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Mattie D. Grady-Smith, M.P.A., J.D. 
 
 
 
Mattie Grady-Smith has a unique, broad set of skills and an unusual combination of work experiences 
in county government, investigation of employment conflicts and complaints, discrimination and 
harassment training, community mediation, small claims court mediation, child custody and visitation 
mediation, and lemon-law arbitration.   
 
In 1994, Ms. Grady-Smith became a certified mediator under the auspices of a Unified Court System 
dispute resolution center to perform community, small claims court, and child custody/visitation 
mediations. Ms Grady-Smith became a certified lemon-law arbitrator in 2007 for the New York State 
Dispute Resolution Association under the auspices of the NYS Office of the Attorney General.  In 
January 2008 Ms. Grady-Smith entered private practice as a consultant, hearing officer, community 
mediator, arbitrator and trainer after 34 years of employment with Westchester County government. 
 
Ms. Grady-Smith is a graduate of Westchester Community College (A.A.S.), Mercy College (B.S.), Pace 
University (M.P.A.) and Pace University School of Law (J.D.). 
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Title VII of the Civil Rights Act of 1964 
a. Employer Practices 
 It shall be an unlawful employment practice for an employer: 

1. To fail or refuse to hire or to discharge any individual, or otherwise to discriminate 
 against any individual with respect to his compensation, terms, conditions, privileges of 
 employment, because of such individual’s race, color, religion, sex or national origin; or 

 
2.   To limit, segregate, or classify his employees or applicants for employment in any way 

 which would deprive or tend to deprive any individual of employment opportunities or 
 otherwise adversely affect his status as an employee, because of such individual’s race, 
 color, sex, or national origin.  

 
b. Religious Exemptions 

 1.  Allows any church, school, college, university, or other educational institution to  
  hire and employ individuals of a particular religion if the institution is operated,  
  owned, supported, and controlled by a religious corporation, or if the curriculum 
  is intended to disperse the ideas of a particular religion. (Note: Does not apply to  
  for-profit corporations whose business pertains to religious functions or activities 
  or whose management happens to be Christian and operates the business   
  according to religious guidelines or goals, such as Bible bookstores or Christian  
  day care centers). 

 
2. Allows employers to discriminate where sex, race, or religion is a “bona fide  

 occupational qualification reasonably necessary to the normal operation of that  
 particular business or enterprise (BFOQ).  

 
 3. Typically, a Title VII exemption is provided for churches or ministries. 
 

Title VII Civil Rights Act of 1964 (As Amended by Equal Employment Opportunity Act, 1972) 

· Prohibits discrimination on the basis of color, race, religion, sex, or national origin. 
· Prohibits practices identified by statistically determined adverse impact as well as intentional 

unequal treatment.  
 

· Established the EEOC (Equal Employment Opportunity Commission) to enforce the law. 
 

Note: Conduct, though, that does not fall under Title VII may be a violation of your other 
policies and procedures and should be dealt with accordingly. 
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The United Methodist Church has long been committed to the principle of social inclusiveness. That is, 
in keeping with the spirit of the gospel, we affirm that all persons—whatever their racial or ethnic 
identity, whatever their gender or national origin, whatever their physical state or condition—are full-
fledged members of the human community with every one of the rights and privileges that such 
membership entails. The implementation of "affirmative action" reflects a shared understanding that 
diversity is a positive outcome of social inclusion that yields benefits for the entire community. 
 
In light of that commitment, the church has, in years past, adopted a strong stand supportive of the 
concept of "affirmative action." Recently, this concept has been subjected to intense opposition. While 
some of the particular policies adopted under that rubric may be in need of revision—given 
developments that have occurred over the course of time—we would, at this moment, reconfirm our 
support for the basic concept. Inclusionary efforts that lead to diversity yield enriched environments 
for our daily living and learning. 
 
