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Don't Fall Behind!
Stay Committed to the Processes



Organizational 
Health

Core Purpose – To connect people to an 
abundant life in Jesus Christ and to prepare 
them for His Second Coming.

Business Definition – We operate and provide 
resources for churches, schools, and other 
ministries.



Serve and 
Support

• Setting up processes and procedures 
for HR functions throughout the 
organization

• Developing training programs
• Communicating compliance
• requirements
• Supporting entities
• Gaining knowledge in the field of HR
• Working on efficiency
• Identifying areas of improvement



Let's Be 
Proactive not 
Reactive

Example:

• OSHA requires mandatory training for 
service workers.

• 264 employees are classified as service 
workers

• More than half have not been trained.

• For each violation, the fine is $136,000 - 264 
x 136,000 =



$35,904,000
Potential OSHA Violation Cost



Employee 
Well-Being = 
A Healthy 
Organization

A truly healthy organization is one which 
“strategically integrates employee well-being 
into its business objectives and reinforces it 
through established practices on leadership 
support, learning culture, healthy job quality, 
and people friendly HR practices.”

National Library of Medicine



Let's Partner Together



Plan ahead to make the hiring process as easy as possible!



What's new for 
2023?



Hop (Don’tSkip) Your Way

Through the 

Employment Process!

1. Assess / Intent to Hire

2. Post / Application Review / Interviews

3. Hire PAR / Cleared to Work / Start Date

4. Employment Packet

5. Accountability & Compliance

Steps to Hiring an Employee

1. Assess Your Need and Complete the Intent to Hire Form
• Based upon the need and yourentity’s budget, can your entity employ?

• Create a Job Description.

• Complete the Intent to Hire form and send to HR with the Job Description.

• HR w ill communicate approval, approval with needed of change(s), or deny.

• Once the Intent to Hire has been approv ed, you areready to post the position.

2. Post the Position, Accept Applications, and Hold Interviews
• Adv ertise the position providing an ending date or "until the position is filled".

• Each applicant must submit the NCC Employment Application.

• Rev iew all applications for any possible red flags prior to scheduling an interview.

• Pre-interv iew reference checking is encouraged.

• Conduct interv iews with qualified applicants.

• HR helps coordinate multi-position employment.

• Select the best candidate and offer the position.

3. Hire PAR, Wait for “Cleared to Work” which includes the Start Date
• Submit the Hire PAR.

• Employ ment is contingent upon any applicablerequiredbackground check clearances
that apply to the position.

• The Hire Date of employ ment should be the 1st or the 16th of a month, which coordinates
w ith the NCC pay periods. Contact HR for exceptions.

• HR w ill send the entity a Cleared to Work confirmation which will includethe start date.

• Please notify the new employeeof his/her start date and required documents for employment.

4. Employment Packet
• Prov ide the employment packet to the employee on the first day of work and allow time for all

forms to be completed.

• See the employ ee’s original documents provided to complete Section 2 of the I-9.

• Follow the checklist before submitting the employment paperwork to HR. Paperwork must be
completed and returned to HR within the first 3-days of the employment start date.

• Hav e the employee sign his/her job description and submit with employment packet to HR.

5. Accountability & Compliance
• Prov ide the employee with his/her authorized work schedule.

• Electronic time keeping credentials are provided by Payroll.

• Ov er-timehours get counted into the annual Look Back Measurement.

• Please v erify and approve the employee’sworked hours at the end of each pay period.

Get forms and more helpful employment information online at nccsda.com/hr



GETTING DOWN TO BUSINESS WITH HR
Employment Process 

1. Assess / Intent to Hire

2. Post / Application Review / Interviews

3. Hire PAR / Cleared to Work / Start Date

4. Employment Packet

5. Accountability & Compliance

Hop Don’t Skip – Steps to Hiring an Employee



GETTING DOWN TO BUSINESS WITH HR
Employment Process 

1. Assess / Intent to Hire
· Based upon the need and your entity’s budget, can your entity employ?

· Create a Job Description.

