
Session 2: 
Employee and 
Volunteer 
Lifecycle 



Legal things to 
consider
Note: This is not legal advice. 



Laws and Forms
• I-9: Authorization to work in US

• E-Verify

• FLSA

• Exempt vs. Non-Exepmt

• Ministerial Exemption

• Contractor vs. Employee

• https ://www .irs.gov/businesses/small -businesses -self -
employed/independent -contractor -self -employed -or-employee



Laws and Forms
Michigan Earne d Sick Time Act
Accrual Rate: Employe e s  e arn 1 hour of s ick le ave  for e ve ry 30 hours  worke d.
Paid Time Minimums:

Employe rs  with 10 or more employees : 72 pa id hours  pe r ye ar.
Employe rs  with fewer than 10 employees : 40  pa id hours  and 32 unpaid hours  pe r ye ar.

Start Date for Accrual:
Curre nt  e mploye e s  be gin accruing hours  on February 21, 2025 , with acce s s  as  t he y e arn 
t he m.
Ne w e mploye e s  s t a rt  accruing upon e mployme nt , t hough acce s s  may be  de laye d by up to 
90  days .



Laws and Forms
Michigan Earne d Sick Time Act
Eligible Uses: Sick le ave  can be  us e d for:

Employe e  illne s s  (phys ica l or ps ychologica l) .
Care  for a  family me mbe r.
Obta ining s e rvice s  from dome s t ic  or s e xual as s ault  organiza t ions .
Othe r qua lifying re as ons .

Unused Hours: All unus e d e arne d s ick t ime  carrie s  ove r ye ar-to-ye ar, but  e mploye rs  a re  not  
re quire d to a llow us age  be yond the  annual maximum.
End of Employment: Employe rs  a re  not  obliga t e d to pay out  unus e d s ick t ime  upon 
re s ignat ion, layoff, re t ire me nt , or t e rminat ion.



Laws and Forms
Pastors are we ird

• Are cons ide re d e mploye e s for income tax purpos e s

• Are cons ide re d s e lf-e mploye d for Socia l Se curit y and Me dicare purpos e s

• Re ce ive a W-2, ne ve r a 1099

• Cannot withhold FICAfrom a pas tor’s wage

• Howe ve r, a pas tor can voluntarily ask for taxes to be withheld .

• Clergy pay employee and employer portion of payroll taxes on income and value of
parsonage or housing allowance .



Employee Lifecycle

ATTRACT
Seek Out New Talent

RECRUIT
Hire New Team Members

ONBOARD
Integrate New Hires

DEVELOP
Provide Ways to Grow

RETENTION
Engage/Keep Employees Happy

OFFBOARD
Exit Voluntary/Involuntary



Employee Lifecycle

1. ATTRACT
Se e k Ou t  Ne w Ta le n t

• Discern if this should be a paid job and how should it be remunerated 
• Develop clear job description with actual and realistic responsibilities
• Develop pay structure to meet local market and job requirements
• Be aware of your reputation in the community 
• Decide if you will allow church members to apply
• Post job based on your area (FB, Indeed, literal bulletin boards)



Employee Lifecycle

• Screen applicants with phone interviews, social media review 
• Determine interview team and process
• Develop interview questions: Open -ended, task -based
• Be aware of questions you are not allowed to ask
• Please follow up with all applicants
• Any offers should be contingent on passing background checks and completion of abuse 

prevention training  

2. RECRUIT
Hire  Ne w Te a m  Me m be rs



Employee Lifecycle

• 1st day check list
• Payroll
• Employment forms 
• Policies - written and unspoken

• 1st week check list
• 1st month check list  
• Provide clear lines of communication and 

authority 

3.ONBOARD
In t e g ra t e  Ne w Hire s



Employee Lifecycle

• Provide regular check -ins
• Address problems immediately and document!!! 

• Proble ms  s hould be  dire c t ly re la t e d t o job 
funct ioning

• Provide  s e mi-and annual pe rformance  re vie ws
• The s e  s hould be  forward looking and goals  

bas e d
• Provide  re s ourc ing for any are as  of ne e de d growth: 

e duca t ion, coaching, e t c . 
• Provide  c le ar corre c t ive  ac t ion plans  and graduate d 

dis c ipline  
• And docume nt !!!!

4. DEVELOP
Provide  Wa ys  

t o  Grow



Employee Lifecycle

Types of employee review:
• Trait  bas e d
• Outcome  bas e d/  Goal Bas e d

4. DEVELOP
Provide  Wa ys  

t o  Grow



Employee Lifecycle

• Provide yearly COLA increases
• Provide bonuses or other perks
• Recognize good performance, especially after 

important seasons (Christmas, Easter)
• Provide adequate vacation and time off

5. RETENTION
En ga ge / Ke e p  Em ploye e s  Ha ppy



Employee Lifecycle

• Document everything immediately!!
• Do not wait before documenting performance 

issues
• Plan how to terminate employment 

• Some issues may require immediate termination 
or leave 

• Make sure you have access to computer and 
online programs/ social media

• Create plan to pick up employees functions
• Always have multiple people present for termination
• Quickly and clearly communicate with congregation

6. OFFBOARD
Exit  In vo lu n t a rily



Employee Lifecycle

• Discuss succession planning early and often 
• Both for emergencies and to raise up successors 

• Celebrate service in an appropriate way 
• Set expectations for post -employment contact and 

responsibilities 
• Especially important for retiring employees who 

are members of the church
• Exit interview to assess church improvement 

opportunities 

6. OFFBOARD
Exit  vo lu n t a rily



What about volunteers?

• Follow life-cycle as much as possible
• Be aware of dual roles and triangles
• Recognize various power differentials, i.e. volunteers can also be important donors  



Crisis 
Management 

• Develop crisis management plan
• Follow any required legal or conference procedures, especially in regards to abuse prevention
• Inform and ask assistance of DS
• Retain legal counsel if necessary (relationship of conference chancellor vis -à-vis local churches)



Scenarios

Sc e n a rio  1: A long-t ime  pa id church s e cre t a ry is  has  had de c lining pe rformance . She  is  a ls o a  church 
me mbe r and he avily involve d in UWF. The  pas tor and SPRC want  t o t rans it ion he r t o re t ire me nt , but  
s he  is  re s is t ant . 

Sc e n a rio  2 : The  choir dire c tor in t he  t radit iona l s e rvice  and the  wors hip le ade r in t he  conte mporary 
s e rvice  a re  in conflic t . Both have  c lique s  t ha t  s upport  t he m, and both a re  me mbe rs  and s ignificant  
give rs . Ne ithe r has  had a  pe rformance  re vie w s ince  be ginning e mployme nt . 

Sc e n a rio  3: A long-t ime  volunte e r runs  VBS e ve ry ye ar. The y are  ge t t ing olde r and have  a  hard t ime  
finding volunte e rs . Many othe r me mbe rs  have  me nt ione d the y would love  t o volunte e r but  don’t  like  
t he  way the  le ade r micromanage s  t he m. 
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