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Topics
• Recruitment
• Employment

• Hiring
• Payroll
• Changes/Benefits
• Terminations/Resignations

• Workers Compensation
• Volunteers
• Independent Contractors vs. Employee



RECRUITMENT
Contact Macy Grayson, 951-509-2352
Macy.grayson@seccsda.org



Advertising for Open Positions

• Create Job Description
• SECC Job Ops

• Online
• Church Bulletin



Screening/Selection Process

• Testing (optional)
• Screening/Interview 
Packet available

• Applications and 
Resumes need to be 
stored



EMPLOYMENT
Contact Brooke Hess, 951-509-2353
Brooke.hess@seccsda.org



New Hire
• Contact Brooke Hess in HR BEFORE the employee starts 

working
• New Hire Forms

• PAR
• Application
• Membership Check
• Background Check
• Service Record Request
• New Employee Data Collection Sheet
• Conflict of Interest Statement
• W-4
• I-9, with copies of documents

• Possible Benefits, located in treasurers handbook



Payroll
• Bi-weekly pay date
• 26 pay days
• Timecards are due the 
Monday before pay day

• Do not turn in timecards 
late

• Timecards may be 
mailed, e-mailed, or 
faxed

• No duplicates

• Direct Deposit available



Change in Employment
• Create a Change PAR for:

• Step increases/decreases
• Title change
• Work location change
• Change in the amount of Hours a week
• Status (ex. Part-time to Full-time or Temporary to Regular)

• Submit to Brooke Hess in HR via e-mail, mail, or fax 
BEFORE the change takes place



Resignation vs. Termination

Resignation

• Resignation Letter/Note
• Create PAR and submit to 

HR BEFORE employee’s 
last day

• Possibly cash out any 
unused vacation time with 
final check

Termination

• Notify HR if employee will 
be terminated

• Possible termination 
review

• Create PAR after review 
is completed

• Possibly cash out any 
unused vacation time with 
final check



WORKERS 
COMPENSATION
Contact Macy Grayson, 951-509-2352
Macy.grayson@seccsda.org



How to Report a Workers Comp Claim
• Employees who have been injured at work will file a workers compensation claim using forms DWC1 and 

form 5020. They will then fax them to the Human Resources department 951-509-2395.
• Once we receive the forms we must audit for accuracy and send them to intake and our claims 

representative Lauren Evans 
• Print out copies of the confirmation e-mails as well as the sent e-mails and create a new file with the injured 

employee’s name and DOI (Date of injury) and file it with the current workers comp claims.
• Have the employee take a copy of these completed forms with them when they go to seek treatment.

• Inform the employee that if they are asked to pay for any treatment or prescriptions for this work-related injury, they must 
keep the receipts to present to our Workers’ Compensation provider for reimbursement up to a cap.

• Employees must submit these receipts to Macy Grayson in HR
• Have the employee visit the nearest workers comp medical provider:

• Kaiser Occupational Health Center
• US Healthworks
• Loma Linda Occupational Medicine Center 328 Commercial Road Suite 101, San Bernardino, 92408
• If employees are not near one of these locations they can call the Human Resources department and we can contact 

Sedgwick at 925.988.1174
• E-mail all work status notifications you receive from the employee to Macy Grayson in HR

• You may be required to complete a wage statement 
• A wage statement is a listing that asks for days worked and amount earned in a pay period over the course of one year 

from date of injury.
• If an employee is placed ‘Off Work’ keep track of the amount of days missed and notify the Benefits 

Specialist if the employee will need to transition to TTD or LTD.





VOLUNTEERS
Call Human Resources or General Services Dept. with 
questions



Volunteers pg. 131
• A volunteer, according to wage and hour laws, is an individual 

who performs or donates services for humanitarian, public 
service, or religious reasons without contemplation of 
payment of any kind.

• There are typically two types of volunteers with which 
Southeastern California Conference deals:
• An individual who has never been an employee of the organization 

who performs or donates services.
• The second is an established employee performing or donating 

services for the employer on their off time. An employee cannot be 
considered an unpaid volunteer when performing their same duties 
within the same workweek.

• In either case, the Human Resources Department should be 
notified when such individuals perform such services. For your 
convenience, Volunteer Services forms are available in the 
Human Resources Department.



INDEPENDENT 
CONTRACTORS
Call Human Resources or General Services Dept. with 
questions



Classification
• Employee vs. Independent Contractor

• pg. 117 Treasurers handbook

• Complete Contract and Liability Insurance