The Declaration of the United Nations World Conference against Racism, Racial Discrimination, 
Xenophobia and Related Intolerance (Durban, South Africa, 31 August to 8 September 2001) contains 
the following affirmations: 

•  recognition of the need for special measures or positive actions for the victims of 
 racism, racial discrimination, xenophobia and related intolerance in order to 
 promote their full integration into society; 
•  recognition that such measures should aim at correcting the conditions that 
 impair the enjoyment of rights; 
•  recognition of the need to encourage equal participation of all racial and 
 cultural, linguistic and religious groups in all sectors of society; and, 
•  recognition of the need for measures to achieve appropriate representation in 
 educational institutions, housing, political parties, legislative bodies, 
 employment, especially in the judiciary, police, army and other civil services. 

 
The concept of affirmative action emerged in response to the civil rights movements of the 1960s as one 
of a set of public policies designed to overcome a tragic history of racist and sexist practices throughout 
this nation and to create a more equitable social system in keeping with the spirit of the gospel and in 
keeping with the proclaimed democratic ideals of the American people. 
 
Affirmative action is not intended to enable class privilege for the wealthy, such as using family 
legacies or donor contributions to gain personal advantages. The specific intent of affirmative action, 
given its origins, was to bring the prestige and power of government to bear on economic and 
educational institutions, requiring them to put into effect carefully conceived plans to admit qualified 
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persons who traditionally had been excluded from participating in them—women, ethnic and racial 
minorities, and, at a later time, persons with disabilities. 
 
Over the past three decades, programs of affirmative action have had a significant effect in the 
employment patterns of corporations and public agencies and in the character of the professional staff 
and student bodies of educational institutions, private and public. Proportionately, more women, racial 
and ethnic minorities, and people with disabilities have found their talents and training recognized 
than before such programs were instituted. 
 
At the same time, however, many women, racial and ethnic minorities, and persons with disabilities, 
though fully competent, have confronted obstacles in these settings, stifling their advancement in 
education and in employment. Unemployment of racial and ethnic minorities remains appreciably 
higher than the national average. Women workers continue to earn less than male workers in the same 
or similar positions, and they continue to confront limitations in promotion to a more prestigious and 
responsible level of jobs. Persons with disabilities are bypassed regardless of their motivations. 
 
Despite these persistent inequities, the concept of affirmative action is currently under severe attack. In 
some locations, it has been abolished as a public policy on several (somewhat different and not 
altogether compatible) grounds: 

•  that it promotes the hiring (in business) or admission (to institutions of higher 
 education) of unqualified persons; 
•  that it discriminates unduly against white males; 
•  that it has a negative impact on the self-esteem of affirmative action 
 candidates; and 
•  that its goals have been at this time fully realized and therefore it is no longer 
 necessary. 

 
In light of the evidence, however, (except in those cases where policies of affirmative action have been 
badly or improperly administered) all of these alleged grounds seem specious. The implementation of 
affirmative action has resulted in concrete gains for people of color and women in higher education 
and the corporate world. However persuasive they seem on the surface, they tend to slough off or to 
ignore the persistence of significant and widespread inequalities of opportunity affecting women, 
ethnic and racial minorities, and persons with disabilities throughout our social system. 
 
From the perspective represented by The United Methodist Church, the most fundamental premise 
underlying the concept of affirmative action is both moral and spiritual. Concern for the disadvantaged 
and the oppressed is a major feature of the message of the Hebraic prophets and of Jesus. According to 
biblical teaching, we are mandated, in the face of inhumane discrimination—whether that 
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discrimination is intended or unintended—to do what we can to redress legitimate grievances and to 
create a society in which the lives of each and all will flourish. 
 
For this fundamental reason, we reconfirm our commitment to the concept of affirmative action. The 
use of numerical goals and timetables is a legitimate and necessary tool of effective affirmative action 
programs. This concept retains its pertinence as a means of attaining a more inclusive society in our 
educational systems, in our businesses and industries, and in religious and other institutions. No 
persons—whatever their gender, their ethnic or racial heritage, their physical condition—should be 
deprived of pursuing their educational or employment aspirations to the full extent of their talents and 
abilities. 
 
