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Employment 

Laws



Employment Laws

Americans with Disabilities Act (ADA)

• Prohibits employers from discriminating 

against qualified individuals with disabilities.

• Hiring, terminations, promotions, 

training, and privileges of employment.

• An employer is required to make reasonable 

accommodation to the known disability of a 

qualified applicant or employee if it would 

not pose an “undue hardship” on the 

operation of the employer’s business.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Employment Laws

Americans with Disabilities Act (ADA)
Examples:

• An applicant that is hearing impaired may 

need a sign language interpreter during a job 

interview.

• An employee with diabetes may need 

regularly scheduled breaks during the 

workday to eat or monitor blood sugar and 

insulin levels.

• An employee with cancer may need time off 

to attend radiation or chemotherapy 

treatments.
Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Employment Laws

Family Medical Leave Act (FMLA)

• Provides certain employees with up to 12 

weeks of unpaid leave per year for their own 

serious medical condition, or a serious 

medical condition of a qualified family 

member.

• Applies to employers with 50 employees 

within a 75-mile radius.

• To qualify, employees must:

• Have worked for the employer for 12 months.

• Have worked 1,250 hours within the past 12 months.

• Provide certification from a provider that they or the 

family member need the leave. Although every effort has been made to provide a complete and compliant review and presentation, The General 
Council on Finance and Administration does not provide legal advice.



Employment Laws

Health Information Portability and 

Accountability Act (HIPAA)

• Employers must protect the 

confidentiality of health information of 

employees.

• Any medical or health related information 

must be secured in a locked file cabinet 

at all times.

• Medical or health related information 

may not be shared with anyone except on 

a strict “need to know” basis.
Although every effort has been made to provide a complete and compliant review and presentation, The General 
Council on Finance and Administration does not provide legal advice.



Employment Laws

Title VII of the Civil Rights Act

• Prohibits employers from discriminating 

against employees on the basis of:

• Race

• Color

• Sex

• National Origin

• Religion

• Pertains to all aspects of employment 

(hiring, terminations, promotions, etc.).

• Prohibits harassment in the workplace 

based on a protected class. Although every effort has been made to provide a complete and compliant review and presentation, The General 
Council on Finance and Administration does not provide legal advice.



Employment Laws

• Age Discrimination in Employment Act 

(ADEA)

• Prohibits employers from 

discriminating against employees 

age 40 or older.

• Equal Pay Act (EPA)

• Requires men and women with the 

same knowledge, skills, and 

abilities be paid equally for equal 

work.
Although every effort has been made to provide a complete and compliant review and presentation, The General 
Council on Finance and Administration does not provide legal advice.



Employment Laws

FLSA ensures employers fairly compensate 
employees:

• Sets a minimum wage that employers 
must pay employees.

• Effective July 2009 = $7.25

• Ensures employers compensate non-
exempt employees properly for overtime.

Fair Labor Standards Act (FLSA)

Although every effort has been made to provide a complete and compliant review and presentation, The General 
Council on Finance and Administration does not provide legal advice.



Fair Labor Standards Act – What is it?

FLSA doesn’t regulate:

• Vacation Pay

• Sick Pay

• Holiday Pay

Employers determine whether to offer 
these benefits.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Exempt vs. Non-Exempt

Positions are classified into 2 categories:

• Non-Exempt

• Employees are paid hourly and are 
entitled to the rights set forth by the 
FLSA.

• Exempt

• Employees are paid a minimum of 
$684 per week on a salary basis and 
qualify for an exemption under FLSA.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Compensable Time

• Compensable time includes hours when 
the employee performs work.

• “Work” includes time the employee is 
required to give the employer even if no 
physical or mental exertion is 
necessary.

• Time worked also includes time when 
employees are taking work home, 
including the act of checking emails.

• Travel
• When Non-Exempt staff travel, they 

should track all work time.
• Staff should not be compensated for 

their normal commute.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Overtime

• Non-Exempt Employees - Any time worked 

over 40 hours in a week.

• What is your defined work week?

• Holiday, Vacation, and Sick time are 

not counted toward overtime.

• When overtime is worked by a Non-Exempt 

employee:

• Pay rate = 1.5 times the normal rate of 

pay.