· Complete the Intent to Hire form and send to HR with the Job Description.

· HR will communicate the approval, approved with needed of change(s), or denied.

· Once the Intent to Hire has been approved, you are ready to post the position.

Hop Don’t Skip – Steps to Hiring an Employee



Assessing Your Need
Can your entity afford to employ?

Estimated
Employer Costs to Employ

ALL employees:
7.67% FICA, Medicare, Workers' Compensation

Part-time-: 24 hours per year
California Sick Leave

Half-time+:
8% Retirement

7.67% per hours of PTO hours (76, 114,152)

Medical Eligible:
Employee + Family Enrollment

Full-time: $14.15 per month BGL
.0038% LTD

Percentages applied to the hourly rate.
Flat rate is per month.

Using Admin Assist in ERI 11 



2023 Cost 
Estimator



Full-Time Employee + Family

Full-Time Employee Only



Half-time Plus Medical Eligible
Employee + Family

Half-time Plus Medical Eligible
Employee Only



Half-time Plus



Part-Time Minus



Mutli-
Position 

Employment



Create a Job Description 
Templates are available on our website

https://nccsda.com/hr/job-descriptions/



Apply your 
entity's ERI 
Wage Scale 
to the Job 
Description



Intent to Hire for Locally Funded Position





NEW: Intent to Hire Process 

Complete the Intent 
to Hire Form and 
send to HR with the 
Job Description

HR will review both 
and provide the 
entity an APPROVED
or DENIED.

Once the Intent to 
Hire has been 
approved, you are 
ready to post the 
position.



GETTING DOWN TO BUSINESS WITH HR
Employment Process 

2. Post / Application Review / 

Interviews

Hop Don’t Skip – Steps to Hiring an Employee



Steps to Hiring an Employee
Post the Position, Accept Applications, and Hold Interviews

• Advertise the position providing an ending date or “until the 
position is filled” (Once your position has been approved, and the 
job description has been classified, HR will assist in posting your 
position on the NCC Website)

• Each applicant must submit an NCC Employment Application (it is 
a requirement that each applicant submit an Employment 
Application, including current NCC employees applying for 
additional employment)

• Review all applications for any possible red flags prior to 
scheduling an interview (we will be reviewing “red flags” in the 
next few slides)

• Pre-interview reference checking is encouraged (by completing & 
signing an application, the applicant is providing approval 
to check references)

• Conduct interviews with qualified applicants (please check with 
HR if you have questions regarding interviewing and/or questions 
to ask)

• HR helps coordinate multi-position employment (this is extremely 
important due to the financial impact of benefit eligibility 
markers)

• Select the best candidate and offer the position (Remember that 
a candidate cannot begin working prior to completing their new 
hire paperwork. The I-9 must be certified and signed within 3-
days of the employee's date of hire.)



The Purpose of an Employment Application

The primary purpose of an 
employment application is 

to prescreen job 
applicants.

Applicant's supply contact 
information, employment 

history, experience, 
education and references; 

with this basic 
information, an employer 

can determine if the 
applicant warrants further 

consideration.

The background 
information provided on 

the application also assists 
in the facilitation of 

productive interviews.

Compared to a resume, an 
application can serve as a 
legal document for your 
organization to:

•Authorize reference and 
background checks

•Ensures that the applicant 
understands that NCC is an equal 
employment opportunity 
employer, however, with the 
sanction to hire only Seventh-day
Adventists (exceptions may apply 
with pre-approval)

•Requires candidate’s signature; is 
a legal document and becomes a 
part of the employee's 
permanent file.



Employment Application - Red Flags

Incomplete application. Every question 
must be answered. Applicant must initial, 

sign and date their application.

The candidate does not have a legal right to 
work in the US. Please contact HR for 

information about the immigration process 
of employing. There are requirements by 
NCC, the hiring entity, and the candidate.

The candidate checks the “YES” box of been 
convicted of a felony or misdemeanor. 