Fairness is the rule for affirmative action guaranteeing more opportunities for all to compete for jobs. 
Indeed, the purpose of affirmative action has always been to create an environment where merit can 
prevail. 
 
Rather than curtail or abolish programs in affirmative action, we should instead move toward the 
reallocation of the resources of our society to ensure the fullest opportunities in the fulfillment of life. 
 
At the same time, given the tenacity of many forms of racism, sexism, and ableism--both blatant and 
subtle--the concept of affirmative action retains its relevance as part of an overall effort to create a more 
just and equitable social system. 
 
Therefore, be it resolved, that the 2004 General Conference of The United Methodist Church calls upon all 
its members to: 
 

1.  affirm our Judeo-Christian heritage of justice and inclusiveness as a 
 foundation for the concept of affirmative action; 
2.  constitute a model for others in society by practicing and strengthening  our 
 own affirmative action policies, whatever our station in life; 
3.  declare our support of efforts throughout the society to sustain and, where 
 needed, strengthen affirmative action legislation and programs; 
4.  collaborate with movements and initiatives seeking to ensure effective 
 participation of ethnic and racial minorities, women, and persons with 
 disabilities in all sectors of our society; and 
5.  interpret the genuine meaning of affirmative action, dispelling the myths  and 
 responding to the specious appeals that would undercut and vilify affirmative 
 action policies and programs. 
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Be it further resolved, that the 2004 General Conference reaffirm its mandate to implement affirmative 
action programs in all general church boards and agencies, annual conferences, church-related 
institutions, districts, and local churches. 
 
Be it further resolved, that the General Commissions on Religion and Race and the Status and Role of 
Women continue to monitor The United Methodist Church and related institutions and to provide 
assistance in helping them move toward greater conformity with the principle of inclusiveness. 
 
ADOPTED 1996, AMENDED AND READOPTED 2004 
See Social Principles, ¶ 162A. 
*From The Book of Resolutions of The United Methodist Church — 2004. Copyright © 2004 by The United 
Methodist Publishing House. Used by permission. 

UMC.org is the official online ministry of The United Methodist Church. 
© 2011 United Methodist Communications
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THE SOCIAL COMMUNITY* 

 
The rights and privileges a society bestows upon or withholds from those who comprise it indicate the 
relative esteem in which that society holds particular persons and groups of persons. We affirm all 
persons as equally valuable in the sight of God. We therefore work toward societies in which each 
person’s value is recognized, maintained, and strengthened. We support the basic rights of all persons 
to equal access to housing, education, communication, employment, medical care, legal redress for 
grievances, and physical protection. We deplore acts of hate or violence against groups or persons 
based on race, ethnicity, gender, sexual orientation, religious affiliation, or economic status. Our respect 
for the inherent dignity of all persons leads us to call for the recognition, protection, and 
implementation of the principles of The Universal Declaration of Human Rights so that communities 
and individuals may claim and enjoy their universal, indivisible, and inalienable rights. 
 
A) Rights of Racial and Ethnic Persons—Racism is the combination of the power to dominate by one 
race over other races and a value system that assumes that the dominant race is innately superior to the 
others. Racism includes both personal and institutional racism. Personal racism is manifested through 
the individual expressions, attitudes, and/or behaviors that accept the assumptions of a racist value 
system and that maintain the benefits of this system. Institutional racism is the established social 
pattern that supports implicitly or explicitly the racist value system. Racism plagues and cripples our 
growth in Christ, inasmuch as it is antithetical to the gospel itself. White people are unfairly granted 
privileges and benefits that are denied to persons of color. Racism breeds racial discrimination. We 
define racial discrimination as the disparate treatment and lack of full access to resources and 
opportunities in the church and in society based on race or ethnicity. Therefore, we recognize racism as 
sin and affirm the ultimate and temporal worth of all persons. We rejoice in the gifts that particular 
ethnic histories and cultures bring to our total life. We commend and encourage the self-awareness of 
all racial and ethnic groups and oppressed people that leads them to demand their just and equal rights 
as members of society. We assert the obligation of society and groups within the society to implement 
compensatory programs that redress long-standing, systemic social deprivation of racial and ethnic 
people. We further assert the right of members of racial and ethnic groups to equal opportunities in 
employment and promotion; to education and training of the highest quality; to nondiscrimination in 
voting, in access to public accommodations, and in housing purchase or rental; to credit, financial 
loans, venture capital, and insurance policies; and to positions of leadership and power in all elements 
of our life together. We support affirmative action as one method of addressing the inequalities and 
discriminatory practices within our Church and society. 
 
