessary parts of determining pay rate. A job description includes expectations and duties, as 

well as sought experience and abilities. We will assume that the ECEC used a sample job 

description from the HR website and tailored it slightly to its own needs. The end result is a job 

description for a part-time ECEC teacher with some experience. 

 Determine which area it falls under: Reviewing the list of school areas shows The Learning Nest 

would fall under area B. 

 Determine pay range: Go to the list of ECEC positions for Area B. This scale has been made 

based on community wages in the ECEC’s area. The scale will show you the minimum and 

maximum range the ECEC may pay. 

 Determine wage: Consider the employee’s experience while reviewing the pay range. Select a 

fair wage within the scale. 

 Benefits:  You may then calculate benefits and taxes based on the schedules. HR or treasury can 

provide more accurate estimates once the position has been requested.  



July 1, 2016   26 

Benefits Explained 
 Benefits are determined based on the classification. There are currently 5 different classifications for 

regular employees. These classifications are based on FLSA exemptions and percent of full-time.  

The above table shows which benefits each classification is entitled to. The following two pages go into 

more detail on what those benefits are and the costs incurred. Temporary employees receive no 

benefits except as required by law (medical if full-time). 

Exempt or Non-Exempt 

Employees are classified under the Fair Labor Standards Act as either exempt or non-exempt.  

 Exempt: Salaried 

 Non-Exempt: Hourly 

There are legal criteria that determine whether or not an employee can be classified as exempt. The 
Human Resource Department will make the determination of whether an employee can be exempt. 

Percent of Full-time 

Status is based upon the number of hours an employee is scheduled to work 

Full-time: 38 hours or more 

Enhanced Part-time: 30 to 34 hours 

Part-time: 20 to 26 hours 

Less than Part-time: 1 to 19 hours 

Employees who regularly work close to full-time may be reclassified as full-time. Limit part-time 
employees to no more than 26 hours per week. If an employee works 30 hours, they will automatically 
be reclassified as Enhanced Part-time and receive health benefits as required by law. Hire full-time 
employees where the position truly requires a full-time employee. 

Full time locally funded individuals may potentially, if qualified, make you responsible for a retirement 
and/or separation allowance.  We strongly recommend that you accrue funds on a regular basis to help 
you prepare for this potentially large expense. 

Quick Guide 
Exempt 

Full-time 

Non-
Exempt 

Full-time  

Exempt  
Part-time 

Non-
Exempt 

Part-time 

Less Than 
Part-time 

Tuition assistance for children 
attending conference schools 

Yes No No No No 

Medical Yes Yes No No No 

Life Insurance and LTD (Except ECEC) Yes Yes No No No 

Retirement (Except ECEC) Yes Yes Yes Yes No 

Vacation and Sick Days Yes Yes Yes Yes No 
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Cost of Employment Schedule: Full-Time 

Benefit Cost to Local Facility 

Wages 
Determined by NAD Policy or Washington Conference Community 
Wage Scale 

Exempt: Salary + COLA 

Non- Exempt: Hourly rate   

Employer FICA Taxes Calculated on Salary + Cost of Living or Hourly Wage 7.65% 

Workers’ Compensation  

Hourly rates for full-time salary hours are 
calculated using 164.66 hours 

Professional and Office Personnel    .2838 per hour 

Janitorial and other employees 1.673 per hour 

Kitchen Staff .3903 per hour 

Medical (annual cost)  Employee Cost - $150 per month; $500 – WOW Program $15,000 annual 

Retirement 

Calculated on Salary + Cost of Living or 
Hourly Wage for employees ½ time (20 
hours) or more 

May be eligible for a retirement and/or 
separation allowance when employment 
terminates. 

Basic Contribution for 12-month employees 5% 

Basic Contribution for 10-month educational employees 5.43% 

Matching Contribution for 12-month employees 3% 

Matching for 10-month educational employees 3.26% 

Life Insurance  $14.15 month 

Long-term Disability 
Calculated on Salary + Cost of Living or Hourly Wage 

.383 for each $100 of wages and Cola 
.00414% 

Tuition Assistance  

 Exempt: Eligible 

 Non-exempt: Not-available 

Tuition and required fees for elementary, academy and college (non-
boarding) 

35% of tuition 

Tuition and required fees for academy and college (boarding in school 
housing) 

70% of tuition 

 Estimated Tuition Costs 

Costs vary from school to school – for budgeting purposes these are the 
general range:   

$1,300 – Elementary 
$7,300 – Academy 
$19,500 – College 

Actual costs will be billed 

Vacation Pay - Per NAD Policy 
Based on full time years of service or full time equivalency. 
Full time is a 38/hr week.  Hourly accrual would be 1.4565 
hours of vacation for every 38 hour week worked. 

