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1. Personnel Committees

One of the most critically important committees of the session is the personnel committee. In the work of
this committee rests many opportunities and challenges for every session.

All congregations, regardless of size, need a personnel committee. Whether the session appoints a small
group of members for the task or acts as a personnel committee itself, this function is where the congrega-
tion officially nurtures and cares for the staff of the church. That staff could be a part time pastor; a pastor
and a part time secretary; a pastor and part time secretary and part time musician; a pastor, educator, secre-
tary, musician, custodian; or a staff of fifty people. The personnel committee enables the staff and the con-
gregation to remain vital and active in ministry. This work is a ministry of love, support, care, and provi-
sion. Its value cannot be underestimated.

The Presbyterian Church (U.S.A.) has a helpful resource, Guidelines for Session Personnel Committees. 
It is available through the Presbyterian Distribution Service or on the PCUSA web site,
http://www.pcusa.org/cps/pdf/gspcguidelines.pdf. Obtain a copy for your session.
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2.Christian Educator Performance Review

The purpose of a performance review is to nurture and care for the educator through a two way process of
analyzing the educator’s ministry in connection with the support provided for that ministry by the session
and congregation.

A written review shall be prepared by the educator, representative(s) of the personnel committee, the
Christian education committee, any other committee staffed by the educator, and the session, and the head
of staff /pastor. The current position/call description and goals should be attached to each review form for
reference.

After completing the written evaluations, a meeting of the persons named above shall take place to discuss
the evaluations and concur on the assessment, highlighting the accomplishments and noting areas for
improvement. A narrative report of the review shall be prepared by the chair of the Christian education
committee, signed by the educator with an acknowledgement that it has been read, and submitted to the
personnel committee.

The representative of the personnel committee or session shall chair the meeting. After the pastor has had
opportunity to give input, the pastor will be excused.

The final signed report of the evaluation shall be transmitted to the session.
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Performance Review Worksheet

NOTE: This worksheet can be found in printable format at www.pcusa.org/christianeducators.

Name of Congregation ________________________________________________________________

Educator’s Name ____________________________________________________________________

Date of Call _____________________    Period under Review ________________________________

Date of Performance Review ____________________________________________________________

Directions: Each section should be completed by the educator and by members of the review committee.

Part I: Call/Position Description (see page 69)
Review different aspects of the educator’s call/position and professional performance. In each category, give
an overall rating and then, under “Comments,” offer specific suggestions. The educator should provide
descriptions and examples of abilities and work as they relate to the criteria listed. Be as specific and con-
crete as possible.

Part II: Current Goals (see page 70)
Review the educator’s performance in relation to the particular goals that he/she set for the previous year.
Be specific and give examples. The educator should address the following questions: What did you do to
accomplish each goal? What worked well? What didn’t work as well and what factors contributed? 

Part III: Session and Congregational Support (see page 71)
Review the care and support being given to the educator and consider areas that need attention 
and updating.

Part IV: General Assessment (see page 71)
Review overall rating of areas covered in the performance and performance trends.

Part V: Future Goals (see page 72)
This part should be completed by the educator and a copy given to each member of the performance
review committee at the time of review. The educator should indicate his or her goals for the coming year
related to the call/position and professional performance areas.

Ratings:

1. Superior Performance often exceeds the normal level of expectation for call/position

2. Normal Performance is fully adequate and acceptable; meets the standard requirement for 
the call/position.

3. Marginal Performance is consistently below a satisfactory level. Significant improvement 
should be demonstrated by the next review.

68



Part I: Call /Position Description

A. Present Call/Position Description Elements: (circle rating number) 1 2 3
Include various elements listed in Call/Position Description.

Is familiar with elements of this particular area of ministry
Is able, to understand and conceptualize her or his role in this position
Has a clear and positive professional identity in the position
Comments:

B. Professional Performance

1. Leadership: (circle rating number) 1 2 3
Provides vision and strategy for the performance of the position’s elements     
Regularly evaluates the performance of subordinates and facilitates their growth
Sets reasonable goals and consolidates gains
Comments:

2. Communication: (circle rating number) 1 2 3
Communicates in a supportive and assertive manner.
Uses a variety of communication means (written, email, phone, committees) 
Listens to others with empathy and understanding 
Comments:

3. Judgment: (circle rating number) 1 2 3
Is able to analyze a situation objectively
Seeks consultation from appropriate sources
Makes decisions in a timely manner
Comments:

69



4. Productivity: (circle rating number) 1 2 3
Plans the workload so as to facilitate accomplishment
Works at a steady and productive rate
Evaluates performance and takes appropriate corrective action
Gets the job done on time; within budget
Comments:

5. Teamwork: (circle rating number) 1 2 3
Works collaboratively with others to accomplish objectives
Shares information with others to facilitate team cohesiveness and productivity
Puts the success of the “team” above own interests and recognition
Comments:

Part II: Current Goals
The educator will indicate in each of the following areas her or his goals that were set for the year under
the previous review or set in her or his job description.

A. Present Call/Position Description Goals 
List goals and rate each. (circle rating number) 1 2 3

Comments:

B. Professional Goals:
1. Leadership: (circle rating number) 1 2 3

Goal:
Comments:

2. Communication: (circle rating number) 1 2 3

Goal:
Comments:
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3. Professional Growth: (circle rating number) 1 2 3

Goal:
Comments:

4. Productivity: (circle rating number) 1 2 3

Goal:
Comments:

5. Teamwork: (circle rating number) 1 2 3

Goal:
Comments:

Part III: Session and Congregational Support

Respect for educators personal and family time. [Circle rating number] 1 2 3
Support for educational ministry in the budget.  [Circle rating number] 1 2 3
Access to and support of staff members.       [Circle rating number] 1 2 3
Encouragement and support for continuing 
education and professional development. [Circle rating number] 1 2 3

Comments:

Part IV: General Assessment
[circle rating number] 1 2 3

Overall Rating of Performance:

1. Superior 2. Competent 3. Marginal

Performance Trend:

1. Consistent 2. Improving 3 Declining 4. First Review

If you chose #3, describe specific corrections, assistance, or suggested continuing education to help the edu-
cator and congregation to reverse this trend.

Comments:
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Part V: Future Goals

In each of the following areas the educator will indicate her or his goals to be pursued during the next year
or before the next review.

Present Call/Position Goals:
Professional Goals

Leadership:

Communication:

Professional Growth:

Productivity:

Teamwork:

This Performance Review was discussed in an individual conference on_______________(date).

Signatures of members of the Performance Review Committee:

______________________________________   _____________________________________

______________________________________   _____________________________________

______________________________________   _____________________________________

Pastor/Head of Staff: _________________________________________________

The signature of the educator indicates that he or she has read and discussed this evaluation. The employee
may, within ten (10) working days from receipt of evaluation, make any written signed comments which
will be attached to this document and filed in the educator’s personnel file.

Educator______________________________________________________________________
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