• Employees must receive approval to work 

overtime.
Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Overtime 

Be aware of the following:

• Dedicated employees may want to work 
off the clock.

• Employees who are challenged to meet 
goals may be tempted to work off the 
clock.

• Employees who do not/cannot get their 
work done may be tempted to work off the 
clock.

• Employees being disciplined for not 
getting their work done may be tempted to 
work off the clock.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Unpaid Meal Breaks

• FLSA doesn’t require breaks or meal 

periods.

• Georgia State Law does not 

provide for meal breaks.

• Do not ask employees to work 

during unpaid breaks.

• No checking work emails.

• No taking work related calls.

• No working while eating.
Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Supervisor’s Responsibility

• Ensure all compensable time is 
accurately recorded.

• Ensure overtime is accurately recorded.

• Understand Exempt versus Non-Exempt 
and know which employees are 
classified as each.

• Ensure no improper pay deductions are 
made from exempt employee pay.

• Ensure Non-Exempt employees take a 
daily uninterrupted lunch break.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Supervisor’s Responsibility

• Ensure employees do not work off the 
clock.

• Exercise care when approving employee 
timecards.

• Ensure employees do not check emails 
when not clocked in.

• Ensure employees are not working while at 
home.

• Ensure errors are corrected when you 
become aware and do not wait for the 
employee to raise the concern.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Employee Responsibility

• Employees are responsible for 

accurately recording all time worked.

• Employees should notify their 

supervisor if they feel they have not 

been paid correctly.

• Non-Exempt employees must not work 

during unpaid meal breaks.

• If meal break is interrupted for work, 

they should clock back in.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Employee Responsibility

• Non-Exempt employees must not work 

off the clock.

• Employees may not clock in or out for 

one another.

• If an employee has a pay related 

concern, they should report it to their 

Supervisor or the Finance Department.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Why is FLSA Important?

• FLSA violations are almost always 
treated as collective actions.

• Multi-million dollar settlements are 
common.

• In Fiscal Year 2018 the Department of 
Labor recovered a record $304 million 
in wages owed workers.

• $1.3 billion in the last 5 years.

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.



Why is FLSA Important?

• Getting it wrong can be costly:

• Up to 3 years back pay

• Suits can be brought by:

• Employees

• Department of Labor on behalf of 
Employees

• Employee Said/Manager Said:

• Employer has proof of burden

• Manager must have good records for 
hours worked

• Employee’s word rules absent   
appropriate documentation

Although every effort has been made to provide a complete and compliant review and presentation,                       
The General Council on Finance and Administration does not provide legal advice.





Office 

Best 

Practices



Employee Handbooks

• A valuable resource for both the employer and employees.

• Should include the organization’s:

• Mission and Vision statements

• Policies and Procedures

• Benefits 

• Provides an overview of what is expected from employees and 

reflects the employers’ standards and objectives relating to 

various activities.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Handbooks

• Each policy should begin on a new page.

• Handbooks should include a written acknowledgement of receipt 

stating that an employee has received the handbook and is 

responsible for familiarizing themselves with the policies and 

procedures. 

• Signed acknowledgement forms should be collected and kept in 

the employee’s personnel files.

• Handbooks should be easily accessible to all employees.

• An employment attorney should review the employee handbook.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Files

• For ADA compliance purposes, all employee files should 

be kept in a secure cabinet at all times.

• I-9 forms should be kept together in a separate file.

• Medical files (FMLA, benefits, etc.) should be kept in a 

separate locking file cabinet.

• Have 1-2 designated persons that can access employee 

personnel files.  

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Files– Personnel Files

The Employee Personnel File should contain the following information: 

• Application/Resume

• All documents pertaining to hiring information such as background 

checks, reference checks, work history information, etc. 

• W-4 form

• Promotion/transfer records

• Performance evaluations

• Disciplinary records

• Personal commendations

• Vacation/PTO days

• Pay records
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Files– Personnel Files

When an employee is terminated the following records should be added to 

their Personnel File: 

• Exit interview form

• Copy of the State Separation Notice

• Layoff information – selection process

• Firing for cause information

• Resignation letter

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Files– Benefit Files

The Employee Benefit File should contain the following information: 

• All medical information including doctors’ statements

• Benefit enrollment forms

• 401(k) enrollment forms and documentation

• Change forms and/or waiver forms

• Workers’ compensation information including injury reports

• Beneficiary designations

• Drug test results

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Employee Files– Benefit Files

• Benefits information is to be kept in strict confidence and access 

should be extremely limited to those individuals who have a 

recognized need for such information. 