 Salaried Hourly 
After 1 year:  2 weeks 1.4565 
After 4 years: 3 weeks 2.1863 
After 9 years: 4 weeks 2.9151 

Sick Pay 

Sick pay applies to full-time hourly and part-time hourly employees.  
Part-time hourly employees accrue sick pay time on prorated basis.  
60% accrued sick pay is credited to short-term sick bank – 40% is 
available for extended illness, disability or incapacity. 

2.93 hours accrued for a 
76 – hour (two week pay 
period 

.03855 hour per hour 
worked 

Holiday Pay 

New Year’s, Martin L. King, Presidents’, Memorial, Fourth of July, Labor 
Day, Thanksgiving (1.5), Christmas (1.5) – Full time employees may be 
eligible for a Christmas bonus in an amount determined annually by the 
Conference. Local facilities may substitute other holidays. 

9 Days 

Bereavement Leave Pay  Immediate Family 5 Days 
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Cost of Employment Schedule: Enhanced Part-Time 

Benefit/ Cost to Local Facility 

Wages 
Determined by NAD Policy or Washington Conference Community 
Wage Scale 

Exempt: Salary + COLA 

Non- Exempt: Hourly rate   

Employer FICA Taxes Calculated on Salary + Cost of Living or Hourly Wage 7.65% 

Workers’ Compensation  

Hourly rates for full-time salary hours are 
calculated using 164.66 hours 

Professional and Office Personnel    .2838 per hour 

Janitorial and other employees 1.673 per hour 

Kitchen Staff .3903 per hour 

Medical (annual cost)  Employee Cost - $150 per month; $500 – WOW Program $15,000 annual 

Retirement 

Calculated on Salary + Cost of Living or 
Hourly Wage for employees ½ time (20 
hours) or more 

Basic Contribution for 12-month employees 5% 

Basic Contribution for 10-month educational employees 5.43% 

Matching Contribution for 12-month employees 3% 

Matching for 10-month educational employees 3.26% 

Life Insurance Not-available  

Long-term Disability Not-available  

Tuition Assistance 

Not-available  

Not-available  

Vacation Pay - Per NAD Policy 
Based on full time years of service or full time equivalency. Part-time 
employees accrue vacation on a pro rata basis based upon the hourly 
accrual rate for a 38 hour work week. 

Base accrual Rate (38/hr) 
After 1 year:  1.4565 
After 4 years: 2.1863 
After 9 years: 2.9151 

Sick Pay 

Sick pay applies to full-time hourly and part-time hourly employees.  
Part-time hourly employees accrue sick pay time on prorated basis.  
60% accrued sick pay is credited to short-term sick bank – 40% is 
available for extended illness, disability or incapacity. 

2.93 hours accrued for a 
76 – hour (two week pay 
period 

.03855 hour per hour 
worked 

Holiday Pay 

New Year’s, Martin L. King, Presidents’, Memorial, Fourth of July, Labor 
Day, Thanksgiving (1.5), Christmas (1.5) – Part-time employees may be 
eligible for a Christmas bonus in an amount determined annually by the 
Conference. 

Local facilities may substitute other holidays. 

9 Days 

Bereavement Leave Pay  Immediate Family 5 Days 
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Cost of Employment Schedule: Part-Time 

Benefit Cost to Local Facility 

Wages 
Determined by NAD Policy or Washington Conference Community 
Wage Scale 

Exempt: Salary + COLA 

Non- Exempt: Hourly rate   

Employer FICA Taxes Calculated on Salary + Cost of Living or Hourly Wage 7.65% 

Workers’ Compensation  

Hourly rates for full-time salary hours are 
calculated using 164.66 hours 

Professional and Office Personnel    .2838 per hour 

Janitorial and other employees 1.673 per hour 

Kitchen Staff .3903 per hour 

Medical (annual cost)  Not-available (unless required by the Affordable Care Act)  

Retirement 

Calculated on Salary + Cost of Living or 
Hourly Wage for employees ½ time (20 
hours) or more 

Basic Contribution for 12-month employees 5% 

Basic Contribution for 10-month educational employees 5.43% 

Matching Contribution for 12-month employees 3% 

Matching for 10-month educational employees 3.26% 

Life Insurance Not-available  

Long-term Disability Not-available  

Tuition Assistance 

Not-available  

Not-available  

Vacation Pay - Per NAD Policy 
Based on full time years of service or full time equivalency. Part-time 
employees accrue vacation on a pro rata basis based upon the hourly 
accrual rate for a 38 hour work week. 

