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A. Ministry (Job) Description—All Staff  

1. Understand and support the mission of the congregation, the philosophy, purpose and 
goals of the early childhood ministry (ECM). 
 

2. Demonstrate a genuine love for children; respect children as individuals. 
 

3. Have knowledge and understanding of child development and needs of young children. 
 

4. Maintain good working relationships with staff members and families. 
 

5. Have competence in and perform the duties of the position as outlined in the appropriate 
ministry (job) description(s). 

 
6. Demonstrate self-motivation and desire to continue learning to increase knowledge and 

skills by attending staff meetings, workshops, and conferences, and read publications 
related to faith nurturing, child development and interpersonal relationships. 

 
7. Follow the ECM’s guidelines as set forth in the staff handbook, parent handbook, parent 

newsletters, bulletin boards and any other ECM materials. 
 

 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



B. Ministry (Job) Description—Director 

1. Leader of Early Childhood Program Climate 
A. Responsibilities as spiritual leader 

i. Provide opportunities for spiritual growth of staff 
ii. Provide ways to incorporate early childhood program (ECM) families into church and 

church families into ECM. 
iii. Foster Christian community for staff, children and families 
iv. Provide referrals for Christian counseling and resources for staff and ECM families 

 
B. Responsibilities for ECM environment 

i. Equip indoor and outdoor areas to reflect Christian environment 
ii. Provide environment appropriate for young children 
iii. Plan age-appropriate, Christ-centered, faith-integrated curriculum 
iv. Maintain positive relationships among children, teachers, parents, congregation, and 

community. 
 

2. Manager of Preschool, Child Care, After School Care 
A. Carry out mission and purpose of programs; further the vision of (name of church) 

i. Recommend policies according to purpose of programs 
ii. Participate on board that administers programs 

 
B. Assume responsibility for finances 

i. Assist in preparing annual budget 
ii. Operate within budget 
iii. Purchase equipment and supplies 
iv. Prepare monthly/yearly financial reports 
v. Arrange for collection and deposit of fees and tuition 
vi. Handle petty cash 
vii. Assist with payroll processing 

 
C. Serve as liaison between congregation and programs 

i. Represent programs in congregational activities 
ii. Inform congregation of programs orally or in writing 

 
D. Maintain communication and relationships with parents 

i. Develop systematic parent-school communication (newsletter, bulletin, web site) 
ii. Orient parents to school policies and procedures 
iii. Plan/administer parent education/fellowship programs 
iv. Maintain parents’ library or resource center 
v. Inform parents of progress and special needs of children 

 
E. Enhance community relationships 

i. Welcome visitors; plan informative and pleasant experiences 
ii. Sponsor service events for the community 
iii. Attend professional educational events and community gatherings 
iv. Maintain liaison with local, state and federal government to support legislation 

regarding early childhood education 
  



B. Ministry (Job) Description—Director 

F. Recruit and enroll new children 
i. Promote ECM in congregation and community 
ii. Interview parents of prospective children 
iii. Provide enrollment materials that define the program 
iv. Create and maintain publicity materials and activities 
v. Orient newly enrolled children/make home visits 

 
G. Supervise and assist staff 

i. Prepare job descriptions for teachers and helpers 
ii. Recruit and hire staff with board approval 
iii. Provide staff orientation 
iv. Periodically review staff performance; assist staff members to set goals for spiritual 

and professional growth 
v. Plan staff work schedule 
vi. Arrange substitute help as needed 
vii. Lead regularly scheduled staff meetings 
viii. Plan and conduct periodic in-service training for staff 
ix. Help staff prepare program plans 
x. Plan and implement procedures to keep accurate classroom records 
xi. Prepare and update staff handbook 
xii. Keep personnel records 
xiii. Develop and maintain resource library for staff 

 
H. Administer all aspects of programs 

i. Contact state and local regulatory agencies; conform to and exceed all regulations 
ii. Handle all administration and conflict-resolutions related to programs 
iii. Maintain student and program records 
iv. Define policies of admission, attendance, payment of fees, educational goals 
v. Periodically evaluate own work as director 
vi. Plan and implement plan for personal professional growth 
vii. Plan periodic reports related to the state of the ECM 
viii. Keep informed of current ECM issues and developments 
ix. Participate actively in professional organizations 
x. Maintain professional library 
xi. Plan schedule of administrative responsibilities 
xii. Schedule use of shared space and equipment 
xiii. Schedule responsibilities of teaching staff 