• Even inadvertent or accidental disclosure of information can 

result in legal liability for employers. 

• Written consent from employees should be required for medical 

information disclosures. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



File Retention 

• Recommended to keep employee personnel and benefit files 7 

years after termination. 

• Recommended to keep I-9 Forms 1 year after termination or 3 

years after date of hire, whichever is later. 

• Recommended to keep time sheets 3 years. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Best Practices – Self Audits

GCFA recommends a complete review of employee files to ensure 

compliance with the separation of personnel and benefits 

information.

For example, if you receive a Notice of Inspection from ICE, you only 

have 3 days to gather all of your I-9’s.  

A self-audit is a good way to maintain compliance and ensure that 

any mistakes are caught before you get fined.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Best Practices – Self Audits

To conduct a self audit:

1. Gather all forms.

2. Get rid of old forms.

3. Identify missing forms.

4. Find and correct mistakes.

5. Make notes of any changes and who made the changes.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 and 

E-Verify



Form I-9

• Determines an individual’s authorization to work in the United 

States.

• Cannot be completed until after an offer of employment has been 

accepted.

• Form I-9 has two sections.  

• Section 1 must be completed by the employee.

• Section 2 must be completed by the employer.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9

• Penalties for incomplete or missing forms.

• Range from $110 to $1,100 per violation or form.

• Could be issued for failure to produce a Form I-9.

• Forms must be retained for terminated employees.

• 1 year from date of termination or 3 years from date of hire, 

whichever is later.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 1

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 1

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 1

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 2

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 2 Documents

• Employee must provide required documents within 3 business 

days after date of hire.

• For example: If an employee is hired on Monday, they must 

provide forms by end of day Thursday.

• You cannot require employees to bring certain documents and 
cannot ask them to bring in more than what is required.  

• If they bring in more on their own, do not document, or make 
copies of them!

• Documents cannot be expired.

• Copies of documents must be legible.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Form I-9 – Section 2

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



E-Verify

• Web based system that allows employers to confirm the eligibility 

of their employees to work in the United States.

• You may not verify current employees, only those newly hired.

• Requirements to enroll are based on state.

States that Require E-Verify

Alabama Arizona Colorado Florida Georgia

Idaho Indiana Louisiana Nebraska North Carolina

Oklahoma Pennsylvania South Carolina Tennessee Texas

Utah Virginia West Virginia Mississippi Missouri

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



E-Verify

• E-Verify is voluntary, for the most part, on the federal level but 

many states including Georgia have enacted state laws requiring 

employers to enroll. In Georgia, generally, you must enroll in E-

Verify if:

• You employ more than 10 full-time employees; or

• You hold a public contract, which is a contract with a city, 

county, the state, a school board, etc.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.





Recruiting and Interviewing

Caitlin Congdon

Chief Officer of Human Resources, GCFA 



Recruiting Start to Finish 

1. Job description development

2. Post the position

3. Review resumes

4. Conduct phone screens

5. Prepare interview questionnaire

6. Train selection committee on interviewing techniques

7. Facilitate interview process

8. Craft the offer letter, conduct background checks, and contact references

9. Tailor a custom onboarding orientation process

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Job Descriptions

Job descriptions provide clearly written expectations about:

• Why the job exists.

• What the candidate is expected to accomplish.

• What is required to be able to effectively perform in the 

position.  This includes any physical requirements.

Having a written job description allows you to:

• Quickly and concisely review essential requirements.

• Identify whether candidates can perform the minimum 

requirements.

• Protects against potential discrimination charges.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Job Descriptions

A written description for every position within the organization:

• Provides a framework for job evaluation and salary comparison. 

• Forms the basis of classification and assignment within an 

organization’s pay structure. 

• Allows for promotional opportunity and career development within 

an organization. 

• Provides documentation from which an employee’s performance 

can measured. 