B) Rights of Religious Minorities—Religious persecution has been common in the history of 
civilization. We urge policies and practices that ensure the right of every religious group to exercise its 
faith free from legal, political, or economic restrictions. We condemn all overt and covert forms of 
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religious intolerance, being especially sensitive to their expression in media stereotyping. We assert the 
right of all religions and their adherents to freedom from legal, economic, and social discrimination. 
 
C) Rights of Children—Once considered the property of their parents, children are now acknowledged 
to be full human beings in their own right, but beings to whom adults and society in general have 
special obligations. Thus, we support the development of school systems and innovative methods of 
education designed to assist every child toward complete fulfillment as an individual person of worth. 
All children have the right to quality education, including full sex education appropriate to their stage 
of development that utilizes the best educational techniques and insights. Christian parents and 
guardians and the Church have the responsibility to ensure that children receive sex education 
consistent with Christian morality, including faithfulness in marriage and abstinence in singleness. 
Moreover, children have the rights to food, shelter, clothing, health care, and emotional well-being as 
do adults, and these rights we affirm as theirs regardless of actions or inactions of their parents or 
guardians. In particular, children must be protected from economic, physical, emotional, and sexual 
exploitation and abuse. 
 
D) Rights of Young People—Our society is characterized by a large population of young people who 
frequently find full participation in society difficult. Therefore, we urge development of policies that 
encourage inclusion of young people in decision-making processes and that eliminate discrimination 
and exploitation. Creative and appropriate employment opportunities should be legally and socially 
available for young people. 
 
E) Rights of the Aging—In a society that places primary emphasis upon youth, those growing old in 
years are frequently isolated from the mainstream of social existence. We support social policies that 
integrate the aging into the life of the total community, including sufficient incomes, increased and 
nondiscriminatory employment opportunities, educational and service opportunities, and adequate 
medical care and housing within existing communities. We urge social policies and programs, with 
emphasis on the unique concerns of older women and ethnic persons, that ensure to the aging the 
respect and dignity that is their right as senior members of the human community. Further, we urge 
increased consideration for adequate pension systems by employers, with provisions for the surviving 
spouse. 
 
F) Rights of Women—We affirm women and men to be equal in every aspect of their common life. We 
therefore urge that every effort be made to eliminate sex-role stereotypes in activity and portrayal of 
family life and in all aspects of voluntary and compensatory participation in the Church and society. 
We affirm the right of women to equal treatment in employment, responsibility, promotion, and 
compensation. We affirm the importance of women in decision-making positions at all levels of Church 
and society and urge such bodies to guarantee their presence through policies of employment and 
recruitment. We support affirmative action as one method of addressing the inequalities and 
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discriminatory practices within our Church and society. We urge employers of persons in dual career 
families, both in the Church and society, to apply proper consideration of both parties when relocation 
is considered. We affirm the right of women to live free from violence and abuse and urge 
governments to enact policies that protect women against all forms of violence and discrimination in 
any sector of society. 
 