 
I. Maintain proper conditions for health and safety 

i. Keep health history/immunization records for children and staff 
ii. Contact agencies to help children who have special needs 
iii. Maintain referral system for children who have special needs 
iv. Plan and purchase foods for healthful snacks 
v. Monitor all building, classroom and playground conditions to ensure safety 
vi. Schedule fire and disaster drills and maintain records 
vii. Keep emergency numbers, procedures, and evacuation routes posted 
viii. Keep fire extinguishers operable and train staff to use 
ix. Maintain First Aid kit and review accident log 
x. Provide staff training of health and safety issues annually 



C. Ministry (Job) Description—Lead Teacher 

Purpose: To provide a warm, nurturing, Christ-centered, safe, and loving environment where 
children’s faith is nurtured and where self-concepts are enhanced, independence is 
encouraged, and individuality is respected. 
 
Responsibilities: 
 
Models behavior 
• Lives the Christian faith 
• Relates joyfully and sensitively to children 
• Prays with and for others 
• Acknowledges and respects others’ feelings 
• Works cooperatively with others 
• Encourages good behavior and corrects inappropriate behavior 
• Builds and strengthens positive relationships with other congregation program staff and volunteers 
 
Provides Instruction 
• Plans, implements, evaluates curriculum in accordance with mission, purpose and 

philosophy of ECM, under supervision of director 
• Develops weekly/monthly plans 
• Supervises, trains and evaluates assistants 
• Provides assistants with opportunities for input and evaluation of program 
• Sets up and maintains appropriate, nurturing classroom/child care environment 
• Keeps written plan of daily class activities 
• Keeps current developmental records of children in class 
• Attempts to meet needs of each child 
• Originates correspondence with families 
• Reports to parents about children’s progress 
• Conducts parent conferences and meetings 
• Provides written guidelines for substitutes 
• Gives direction to volunteers 
• Is aware of and complies with personnel policies adopted by board 
• Attends staff meetings and functions of ECM 
• Participates in professional and spiritual growth activities 
 
Serves as Facilitator 
• Guides, evaluates, plans, supports 
• Prepares warm, safe, orderly and clean environment 
• Uses good judgment to handle crisis situations and use supervision constructively 
• Provides resources; orders equipment and supplies 
 
Education/Experience Requirements 
• Associates degree from an accredited college or university 
• Child Development Associate degree (CDA) 
• State certification 
• Bachelor’s degree from an accredited college or university with emphasis in early childhood 

education 
• Early childhood certification from MLC or enrolled in certification program 
• Experience in teaching within an early childhood educational program 
• Be certified in First Aid and CPR 



C. Ministry (Job) Description—Lead Teacher 

Other Requirements (see state/local requirements) 
• Prior to employment, teacher shall submit a dated report of satisfactory tuberculin test or 

chest x-ray taken within six months of beginning employment. Such tests need not be 
repeated except at the advice of a licensed physician or the local health department.  

• Teacher shall present a dated medical statement signed by a licensed physician, a licensed 
nurse practitioner or a licensed physician’s assistant verifying that s/he suffers no known 
physical or emotional illness or condition that would adversely affect child care. This 
statement shall be dated not more than six months prior to employment or within 30 days 
after date of employment. 

• Teacher shall submit a list of known immunizations s/he has had and most recent dates 
when immunized. 

• A teacher, upon examination or as a result of tests, who shows indication of a physical, 
emotional or mental condition that could be hazardous to a child, staff members, or self and 
that would prevent satisfactory performance of duties shall not be assigned or returned to 
the teaching position until the condition is cleared to the satisfaction of the examining 
physician. 

• All persons shall be excluded from the center when they have an infections illness. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



D. Ministry (Job) Description—Assistant Teacher 

Purpose: To assist the teacher in providing a warm, nurturing, Christ-centered, safe, and loving 
environment in which children can grow physically, emotionally, intellectually, and spiritually. 
 