• Provides a foundation for consistency in communication and 

accountability for both employees and their managers. 
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Job Postings

• When looking to fill a posting, your goal should be to have a 

diverse group of qualified candidates.

• Utilize your job description to develop a job posting to attract 

talent.

• Cast a wide net.  Post the position in as many places as possible, 

both internally and externally.

• Have one person that serves as the clearinghouse for all resumes 

and applications.

• Keep both solicited and unsolicited resumes and applications for 

at least one year after the date of receipt.
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Candidate Screenings

Determine interview process.

• Who will review resumes and conduct phone screens?

• How many in-person interviews will take place?

Review every resume and application that comes in.

• Do they meet minimum job qualifications? 

• What skills, experience and credentials do they offer?

• Review every application/resume that you receive.

• If a cover letter is provided, make sure you review it. 

• Consider correct spelling, grammar and attention to detail.

• Do not write notes on the application, resume or cover letter.
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Candidate Screenings

Initial screenings should be conducted to gather basic information.

• Does is seem like the applicant can perform the essential 

functions as laid out in the job description? 

• What is the applicant’s work history?

• Do they have any red flags in their background?

• If this person has never worked in a nonprofit environment before, 

have they had any volunteer activities or experiences that 

demonstrates the type of missional commitment you are seeking?

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Phone Screenings

Phone screens are a great tool that allow you to focus your time on 

good quality applicants.  

• Ask the same questions of every candidate.

• Ask questions that assess the candidate’s skills and experience.

• Include questions that get at whether the candidate is a good fit 

for your workplace’s culture.  

• Have an objective rating system to rate candidate’s responses. 

• Try to record the candidates answer as closely as possible. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



In-Person Interviews

Develop interview questionnaire ahead of time and distribute to 

interviewers.

Questions should be open-ended and based on the essential job 

functions.

Most questions should be situational-based.

• These are questions that get at how the applicant would handle 

particular situations.

• For example: Give me an example of a time when you handled 

conflict in the workplace.

Each candidate should be asked the same questions.
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



In-Person Interviews

Do not ask any questions that could be viewed as discriminatory.

• Race, Ethnic Group, National Origin, etc.

• Citizenship or country of birth.

• Age.

• Disabilities.

• Children or marital status.

• Applicant’s personal life.

• Prior arrest records.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



In-Person Interviews

• Schedule time between interviews, about 15 minutes.

• If using technology and conducting online interviews, always test 

your system ahead of time. 

• Keep interview notes for all applicants on file for at least 1 year. 

• Do not allow superficial impressions to influence your decision. 

• Having hiring standards that are not job related will make your 

interview invalid.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Conducting Interviews

Here are some helpful tips for when you to conduct an in-person 

interview.

• Arrive on time.

• Be Prepared. Have a copy of and be familiar with the application / 

resume. Make sure you review the job description as well. 

• Be welcoming.  Create an environment where the applicant feels 

comfortable so they will talk to you. 

• Introduce yourself by name and title, and make sure you are 

correctly pronouncing the applicant’s name.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Conducting Interviews

• Limit Interruptions: This includes phone calls and employees. 

• Listen to the applicant.  Allow the applicant to fully respond before 

you ask the next question. 

• Allow silence.  Allow the candidate time to formulate a thoughtful 

response to a question.

• Redirect the conversation if an applicant gets off track during the 

interview.  

• Probe for more details.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Conducting Interviews

When the interview is coming to a close: 

• Ask the candidates if they have any additional questions about the 

job or the organization and record their answers.

• Explain how and when the company will notify candidates to let 

them know whether they got the job or not.

• Give the expected start date for the job to help candidates 

anticipate any scheduling conflicts.  Tell candidates about possible 

next steps such as background checks and pre-employment 

testing.

• Thank candidates for their time and effort. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Post-Offer Checks

All job offers should be contingent on successfully passing pre-

employment checks.  These include:

• Background checks

• Drug Screens

• Reference Checks

Be sure to include language in your offer letter that informs the 

candidate that the position is contingent upon them passing the 

required checks.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Background Checks
Background checks should be done after you have received a signed 

offer letter. 