G) Rights of Men—Because we affirm women and men to be equal in every aspect of their common life, 
we also affirm the rights of men. We affirm equal opportunities in employment, responsibility, and 
promotion. Men should not be ignored or lose opportunities or influence because they are men.We 
recognize that men’s role in raising children is in equal importance to women’s and call for equal rights 
as women in opportunities for parental leave. When parents divorce, men often have less contact with 
their children. We call for equal access to child-custody, but emphasize that the best interest of the child 
always is the most important. 
 
H) Rights of Immigrants—We recognize, embrace, and affirm all persons, regardless of country of 
origin, as members of the family of God. We affirm the right of all persons to equal opportunities for 
employment, access to housing, health care, education, and freedom from social discrimination. We 
urge the Church and society to recognize the gifts, contributions, and struggles of those who are 
immigrants and to advocate for justice for all. 
 
I) Rights of Persons with Disabilities—We recognize and affirm the full humanity and personhood of 
all individuals with mental, physical, developmental, neurological, and psychological conditions or 
disabilities as full members of the family of God. We also affirm their rightful place in both the church 
and society. We affirm the responsibility of the Church and society to be in ministry with children, 
youth, and adults with mental, physical, developmental, and/or psychological and neurological 
conditions or disabilities whose particular needs in the areas of mobility, communication, intellectual 
com- prehension, or personal relationships might make more challenging their participation or that of 
their families in the life of the Church and the community. We urge the Church and society to 
recognize and receive the gifts of persons with disabilities to enable them to be full participants in the 
community of faith. We call the Church and society to be sensitive to, and advocate for, programs of 
rehabilitation, services, employment, education, appropriate housing, and transportation. We call on 
the Church and society to protect the civil rights of persons with all types and kinds of disabilities. 
 
J) Equal Rights Regardless of Sexual Orientation—Certain basic human rights and civil liberties are due 
all persons. We are commit- ted to supporting those rights and liberties for all persons, regardless of 
sexual orientation. We see a clear issue of simple justice in protecting the rightful claims where people 
have shared material resources, pensions, guardian relationships, mutual powers of attorney, and other 
such lawful claims typically attendant to contractual relationships that involve shared contributions, 
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responsibilities, and liabilities, and equal protection before the law. Moreover, we support efforts to 
stop violence and other forms of coercion against all per- sons, regardless of sexual orientation. 

 

 
 

*UMC Social Statements on EEO from the Book of Discipline
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COMPLAINT OF DISCRIMINATION AND/OR HARASSMENT 

 
Administrator Role (Generally)  

 Take all steps necessary to prevent discrimination and/or harassment from occurring 
 Affirmatively raise the subject, express strong disapproval, and develop appropriate sanctions. 
 Inform employees of their right to raise the issue of harassment. 
 Develop methods to sensitize all concerned. 

 
Administrator Role (Notice Given) 
If it is determined that discrimination and/or harassing behavior occurred, take corrective action 
immediately to end the harassment or ensure that it does not recur. Corrective measures should not 
adversely affect the complainant (i.e. if the harasser and the target must be separated, the harasser 
should be moved). 
 

· If necessary and possible, separate the parties during the inquiry, but don’t make the 
complainant move as this could be perceived as retaliation. 
 

· Conduct the inquiry swiftly, learning and gathering all relevant facts and documents. 
· Be objective and avoid expressing opinions about the alleged conduct 
· Speak to the complainant and alleged discriminator/harasser separately and privately. 

Give them as much time as necessary to speak. 
 

· Protect confidentiality of complainant and identity of complainant and witnesses to the 
extent possible. Initially, only talk to those named by complainant as having information 
about allegations. This also helps focus the inquiry. 
 

· Speak to the designated complaint person 
 
Organizational Liability 
Management may be liable for the actions of its administrators (agents) who engage in discriminatory 
or harassing behavior unless: 
 

The employer exercised reasonable care to prevent and promptly correct any 
discrimination and/or harassing behavior, and; 
  
the employee failed to take advantage of any preventive or corrective opportunities 
provided by the employer or to avoid harm otherwise. 
 