Responsibilities: 
 
• Assists classroom teacher in supervision and management of a group of children 
• Interacts with, initiates, and encourages children in daily activities 
• Assists teacher in planning learning activities 
• Helps children control behavior using a Christ-centered, positive, consistent approach 
• Helps children grow to become independent 
• Helps prepare the learning environment, sets up interest centers, and prepares materials 
• Assists teacher in record keeping and observations related to children’s development health 

and behavior 
• Prepares snacks 
• Promotes integral learning during snack times 
• Maintains good communication with parents 
• Helps with general housekeeping tasks 
• Attends to needs of individual children with sensitivity 
• Attends to ill or injured children 
• Attends required staff meetings and functions of ECM 
• Helps build a supportive, caring team 
• Assists teacher in other ways as needed 
• Participates in professional and spiritual growth activities 
 
Education/Experience Requirements 
• Lives the Christian faith 
• Associates degree (60 credits hours or more) from an accredited college or university with 

emphasis on early childhood education or child development 
• Experience working with young children in learning situations 
• Ability to relate joyfully and sensitively to young children 
• Evidence of security and judgment to handle crisis situations 
• Be certified in First Aid and CPR 
 
Other Requirements (see state/local requirements) 
• Prior to employment, assistant teacher shall submit a dated report of satisfactory tuberculin 

test or chest x-ray taken within six months of beginning employment. Such tests need not be 
repeated except at the advice of a licensed physician or the local health department. 

• Assistant teacher shall present a dated medical statement signed by a licensed physician, a 
licensed nurse practitioner or a licensed physician’s assistant verifying that s/he suffers no 
known physical or emotional illness or condition that would adversely affect child care. This 
statement shall be dated not more than six months prior to employment or within 30 days 
after date of employment. 

• Assistant teacher shall submit a list of known immunizations s/he has had and most recent 
dates when immunized. 

• An assistant teacher, upon examination or as a result of tests, who shows indication of a 
physical, emotional or mental condition that could be hazardous to a child, staff member, or 
self and that would prevent satisfactory performance of duties shall not be assigned or 
returned to the assistant teacher position until the condition is cleared to the satisfaction of 
the examining physician. 

• All person shall be excluded from the center when they have an infectious illness 



E. Ministry (Job) Description—Office Staff 

Purpose: To provide general assistance to the director, enabling her/him to carry out her/his 
responsibilities in an efficient and timely manner. 
 
Responsibilities 
 
• Provides and maintains environment where children may grow spiritually, intellectually, 

physically, emotionally and socially 
• Assists director with administrative duties, keeps ECM records and files current 
• Prepares correspondence, memos, reports; uses correct format and language 
• Ensures prompt handling of phone messages and visitors to the ECM 
• Coordinates purchases and maintains inventory of supplies and equipment 
• Uses and maintains office equipment 
• Informs parents of ECM policies; maintains records of children and families; informs book 

keeper of pertinent data 
• Maintains good communication with other agencies in the community 
• Executes other specific assigned tasks 
 
Requirements 
 
• Lives the Christian faith 
• Graduate of an accredited high school or an equivalent 
• Tact, discretion and good judgment 
• Computer and keyboard skills 
• Excellent spelling, grammar and punctuation 
• Ability to organize work-flow in a busy office 
• Ability to handle detailed work 
• Excellent oral and written communication skills 
• Evidence of emotional maturity and stability 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



F. Sample Staff Application 

Please Print Clearly: 
 
 
 
Personal: 

Name: ________________________________________ Date of application: ____/____/____ 
 

Address: ____________________________________________________________________ 
 
Phone: ___________________________ Social Security Number: _______________________ 
 
Church membership/affiliation: ___________________________________________________ 
 
 
 
Employment Desired: 

Position: ______________________________________ _____ Part-time     _____ Full-time 
 
Days/Hours available: __________________________________________________________ 
 
 
 
Education: 

Name of High School Graduate from: ______________________________________________ 
 
Location of High School Graduated: _______________________________________________ 
 
Post High School Education: 

School, College,  Location  Subject  Diploma, Degree 
University         Certificate, License 
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 
 

Related Education Courses Completed or Currently Enrolled in: 
Title    Name of School and Location        Date completed 

____________________________________________________________________________

____________________________________________________________________________ 
 
 
 
About You: 
Special skills/interests/talents: 

____________________________________________________________________________

____________________________________________________________________________ 

  



F. Sample Staff Application 

What best qualifies you to be a teacher of a religious instruction for young children at this center? 