Typically, a background check will:

• Validate social security numbers

• Verify education

• Review any criminal convictions

Some positions may need more information. For example, if the job 

requires driving, you should include a motor vehicle records check.  

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Reference Checks

Reference checks on candidates allow you to gain insight about an 

applicant from people that have worked closely with them. 

You must either consistently check references on each candidate or 

on none at all.

It is recommended that you check references on all candidates and 

placing the documentation in the employee’s file. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Reference Checks

• Try to conduct and document at least 2-3 reference checks.  

• Your first choice should be to talk with the applicant’s prior 

supervisor.  

• When you conduct a reference check verify the person’s position, 

workplace, and relation to the applicant.

• This is also a good time to find out what others see as the 

applicant’s strengths.  

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.





Performance Appraisals 

Tricia Baker

Director of Human Resources, GCFA 



Performance Appraisals

• A regularly scheduled review of the employee’s performance.

• Evaluates an employee’s skills, achievements and growth.

• Can be performed at any time but are usually done annually.

• Often tied to an objective rating system.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Planning the Review

• Advance planning – self appraisals (if used) should be 

completed prior to managerial review.

• Plan for open dialogue – opportunity to review performance, 

consider lessons learned, progress for period, and establish 

goals and objectives for next period.

• Lay out plan for performance discussions – collect and review 

notes, statistics, citations and performance-based examples.

• Schedule sufficient time to focus on the review.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Planning the Review

• Prepare to discuss the full range of issues which may arise in 

the performance management discussion.

• Don’t exhibit defensiveness – if employee criticism is justified 

due to management failure or lack of resources, accept, and 

move on to next area of review.

• Respect confidentiality of the review discussion when possible.  

If unlimited confidentiality cannot be promised, advise employee 

accordingly.

• No cell phones, no emails, no text messaging, no electronic 

devices, no interruptions.
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Planning the Review

• Job description/addendums should tie together with 

performance management.

• Handle dissent professionally – disagreements should be noted 

as a matter of record.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Planning the Review

Difficult Evaluations

• Describe unsatisfactory performance/behavior.

• Cite specific observed examples – past incidents or lack of 

meeting goals and impact on employee, team, customer, 

department, et al.

• Solicit constructive employee action plan to resolve or 

ameliorate the performance failures or behavioral issue.

• Review action plan and establish milestone date(s) to review 

progress.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Develop “Ongoing” Performance Communications

• Recognize performance management is a continuing process to 

assist everyone in enhancing performance and development.

• Establish milestone dates for periodic monitoring of 

performance objectives and progress reports in objective terms.

• Be aware of the potential and, when necessary, take corrective 

action, if goals/objectives need to be changed or re-targeted 

during the review period.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Develop “Ongoing” Performance Communications

• Maintain open communication channels to ensure that issues 

are elevated quickly and resolved expeditiously.

• Coach, assist, and/or re-direct employees who request 

assistance and those who are failing to meet standards.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Performance 

Appraisals: 

Goals and 

Competencies



Goals and Competencies 

Goals

• Set by an employee and his/her manager to be achieved during 

the evaluation period.

• Specific to a particular role or department.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.

Competencies

• Characteristics, attributes, or skills that are exhibited by an 

individual in their job role.

• Can apply to many individuals across multiple departments.



Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Conducting a Goal Setting Session

Critical steps should occur when conducting a goal setting 

session.  These include:

Review 
Organizational 

Mission to 
Prepare for the 

Session

Ensure 
Meaningful 

Goals

Ensure that 
SMART Goals 

are Set

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Goal Setting/Setting Standards

Use SMART goal criteria:

✓S pecific

✓M easurable

✓A chievable

✓R elevant

✓T ime-bound

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Specific

• What exactly do I want to achieve?

• How?

• When?

• Why do I want to reach this goal?

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Measurable

• Identify exactly what it is that will occur when 

you reach your goal.

• Can be useful is setting milestones for goal 

completion.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Attainable

• Is this goal reasonable within the set 

timeframe?

• Consider the resources and skills that are 

available in completing the goal. 

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Relevant

• Does this goal pertain to the goals of the 

conference?

• Is this related to the positon or department?

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Time-Bound

• When is this goal expected to be completed?

• Is the timeline reasonable?

• Are there smaller deadlines that need to be 

set?