Please contact HR for more information.

The applicant is currently an employee of 
NCC. The status of employment is 

determined upon the authorized hours an 
employee works. To determine if your 

entity is financially ready to employ a multi-
position employee, reach out to HR for 

consultation. The additional position may 
result in added benefits and costs for both 

entities.

The applicant is not a Seventh-day 
Adventist. NCC hires only SDA church 

members in good standing. There may be 
an exception for positions unable to be 
filled. Please contact HR prior to hiring a 

non-Adventist employee. The entity must 
complete a process to hire a non-Adventist 

prior to offering the position.

Application is not signed. The signature is 
confirmation that the information provided 

is accurate; providing their initials shows 
evidence they have read and acknowledge 

the statements on the application.





GETTING DOWN TO BUSINESS WITH HR
Employment Process 

3. Hire PAR / Cleared to Work / 

Start Date

Hop Don’t Skip – Steps to Hiring an Employee



GETTING DOWN TO BUSINESS WITH HR
Employment Process 

4. Employment Packet

Hop Don’t Skip – Steps to Hiring an Employee



GETTING DOWN TO BUSINESS WITH HR
Employment Process 

5. Accountability & Compliance

Hop Don’t Skip – Steps to Hiring an Employee



Accountability & Compliance

• Provide the employee with his/her authorized work schedule.

• Electronic time keeping credentials are provided by Payroll once an employee has been onboarded 
through HR.

• Over-time hours get counted into the annual Look Back Measurement (potentially qualifying an 
employee for benefit eligibility).

• Please verify and approve the employee’s worked hours at the end of each pay period.

* * * Reminders * * *

• Intent to Hire forms must be completed for all recruitment requests and approved, prior to hiring.

• Job descriptions need to accompany all recruitment requests and be appropriately classified.

• All job applicants, including current employees applying for NCC positions, must complete an 
Employment Application.

• I-9 Forms must be completed within 3 business days of the date of hire.



Help is at 
hand!



Thank you for 
connecting 
with us today!

YOUR NCC HR 
PARTNERS IN 
MINISTRY!



Thank you all for your time and presence during the Level II Supervisor Training on October 20, 2022 via 
zoom. We have compiled your important questions in the Q&A below for your reference and as a resource.

Q: Is the Intent to Hire form for new positions or all positions?
A: This form is required when hiring for brand new positions or if an existing position becomes vacant. This process is also 
for locally funded positions. The hiring process for Teachers and Principals has not changed.

Q: Can the position description be edited where needed to reflect any specifics of the local church/school location?A: Yes.

Q: When do they do their fingerprints/TB and other clearances if they are not filling forms out until their first day of work? 
Currently, all forms are to be completed before they can work.
A: Fingerprint and TB must be done before they begin work. With this new process, the paperwork is not done until HR has 
cleared the person to work, and that involves having the fingerprint and background clearance.

Q: Is this process set to begin Jan 1, 2023?
A: Yes. You will want to send HR the Intent to Hire form with the job description now if you are planning to hire on January 
1, 2023.

Q: What is the turnaround time for employment paperwork?
A: Employment paperwork will be completed by the employee on the first date of work. The paperwork should be received by 
HR within the first three days of employment.

Q: What about the steps for letting a paid local hire employee go?
A: Terminations and layoffs need to be communicated to HR before action is taken. Please contact HR first.

Q: Do Independent Contractors have to be Seventh Day Adventist?
A: No. 

Q: Does a custodian who works at a school and a church and who is paid from those two separate budges considered a multi 
positioned employee?
A: Yes. This is a perfect example of a multi positioned employee.

Q: If we want to use and Independent Contractor for occasional jobs such as a bus driver or a music accompanist and we plan 
on paying them and issuing them a 1099, does that need to be approved at the conference level?
A: Yes. Our Trust/Property Management Director reviews all contracts for Independent Contractors.

Q: Can a paid position be transitioned into a volunteer position?
A: Please contact Human Resources.