____________________________________________________________________________

____________________________________________________________________________ 
 
How does this position contribute to your personal/professional goals? 

____________________________________________________________________________

____________________________________________________________________________ 

What is your educational philosophy in regards to the way you teach and the way children learn? 

____________________________________________________________________________

____________________________________________________________________________ 
 
 
 
Employment Desired: 
List last three employers, over the last five years, most recent one first: 
Name  Address  Phone Number Dates of Position         Reason 
        Employment            for 
        (from/to)            Leaving 
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

 

References: 
List three persons, not related to you, whom you have known for at least one year: 
Name   Address   Phone Number  Relationship 
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 
 
 
 

Other Information: 
Are you 18 years or older?    Yes    No 
Have you ever been convicted of a crime?    Yes      No 

If yes, please explain: 

______________________________________________________________________ 

 
 

Are you either a U.S. citizen or an alien authorized to work in the U.S.?   Yes   No 
 



F. Sample Staff Application 

How did you hear about our center? 

____________________________________________________________________________ 
 
 
 
 
I hereby certify that the above statements are true and give my permission for any verification.  
I understand that falsification, misinterpretation, or omission of facts will be sufficient cause  
for elimination of any consideration for employment or cause for dismissal. 
 
_______________________________________________  _______________________ 
Signature        Date  
 

 



G. Sample Contract Agreement 

AGREEMENT FOR EARLY CHILDHOOD TEACHING MINISTRY 
 

In recognition of God’s gift of teachers to his Church and under his gracious guidance, 
____________________________________________________________________________

(Name of Congregation) 
offers this appointment to _______________________________________________________ 
                             (Name of teacher candidate) 
 
for the position of ______________________________________________________________ 
               (Name of directing/teaching/teaching assisting position) 
 
This appointment made on this date: _____/_____/_____ shall begin on date:  
 
_____/_____/_____ and end on date: _____/_____/_____ 
 
With the help of God, I agree to: 
• Direct/teach/assist with the early childhood classes to which I am appointed; 
• Maintain Christian discipline in love 
• Work in Christian harmony with the director, fellow teachers. pastor and board of education 
• Set a Christian example by word and action, according to professional and Christian ethics 
• Fulfill duties as specified in the job description 

 
These services are to be performed according to the Word of God and the teachings of the WELS. 

Signed by educator: ___________________________________ Date: __________________ 
 
 
______________________________________________ agrees to: _____________________ 
 
1. A salary of $_______________ payable on a _______________ basis for _____ months, 

beginning _____/_____/_____ 
Benefits: 

_________________________________________________________________________

_________________________________________________________________________ 

 

2. Pledge the educator its prayerful cooperation and support, its respect for the educator’s 
office, and its intention to deal with the educator in Christian love. 
SPECIAL STIPULATIONS: 
_________________________________________________________________________

_________________________________________________________________________ 
 

We pray God’s blessings on this educator’s service in our church and school to the glory of God’s holy name, the 
building of his church, the temporal and eternal welfare of many people, the educator’s own great joy and 
blessing. We pray that many families and children will come to know our Lord Jesus as their Savior and Friend 
through the ministry of this educator.  

 
Signed on behalf of 
 
________________________ _______________________      _____________________ 
Pastor    Director        Congregational Office  

Accepted by: ___________________________________________________________ 



G. Sample Contract Agreement 

TEACHER’S CONTRACT 
Congregation of Wisconsin Evangelical Lutheran Synod 

 
In the name of the Father, the Son, and the Holy Spirit, Amen. 

 
By the authority with which the Lord our God has vested his church on earth,  
 
_______________________________________ Lutheran Congregation of  
 
_______________________________________ offers this contract to  
 
_______________________________________ as a teacher in its school for the term  
 
beginning _____________________ and ending _______________________ with the  
understanding that the contract may be renewed or altered by mutual agreement. 
 