Management is also responsible for the acts of discrimination and/or harassment between coworkers 
and even non-employees, if management knew or should have known of the misconduct.  Non-
employees could be vendors, the public, and clients. 
 
When an administrator engages in discrimination and/or harassing behavior him/herself, the 
administrator and/or the organization may be held personally liable for the acts of discrimination 
and/or harassment committed. 
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1. Suppose the Church does everything it should do to try to prevent and correct problems of 
discrimination and harassment. It communicates a clear policy against such behaviors; it 
conducts training sessions on the subjects; and it has effective complaint procedures in place. 
Suppose further that an administrator commits harassment which results in a tangible 
employment action but the victim never complains to the Church, and the first the Church 
learns of anything is when they receive notice of a harassment charge. Should the Church’s 
preventive measures serve as a basis for the Church to avoid liability? 

 
2. Suppose an administrator knows of discrimination and/or harassment, but no one has 

complained about it. What should that administrator do? 
 
3. What should the Church do about off-duty and/or off site harassment? 
 
4. What happens if two Church co-workers are engaged in an intimate relationship with each 

other for a period of time? The man eventually breaks it off, and the woman keeps bothering 
him at work, asking to resume the relationship. Could the Church be held liable if he files a 
charge of harassment? 

 
5. In their monthly committee meetings, Mr. Blake always asks Liz to set up the meeting room, 

bring the refreshments, and take the official minutes. The work group consists of three equally 
situated individuals: Liz, Tom, and Jack. Is Mr. Blake harassing Liz? 
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SEARCH COMMITTEE 
 

PROTECTIONS AGAINST LIABILITIES 
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RELIGIOUS MISSION 
 No unlawful discrimination if business objective and goals are based upon Biblical principles.  
However, must be careful not to give either prospective or current employees the perception that 
employment or advancement depends upon their agreement or acquiescence to their religious beliefs. 
Applications for employment should state that applicants are considered for all positions without 
regard to religion. Should also be included in church materials, orientation materials, employee 
handbooks, or employee evaluation forms. 
 
 

RECRUITMENT 
Recruitment should be a part of the overall vision of the organization with two components: 
measurability and accountability, that are supported from all levels. 
 
The reality in the United States is that the worforce is becoming more diverse every year and within the 
next 20 years, persons of English-speaking, Western European descent will be the minority. A diverse 
workforce will increase organizational effectiveness, lift morale, bring greater access to new segments 
of the marketplace, and enhance productivity. 
 
Recruitment methods can be established via: 
Personal contacts 
School career planning and placement offices 
Colleges 
Classified ads 
Internet resources/forums 
Professional associations 
State employment service offices 
Community agencies 
Fraternities and Sororities
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HOW TO SCREEN RESUMES* 

 
Allot sufficient time to screen all the resumes. It is preferable to compare the credentials of 
applicants with the context of all applicants in mind. 
 

• Create a rating standing that you will use throughout the review of the resumes, i.e. 
  - 1 = very qualified, 2 = qualified, 3 = not qualified 

- Yes = consider further, Maybe = consider second/hold, No = do not consider further 
-  1 = poor, 10 = best 
-  Rank candidates from best to least 

 

• Review the job description 
• Review the advertisement for the vacant position 
• Review the charge 
• Make a list, matrix, or screening checklist of the advertised criteria for the position 
 -Include a column for preferred criteria, intangibles, remarks, and rating 
 
• On the first evaluation of resumes, do not overemphasize the format, writing style, and 

grammar (small typographical errors or syntax). Instead look for the quality of the content. 
 

• Compare stated education and experience requirements with those listed on the resume. 
• Compare past employment history and its applicability to the position for which they are 

applying (position in similar area, etc.), length of time in each position, promotions or 
awards received, reason for leaving each position. 
 

• Note gaps in employment but do not assume they were caused by negative reasons. 
• Look for excessive number of jobs in a short period of time. 
• Note whether changes in position appear to be promotional, progressive, lateral moves or 

simply changes. 
 

