
ST. JAMES LUTHERAN CHURCH Number 5.31.10
GETTYSBURG, PENNSYLVANIA Subject Staff Interview Process

Effective Date 2/18/09
Revised 4/13/10
Committee Personnel

Appendices/Personnel Committee Staff Interviews

Conduct interview 

Prepare written summary 
of interview (include 

 space for interviewer and 
employee signatures) 

Give written summary 
 to employee. 

Employee 
agrees 

with 
summary. 

Employee signs and 
returns summary to 

interviewer. 

Interviewer makes copies for 
other Personnel Committee 
members to review, discuss, 
and take action, if needed. 
(Copies are collected and 
shredded after review by 

members.) 

Interviewer places 
signed summary in 

envelope. 

Employee signs envelope 
across the sealed flap. 

Interviewer and employee 
discuss necessary  

changes. 

Office Manager 
places envelope in  

personnel file. 

yes 

no 