By signing this contract, the teacher obligates herself/himself to perform faithfully the services 
specified in the accompanying document which is to be considered a part of the contract. These 
services are to be performed according to the Word of God and the confessional standards of 
the Evangelical Lutheran Church as drawn from the Sacred Scriptures and found in the Book of 
Concord, particularly in Dr. Martin Luther’s Small Catechism. The teacher also expresses the 
determination to work toward greater competence in Christian teaching; to maintain Christian 
discipline in love; to work in Christian harmony with principal (director), teachers, pastor, and 
board of education; and to set a Christian example. 

 
By signing this contract, the congregation through its officers pledges the teacher its prayerful 
cooperation and support, its respect for the teacher’s office, and its intention to deal with the 
teacher in Christian love. 

 
We pray God, the Father of our Lord Jesus Christ, to bless the teacher’s service in our church 
and early childhood ministry to the glory of God’s holy name, the building of his church, the 
temporal and eternal welfare of many people, and the teacher’s own great joy and blessing. 

 
This contract becomes effective for the designated school term when signed by both parties.  

 
Signed this ____________ day of ___________________ A.D. ___________________ 
 
on behalf of ___________________________________________ Lutheran Congregation by 

 
________________________________ ___________________________________ 

 
________________________________ ___________________________________ 

 
Signature of teacher: ________________________________ Date: ____________ 

 
 

 
 
 
 
 
 
 



H. 50 Ways to Build Positive Staff Relationships 

Study God’s Word together each day 
Think before acting 
Be a problem solver 

Follow through
Keep people informed 

Offer solutions, not problems 
Establish priorities 

Be tactful 
Ask rather than demand 

Set goals 
Be professional 

Avoid arguments with colleagues 
Be candid and honest 

Smile, even when you don’t feel like smiling 
Praise someone for a job well done 
Keep Christ the center of everything 

Use common sense
Keep doors open 
Relate to people 

Have a sense of humor 
Learn from others 

Confront in a caring way 
Children are the primary concern

Be democratic 
Request input 

Care 
Forgive one another 

Want children to learn 
Relax 

Have a social life 
Pray 

Be thankful for peers 
Gather all the facts 

Help make ideas work 
Worship 

Thank others 
Keep ministry in mind 

Say “good morning” each day 
Be empathetic 

Reassure
Tackle a challenge 

Offer help 
Make time for yourself 

Be yourself 
Compliment someone each day 

Be a listener 
Patience is a virtue 
Be a team member 

Love Jesus and your neighbor



I. Conflict Resolution Agreement 

(Adapt this for use with your ECM staff, congregational staff and ECM families) 
 

If I have a concern, complaint, conflict, issue or problem with any member of the [name of early 
childhood program], I agree to follow the steps of conflict resolution outlined below. 
• I will contact the person with whom I have a conflict or concern directly, respectfully, and in a 

timely manner. I will follow Matthew 18:15-20 as a guide to help resolve the problem. 
Discussing the conflict with anyone other than those directly involved is not appropriate at 
the beginning.  

 
Conflict Resolution Model 
• Listen actively to each person 
• Paraphrase what was said; clarify your understanding 
• Acknowledge the person’s feelings 
• Ask each person what his or her needs are 
• Jointly brainstorm solutions to meet the needs 
• Accept all suggestions as possibilities 
• Evaluate possible solutions and select one 
• Make an action plan together 
• Implement the action plan 
• Check back 
• Modify the action plan if necessary 

 
Our Classrooms will be safe places where everyday conflict is used as a “teachable moment” 
to share Jesus’ love and forgiveness, to live in God’s grace and mercy, to build children’s self-
esteem and self-reliance, problem-solving skills, trust in peers, empathy and compassion for 
others. Teachers and assistants participate as facilitators, modeling forgiveness and allowing 
children to practice their conflict resolution skills as they develop and grow. 
 
 
____________________________________________ _____________________________ 
Signed by staff member     Date 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



J. Termination of Worker Checklist 

Name of Worker ______________________________________________________________ 
 
Date of Hire _______________________ Prospective Termination Date _________________ 
 

 DOCUMENTATION 1 (attach to this checklist) 
This documentation should include the time, date, infraction the staff member was 
involved in, who was involved, where the infraction took place, collaborative 
documentation from witnesses (other staff, parents, etc.) 
 

 Conference with staff members regarding Documentation 1 
Date of Conference 
Results of Conference 
Improvement Plan 
 

 Give worker verbal and written notice that action(s) described in 
Documentation 1 is (are) cause for termination. Put worker on probation. 
 