Base accrual Rate (38/hr) 
After 1 year:  1.4565 
After 4 years: 2.1863 
After 9 years: 2.9151 

Sick Pay 

Sick pay applies to full-time hourly and part-time hourly employees.  
Part-time hourly employees accrue sick pay time on prorated basis.  
60% accrued sick pay is credited to short-term sick bank – 40% is 
available for extended illness, disability or incapacity. 

2.93 hours accrued for a 
76 – hour (two week pay 
period 

.03855 hour per hour 
worked 

Holiday Pay 

New Year’s, Martin L. King, Presidents’, Memorial, Fourth of July, Labor 
Day, Thanksgiving (1.5), Christmas (1.5) – Part-time employees may be 
eligible for a Christmas bonus in an amount determined annually by the 
Conference. 

Local facilities may substitute other holidays. 

9 Days 

Bereavement Leave Pay  Immediate Family 5 Days 
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Cost of Employment Schedule: Less than Part-Time or Temporary 

Benefit Cost to Local Facility 

Wages 
Determined by NAD Policy or Washington Conference Community 
Wage Scale 

Exempt: Salary + COLA 

Non- Exempt: Hourly rate   

Employer FICA Taxes Calculated on Salary + Cost of Living or Hourly Wage 7.65% 

Workers’ Compensation  

Hourly rates for full-time salary hours are 
calculated using 164.66 hours 

Professional and Office Personnel    .2838 per hour 

Janitorial and other employees 1.673 per hour 

Kitchen Staff .3903 per hour 

Medical (annual cost)  Not-available (unless required by the Affordable Care Act)  

Retirement  

Basic Contribution: Not-available 

Matching Contribution: Not-available 

Employees may contribute their own funds to the retirement account 

 

Life Insurance Not-available  

Long-term Disability Not-available  

Tuition Assistance  Not-available  

Vacation Pay - Per NAD Policy Not-available  

Sick Pay Not-available  

Holiday Pay Not-available  

Bereavement Leave Pay  Not-available  
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Cost of Employment Schedule: ECEC Employees 

Benefit Cost to Local Facility 

Wages 
Determined by NAD Policy or Washington Conference Community 
Wage Scale 

Exempt: Salary 

Non- Exempt: Hourly rate   

Employer FICA Taxes Calculated on Salary + Cost of Living or Hourly Wage 7.65% 

Workers’ Compensation  

Hourly rates for full-time salary hours are 
calculated using 164.66 hours 

Professional and Office Personnel    .2838 per hour 

Janitorial and other employees 1.673 per hour 

Kitchen Staff .3903 per hour 

Medical (annual cost)  

Only full time and some part-time employees are eligible. 

Not-available for employees working less than 30 hours a week as 
determined under the Affordable Care Act. 

$15,000 annual 

Retirement  

Basic Contribution: Not-available 

Matching Contribution: Not-available 

Employees may contribute their own funds to the retirement account  

 

Life Insurance Not-available  

Long-term Disability Not-available  

Tuition Assistance  Not-available  

Vacation Pay 

Based on full time years of service or full time equivalency. Part-time 
employees accrue vacation on a pro rata basis based upon the hourly 
accrual rate for a 38 hour work week. 
Less than part-time employees are ineligible. 

Base accrual Rate (38/hr) 
After 1 year:  1.4565 
After 4 years: 2.1863 
After 9 years: 2.9151 

Sick Pay 

Sick pay applies to full-time hourly and part-time hourly employees.  
Part-time hourly employees accrue sick pay time on prorated basis.  
60% accrued sick pay is credited to short-term sick bank – 40% is 
available for extended illness, disability or incapacity. 

Less than part-time employees are ineligible. 