• Notice if there is a career pattern, or randomness to past jobs. 
• Note special skills or intangible characteristics or experiences not required for the position 

(i.e. familiarity with certain computer software, alumna of your school, different degree). 

• Make a list of questions about the applicant that arise from reviewing his/her resume. 
• If necessary, screen the top group again to further narrow down the candidates. 
 
*Adopted from “Search and Screen Committees: A Tool Kit for Human Resources Professionals, 
Administrators, and Committee Members” by Christopher D. Lee, Ph.D. 
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INTERVIEWING 
 There should be no questions relating to an employee’s religion or religious beliefs. Merely 
asking direct questions about religion violates Title VII. Questions should rationally be related to the 
requirements of the job with no statement of a preference for any religion. 
 
 Following the interview questions, it is important to address the Christian or religious nature of 
the church, make the prospective employee immediately aware there are Christian employees in the 
office, and ask the applicant whether he or she would be comfortable and able to tolerate the 
accompanying religious celebrations and activities. Make it clear that at no time will any employee be 
required to participate in any religious celebration, party, activity, or Bible study, which is not work 
related. 
 As administrators who may interview individuals for the Church, you must ensure that your 
interview questions are legal, that all individuals for a particular position be asked the same legal 
questions, and you maintain records resulting from the interview process, i.e. notes, rankings. Some 
examples of unacceptable interview questions are: 
 
1. Marital Status 

 Are you married/divorced/separated, engaged, widowed, etc.? 
 What is your marital status? 
 
2. Residence 

 Do you live in town? 
 Do you own or rent a home? 
 
 Lawful Inquiry:   About address to extent needed to contact the applicant. 
      Will you have problems getting to work at 9 a.m.? 

3. Pregnancy 

 Any and all questions relating to pregnancy and medical history concerning pregnancy 
 Do you plan on having more children? 
 
 Lawful Inquiry:    To all males and females, we need a three-year commitment when hiring 

for this position. Do you foresee any long term absences in the future? 

4. Physical Health 

 Do you have any handicaps? 
 Have you ever had any serious illness? 
 Do you have any physical (or mental) disabilities? 
 
 Lawful Inquiry:    Questions must specifically relate to the job. 

 This job requires that lift and move storage files from one room to another. Are you able to do 
 that? Do you need any special accommodations to perform the job for which you’ve applied? 
   
 
   
5. Family 

 What kind of childcare arrangements had you made? 
 How will your spouse feel about the amount of time you will be traveling if you get this job? 
  

 Lawful Inquiry:   Can you work overtime? Can you meet specified work schedules? 
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         Do you have activities or commitments that may prevent you from meeting  
            attendance requirements? 
 
6. Name 

 Any questions that would divulge marital status, lineage, ancestry, national origin or descent 
 If your name has been legally changed, what was your former name? 
 
 Lawful Inquiry:    Have you worked under any other name? 

7. Criminality 

 Have you ever been arrested? 

 Lawful Inquiry:    Have you ever been convicted? 

8. Work Authorization 

 Must be asked of all applicants 

 Lawful Inquiry:    Are you legally entitled to work in this country? 
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HIRING 

Ginny Taylor applies for a weekly cook position at your Church. Donnie Mitchell, administrator of 
Lunch Program, interviews Ginny and is impressed by her past experience and cheerful demeanor. He 
offers Ginny the job. At the end of the interview, Donnie and Ginny chat about their families. Donnie 
mentions that one of the joys of married life is having children. Ginny delightedly responds that she 
and her husband are in fact expecting their first child. A few days later Ginny calls Donnie to find out 
when she is to start working in the Church kitchen. 
 
Donnie informs Ginny that he decided to hire someone else because he was afraid that Ginny would 
not be able to carry the heavy trays and that he did not want program participants to think that he 
mistreated his employees by making them work when they were pregnant. Ginny tells Donnie that he 
should not have assumed she couldn’t carry the trays because she was pregnant. Ginny files a charge of 
pregnancy discrimination. Will Ginny prevail? 
 