 DOCUMENTATION 2 (attach to this checklist) 
Same criteria as Documentation 1.  
Also include repetition of the infractions in Documentation 1 and lack thereof to correct 
them, and/or any new infractions. 
 

 Conference with staff members regarding Documentation 2 
Date of Conference 
Results of Conference 
Improvement Plan 
 

 DOCUMENTATION 3 (attach to this checklist) 
Same criteria as Documentation 1 
 

 Prepare Letter of Termination 
 

 Give worker a copy of the letter of termination. Retain original in office file. 
 

 Observe worker collect personal belongings; escort worker from the premises 
 
 
 
 
 
 
 
 
 
 
 
 
 
Summarized from Assisting Education in Their Ministry available through WELS Commission  
on Lutheran Schools 



K. Sample Exit Review 

[Name of Early Childhood Ministry-Congregation] 
 

Date: __________________ Staff Member’s Name: __________________________________ 
 
Position: _____________________________________________________________________ 
 
Last day of employment: _________________ 
 
Staff member no longer works in the Early Childhood Program Ministry because: 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
Exit Interview Questions:  
 
1. What suggestions or ideas do you have for the ECM’s improvement and positive change? 

_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________
 
 

2. What did you enjoy most while working within the ECM? 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________
 
 

3. What did you enjoy least? 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________
 

 
Director’s Signature: _________________________________ Date: __________________ 
 

Staff Member’s Signature: ____________________________ Date: __________________ 

 

 
 
 
 
 
 



L. Sample Performance Reviews 

Name: __________________________________ Position: ___________________________ 

Excellent Good Fair Poor 

ATTITUDE  
TOWARD: 

Children     

Parents     

Other staff     

Volunteers     

Program     

ABILITY TO WORK 
WITH OTHERS: 
Relates to 
director and staff 
members 

    

Relates to 
congregation 
members 

    

Relates to 
parents and care 
givers 

    

RESPONSIBILITY WHEN 
NOT SUPERVISED: 
Has initiative; 
takes 
responsibility 

    

ADAPTABILITY: 

Changing hours 
    

Working extra 
hours 

    

Helping with 
other groups 

    

Profiting from 
constructive 
criticism 

    

SAMPLE PERFORMANCE REVIEW #1 
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PERFOMANCE: 

Work habits 
    

Understanding 
program’s 
purpose 

    

Program 
planning and 
follow-up 

    

Handling of 
behavior 
problems 

    

Playground 
supervision 

    

Eating 
supervision 

    

Toileting 
supervision 

    

Resting 
supervision 

    

Conforming to 
policies 

    

SELF-DEVELOPMENT: 

Engages in 
spiritual growth 
activities 

    

Willingness to 
attend 
conferences and 
courses 

    

Professional 
reading 

    

Ability to accept 
and use training 

    

Willingness  
to change 

    

Understanding  
of child 
development 

    

ATTENDANCE: 
    

PUNCTUALITY: 
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APPEARANCE: 

Good grooming 
    

Cleanliness 
    

Voice and 
speech 

    

PERFORMANCE 
GOALS: 

    

PROFESSIONAL 
GOALS: 

    

PERSONAL 
GOALS: 

    

 
 
 
 
 
__________________________________________________________ _________________ 
Director’s signature        Date 
 
__________________________________________________________ _________________ 
Worker’s signature        Date 
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Purpose: 
1. Maintain and improve each worker’s job satisfaction and morale by communicating the 

supervisor’s interest in their job progress and personal development. 

2. Provide a forum for discussion for each worker’s positive working characteristics and to 
pinpoint and strengthen areas that need improvement. 

3. Provide an opportunity for each worker to discuss job concerns and interests with the 
supervisor. 

Procedure: 
1. Each worker shall be reviewed annually during the first quarter. Each worker shall be given 

a copy of the evaluation form for self-evaluation. Simultaneously the worker’s supervisor 
shall complete an identical form. The worker and supervisor meet to discuss the results. 

2. The evaluation process shall be thought of as a tool for helping workers improve already 
acceptable performance. It is not a grading situation but rather a map-reading session to 
help people grow and expand on their jobs. 