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Goal Setting/Setting Standards

• Define and establish specific goals/objectives for the 

review period.

• Create mutually agreed timelines of break out data for 

progress reports on goals and objectives.

• Communicate changes or redirection of goals and 

objectives in a timely manner.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Goal Setting Exercise

• Decrease department budget.

• Participate in development opportunities.

• Meet deadlines.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Competencies / Examples

Job Knowledge 

• Possesses skills and knowledge to perform the job 

competently. 

• Understands expectations of job and ensures functional and 

professional skills are continually utilized.

Accountability

• Holds self accountable for assigned responsibilities; sees tasks 

through to completion in a timely manner.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Competencies / Examples

Delegation

• Delegates responsibility where appropriate, based on the 

employee’s ability and potential.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Performance 

Appraisals: 

Rating Criteria 

and Perils



Rating Criteria

Needs Improvement

• Met some of the expectations of the position.

• Competently performs some aspects of the job function or goal.

• May require Performance Improvement Plan  to concentrate on 

areas of weakness.

• May require additional resources or training to move above 

rating.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Rating Criteria

Met Expectations

• Meets performance standards.

• Competently performs all aspects of job functions and meets 

goals.

• Capably adjusts to changing workplace needs and work 

requirements.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Rating Criteria

Exceeds Expectations

• The objectives were met in a way that exceeded the plan.

• Continuously contributes to the organization’s success by adding 

value.

• Demonstrates a comprehensive understanding of work, 

proactively identifies needs and issues.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Rating Criteria

Exceptional

• Objectives were met and far surpassed.

• Continuously contributes to the organization’s success by adding 

significant value.

• Demonstrates a comprehensive understanding of work; takes 

initiative to identify needs and solve problems.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



SMART Goal Ratings Exercise

• Tim is expected to plan and oversee all aspects of the office’s 

relocation to a new building so that all systems are up and 

running by September 1, 2021.

• Anna is expected to implement a new Human Resources 

Information System by December 1, 2021.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Important!

Nothing should be surprising to the employee 

during the performance review.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Ongoing Communication

• Issues should be addressed and discussed throughout the year.

• Discussions should include the expectations, where the 

employee is deficient and how the employee can improve.

• Think of a time when an employee on your team was deficient in 

an area (attendance, performance, conduct).

– Write down what should have been discussed.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Rating Perils

• Halo/Horn Effect – rate employees the same on every trait 

based on a previous experience.

• Central Tendency – lack of rating differentiation between 

employees.

• Leniency – avoids honest ratings to avoid conflict.

• Recency – narrow focus on recent events.

• Similarity/Like me  – favorable rating to employees who have 

similar values or interests to the rater.

• Constancy – rate employees via rank order.

Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.



Avoiding Other Rating Perils

• Make objective statements.

• Consider the totality of the employee’s performance.

• Inadequate record keeping – lack of specific examples.

• Lack of establishing milestones for progress reviews.

• Discuss specific performance issues and behaviors objectively.

• Legal impact of inflated performance ratings.

• Maintain clear and open communication channels.

• Specific comments should avoid any connotations which are 

connected to: age, race, sex, national origin, veteran, or a specific 

disability.
Although every effort has been made to provide a complete and compliant review and presentation, The General Council on Finance and Administration does not provide legal advice.





Additional Resources



Additional HR Trainings

Form I-9 Compliance: A Brief Guide to completing Form I-9 

thoroughly and accurately.

• https://gcfa-training-ministry.teachable.com/p/form-i-

9-compliance

Introduction to Recruiting: Everything you need to know 

about finding the right fit for your organization.

• https://gcfa-training-

ministry.teachable.com/p/introduction-to-recruiting

https://gcfa-training-ministry.teachable.com/p/form-i-9-compliance
https://gcfa-training-ministry.teachable.com/p/introduction-to-recruiting


CONTACT

Caitlin Congdon

Tricia Baker

1 Music Circle North

615-369-2346

615-369-2326

ccongdon@gcfa.org

tbaker@gcfa.org

http://www.gcfa.org/services/

human-resources

mailto:ccongdon@gcfa.org
mailto:tbaker@gcfa.org
http://www.gcfa.org/services/