Bona Fide Occupational Qualification (Rule of Exception) 
Title VII protects a prospective applicant during the hiring process but the Bona Fide Occupational 
Qualifications rule (BFOQ) allows for the hiring of individuals based on religion if the characteristic is a 
bona fide occupation qualification. 
 
The employer must prove the requirement is necessary to the success of the organization, demonstrate 
its necessity by a verifiable method, and prove that the rational basis for the preference for a certain 
type of employee is rooted in a substantial belief that anyone outside of the preferred class does not 
have the proper qualifications (i.e. requiring members of the clergy being a certain denomination. 
However, for positions such as janitor, it would be illegal to discriminate based on religious 
denomination, as religion has no effect on a person’s ability to fulfill the duties of the job).  
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KEY CONSIDERATIONS 
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PERSONNEL & SEARCH COMMITTEES 
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PERSONNEL COMMITTEE 

 

1. Do you have an employee handbook that sets out church policy on various employment 
practices? 
 

2. Do you have written job descriptions for employees to avoid future disputes or controversies? 
3. If you need to terminate an employee, is there a procedure to reduce or eliminate claims or 

lawsuits? 
 

4. Do you have a clearly written policy regarding discrimination and/or harassment with a clearly 
 defined process in place to understand, prevent and respond to discrimination and/or 
 harassment allegations? 
 
5. Is the Church in compliance with wage and hour laws? 
6. Does the Church have a safe atmosphere and clear channels of communication for victims  to 

address a problem without fear of retaliation for coming forward? 
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SEARCH COMMITTEE 

 

1. Thorough Understanding of the Position 
a. What are the critical characteristics required to be effective in this position? (characteristics 

that the person absolutely MUST have) 
 

i. Skills (e.g.: business writing, policy formulation & interpretation,     
   decision-making, crisis management, problem solving, etc.) 

 
ii.Experience (e.g.: public finance, supervision, business administration, budget   

                   preparation) 
 
  iii. Education (e.g.: level of education - in which fields? professional certifications 
  iv. Knowledge Base (e.g.: finance management, business administration; technology,  
                UM polity) 
 

b. What are the secondary characteristics desired? (desired but not required to perform the job) 
  i. Knowledge of specific software or technology? Professional certifications (CPA)? 
   Experience working in other UM Conferences? 
 

2. Determine what materials should be requested from candidates 
 a. Resume? Cover letter? Transcripts? Salary requirements? References? 
 
3. Determine recruitment avenues that are geared towards generating a diverse applicant pool. 
 a. Publications 
 b. Professional Organizations 
 c.  Web Site 
 d. ListServs 
 
4. Set a timeline including meeting dates for interviews, decision-making, and process for finalists; 

committee members should make every effort to be present for candidate interviews especially. 
 
5. Determine appropriate set of interview questions to be asked of each candidate. Determine 

other tasks to be asked of each candidate (e.g., writing sample?)  What arrangements will be 
made for out of state candidates? 

 

6. Each committee member should be involved in the review of candidate submissions. 
 a. Evaluate resumes based on requirements and the secondary attributes only. 
 b. Candidate confidentiality should be protected 
 

7. Conducting the interviews 
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 a. Determine if materials will be sent to selected candidates pre-interview 
 b. Determine flow of the interview: who will ask which question? How will introductions  
   be handled? 
 
 c.  Take good notes!! Top candidates should be selected based upon pre-determined  
   attributes; documented on an evaluation form provided to each member. 
 
 d. Group can discuss selections at a review meeting to identify finalists. 
 
8. Final Steps 
 a. Contact all candidates by letter about their status 
 b. All interview notes collected for the record; kept for maximum of 3 years 
 c.  Final recommendation of committee communicated to next level of interview process 