3. Following completion of the process, the evaluation form becomes part of the worker’s 
personnel file. 

OBJECTIVES FOR THE CURRENT YEAR:          
1. 

 

2.  

 

3. 

 

4.  

SAMPLE PERFORMANCE REVIEW #2 
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ATTAINMENT OF OBJECTIVES IN PREVIOUS YEAR: 
 
Ratings: 

1 Exceeded objective 
2 Achieved objective with distinction 
3 Achieved objective 
4 Achieved objective in part 
5 Failed to meet objective 

 
 

Brief description of objective 1  2  3  4  5 Supporting comments 

 1  2  3  4  5  

 1  2  3  4  5  

 1  2  3  4  5  

 1  2  3  4  5  

 1  2  3  4  5  

 
Overall rating: (Circle one) 1  2  3  4  5 
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CHARACTERISTICS, SKILLS, AND ABILITIES 
Ratings: 

1-Exceptional  2-Commendable 3-Competent        4-Developing 5-Marginal 
 

Attitude and Relationships 

Understands/appreciates mission/purpose of ministry 1 2 3 4 5 

Cooperates with others on staff/board 1 2 3 4 5 

Maintains good working relationships 1 2 3 4 5 

Accepts direction from director/board 1 2 3 4 5 

Is adaptable/flexible 1 2 3 4 5 

Maintains constructive attitude 1 2 3 4 5 

Applies scriptural principles to call/work 1 2 3 4 5 

Communication 

Speaks effectively 1 2 3 4 5 

Writes effectively 1 2 3 4 5 

Conducts meetings effectively; listens patiently, 
empathetically, perceptively 1 2 3 4 5 

Avoids being judgmental 1 2 3 4 5 

Is aware of and clearly articulates mission of ECM 1 2 3 4 5 

Dependability 

Meets quantity of work assigned 1 2 3 4 5 

Meets quality standards 1 2 3 4 5 

Works constructively under pressure 1 2 3 4 5 

Accepts responsibilities 1 2 3 4 5 

Meets deadlines 1 2 3 4 5 
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Ratings: 
1-Exceptional  2-Commendable 3-Competent        4-Developing 5-Marginal 
 

Initiative 

Self-motivates 1 2 3 4 5 

Resourceful in meeting new problems 1 2 3 4 5 

Resourceful in planning 1 2 3 4 5 

Aware of new techniques/developments 1 2 3 4 5 

Innovative, contributes new ideas 1 2 3 4 5 

Professional Growth 

Reads professional journals 1 2 3 4 5 

Attends conferences/workshops 1 2 3 4 5 

Views kingdom-wide service as professional growth 
opportunity 1 2 3 4 5 

Considers resources beyond district/school 1 2 3 4 5 

Management 

Plans/schedules work in assigned areas 1 2 3 4 5 

Prepares/controls spending plan 1 2 3 4 5 

Makes sound, timely decisions 1 2 3 4 5 

Utilizes time effectively 1 2 3 4 5 

Administers policies with care 1 2 3 4 5 

Inspires confidence in others 1 2 3 4 5 

Delegates appropriate responsibilities 1 2 3 4 5 

Establishes/maintains clear communication 1 2 3 4 5 

Demonstrates leadership capabilities 1 2 3 4  
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Ratings: 
1-Exceptional 2-Commendable 3-Competent        4-Developing 5-Marginal 

Doctrinal Clarity 

Consistent in word and deed with Scripture 1 2 3 4 5 

Applies law and gospel appropriately 1 2 3 4 5 

Ministerial Responsibilities  

Aware of high calling of ministry 1 2 3 4 5 

Aware of spiritual responsibility to others 1 2 3 4 5 

Accepts ministry from and ministers to co-workers 1 2 3 4 5 

Additional comments: 

Worker’s signature: ____________________________________ Date: __________________ 

Director’s signature: ____________________________________ Date: __________________ 

OVERALL RATING (CIRCLE ONE):  1  2  3  4  5   
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Purpose:
1. To communicate the director’s interest in the teacher’s professional and spiritual 

development. 

2. Provide a forum for discussion for each worker’s positive working characteristics and to 
pinpoint and strengthen areas that need improvement. 