2.93 hours accrued for a 
76 – hour (two week pay 
period 

.03855 hour per hour 
worked 

Holiday Pay 

New Year’s, Martin L. King, Presidents’, Memorial, Fourth of July, Labor 
Day, Thanksgiving (1.5), Christmas (1.5). For employees regularly 
scheduled to work on those days on which a holiday falls. 

Part-time and full time employees may be eligible for a Christmas bonus 
in an amount determined annually by the Conference.  

Local facilities may substitute other holidays. 

9 Days 

Bereavement Leave Pay  Not-available  
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Required Labor Law Posters 
All Washington Conference entities are required to display the following employment posters in 
locations that are accessible and frequented by all employees. Ensure that the facility displays the most 
current version of each poster. All posters can be downloaded and printed for free from the U.S. 
Department of Labor and each state’s department of labor website. They are also provided on the 
Washington Conference website under Human Resources. 
 

Federal Labor Law Posters (can be found at www.dol.gov/compliance/topics/posters.htm) 
• FLSA/Minimum Wage 
• Job Safety & Health: It’s the Law (Occupational Safety and Health Act/OSHA) 
• Employee Rights and Responsibilities Family Medical Leave Act (FMLA) 
• Employee Polygraph Protection Act 
• Your Rights under USERRA Notice 
• Equal Employment Opportunity is the Law 

Washington State Labor Law Posters (can be found at www.Posters.lni.wa.gov/) 
• Minimum Wage Announcement (updated yearly) 
• Job Safety and Health Protection (F416-081-909) 
• Your Rights as a Worker (F700-074-909) 
• Notices to Employees – if a Job Injury Occurs (F242-191-909) 

 
• Church and religious organizations poster (Form UI 07-0119)  

Can be found at http://www.esd.wa.gov/ under forms and publications 
 
City of Seattle Labor Law Posters, if within Seattle city limits (can be found at 
www.seattle.gov/civilrights/sickleave.htm) 

• Seattle Paid Sick and Safe Time Poster 
  

http://www.esd.wa.gov/
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Employment Issues 

Personal Action Form 
For requests in changes of employment, such as a raise, change in position, change in 

hours/classification. This form is also used to notify the Conference if an employee resigns.  

Please Note: Raises and other changes may not be retroactive. Changes will become effective the first 

payroll following receipt of the form and approval of the request, unless a later date is specified. 

Evaluations 
We strongly encourage the conduct of annual employee evaluations. Prior to the evaluation, please 

update the position’s job description. Ensure that the employee is meeting expectations and 

requirements. Evaluations are meant to provide employees with constructive feedback. Please take time 

to accurately reflect actual performance and give honest feedback. On our form, excellent and above 

average should not be an ‘average score’. Be specific and willing to address difficult issues. Giving little 

thought to the evaluation and simply checking “Excellent” without thought or further feedback provides 

a disservice to the employee. Additionally, if there is an area the employee needs significant 

improvement, we recommend that you give the employee a specific deadline at which time you will get 

together and review progress.  

We additionally recommend that the board take this opportunity to determine whether or not a raise is 

appropriate and that they update the job description to reflect any changes to the position. 

Discipline 
If a supervisor or board is having difficulty with an employee, please contact Human Resources. The 

ideal solution would be open dialogue with that employee that will result in a plan to address the issue 

and create a more positive relationship and environment. While this may not always be possible, it is 

preferred. The first step should be a verbal warning to the employee, which is then documented with a 

record sent to HR. The next step should be a written warning. The written warning should be on the 

Conference form and include the corrective action to be taken and potential consequences should the 

violation continue. A third warning may be given in writing as well. Please send copies of all written 

warnings to HR. In some situations, the violation may be severe enough to warrant skipping the 

preferred route and going straight to termination. 

Terminations 
If your facility decides it must involuntarily terminate an employee, you must contact Human Resources 

immediately. Occasionally, issues can be worked out so that the employee can be retained. Regularly 

and honestly completing evaluations can ensure that the employee is able to grow from the provided 

feedback on expectations and performance. If the situation warrants involuntary termination, please 

note that only the Washington Conference, as employer, has the authority to terminate an employee. 

Leaves of Absence 
Please have an employee complete and send in the leave of absence form. Leaves of absence are 

typically unpaid, though employees may sometimes use sick and vacation time if available. 