3. Provide an opportunity for each worker to discuss job concerns and interests with the 
supervisor. 

Procedure: 
1. To prepare for our meeting together (teacher and director) please do the following: 

a. Review center policies in the Staff Handbook and in the Parent Handbook 
b. Review again your job description in the Staff Handbook 
c. Be aware of all the individual tasks that have become your responsibility 
d. Thoughtfully fill out the self-assessment form. A copy of this will become part of your 

personnel file. 

2. Director and teacher meet to discuss the self-assessment and to plan objectives for the 
current year. 

SELF-ASSESSMENT: ECM TEACHER 
Mark the statements below + if it describes you now and 0 if this is something you can learn. 

+ 0 

Ministerial Responsibilities 

Is aware of and clearly articulates mission of ECM   

Demonstrates awareness of spiritual responsibility  
toward children, parents, other teachers 

  

Applies scriptural principles   

Attends worship regularly   

Engages in spiritual growth activities   

Relationships with Other Teachers  

Works as a team member sharing ideas, materials, and assistance   

Aware of other teachers’ needs in the classroom   

Offers support to other teachers   

Strives to assume a fair share of work   

Asks for help when needed   

SAMPLE PERFORMANCE REVIEW #3 
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Professional Characteristics 

Follows center policies   

Aware of health and safety matters   

Demonstrates an understanding of job expectations   

Demonstrates adequate planning and organization   

Keeps records/reports up-to-date   

Completes work assigned timely and with quality   

Utilizes time effectively   

Accepts direction   

Is adaptable/flexible   

Resourceful in meeting new problems   

Assumes responsibility for minor challenges   

Makes sound, timely decisions   

Dresses in a professional manner-appropriate  
   for working with young children 

  

Reads professional journals   

Engages in continuing education-workshops, conferences, courses   

Relationships with Parents 

Listens patiently, empathetically, perceptively   

Maintains confidentiality   

Maintains friendly, but professional relationships   

Relays messages to and from parents accurately   

Teaching Style and Strategies 

Uses Christian guidance and discipline   

Anticipates problems and redirects inappropriate behavior   

Maintains proper learning environment   

Promotes independence and responsibility   

Encourages children’s exploration, investigation, and creativity   

Considers student’s developmental levels and provides age  
   appropriate experiences 
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Meets children’s individual needs   

Promotes smooth transitions   

Able to focus on individual children while being aware of the whole classroom   

Regularly records observations of children   

 
 
 
REFLECTION AND PLANNING 
A. In general, this is what I learned about myself from the self-evaluation tool 
 
 
 
B. Select three areas of strength from the self-evaluation tool. 

1.      
  

2.       
 

3.     
 
   
C. Select three goals from improvement and make a plan 

Goal #1 
Define the goal 

 
 
 

Decide what resources are needed 
 
 
 

 
Breakdown into steps and plan along a time line 

 
 
 

This is how I know my goal has been met 
 

 
 
 

Factors that may interfere with my improvement plan and solutions that I will apply to 
these interferences 
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Goal #2 
Define the goal 

 
 
 

Decide what resources are needed 
 
 
 

 
Breakdown into steps and plan along a time line 

 
 

This is how I know my goal has been met 
 

 
 
 

Factors that may interfere with my improvement plan and solutions that I will apply to 
these interferences 
 
 
 
 

 
Goal #3 

Define the goal 
 
 
 

Decide what resources are needed 
 

 
 
 

Breakdown into steps and plan along a time line 
 
 

This is how I know my goal has been met 
 

 
 
 

Factors that may interfere with my improvement plan and solutions that I will apply to 
these interferences 

 
 
 
 
 
 



M. Evaluation of Your Professional Growth 

Name: ______________________________________________________________________ 
 

Name of agency conducting program: ______________________________________________ 
 

Place of attendance: ___________________________________________________________ 
 

Title of Program: ______________________________________________________________ 
 

Date(s) of program: ____________________________________________________________ 
 

Number of hours/credits: ________________________________________________________ 
 

What information or knowledge did you acquire? 
 
 
 
What skills did you acquire or develop? 
 
 
 
How has your Christian attitude been affected? What attitudes were gained or altered? 
 
 
 
Explain how you can implement or apply the knowledge/skills/attitudes gained from this 
experience in your work as a Christian teacher. 
 


