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We are continuing to examine why small-medium organizations should have a trained HR function, or obtain professional consultative assistance.  

As stated previously, my own experience has routinely proven the validation of a recent White Paper of the Society for Human Resource Management on this issue.  The authors of the paper identified several reasons why small-medium organizations need trained assistance.

The sixth reason is the issue of poor documentation practices.  The authors of the article cite three issues specifically that occur within small-medium organizations and their documentation practices.  These are:

· Lack of documentation

· Incomplete or inconsistent documentation

· Poorly worded documentation.

Having performed dozens of human resource management audits for small-medium organizations my own findings validate the above themes.

Documentation is both required and prudent for all types of actions and decisions regarding applicants and employees.  Even for those people who never become employees, proper documentation covering the application process is vital.  It is too frequently sadly the case that I find no records surrounding applicants who were not selected for a job or those actually selected and hired.  

Perhaps an application form is present.  But beyond that there is no documentation.  It is a wise practice to analyze each application form from the perspective as to whether or not the person met the published/written criteria necessary for the position.  To make some type of notation attached to the application form such “does not meet job requirements” would be helpful if ever challenged.

You might ask what kind of a “challenge” do I mean.  An employer could be challenged for an individual discriminatory action of rejecting a particular applicant or by a class (group) action discrimination for rejecting several persons with the same characteristics.  Documentation as to the required job criteria and whether or not a candidate met those criteria could be very helpful in these instances.

Also there is usually no documentation as to reference checks or background checks being performed – or any further attempts to check out an applicant prior to employing them.  This could lead to two problems.  The first is a bad decision about hiring the wrong person.  Second, a charge of negligent hiring if the person causes problems/damages to other employers or customers.

That’s just the application, interviewing and hiring documentation.  Then there are necessary and correct documentation surrounding the following:

· Performance appraisals

· Discipline issues

· Termination issues

· Pay issues

· Whether or not the employee was informed properly about policies and practices and safety issues

· Workers’ Compensation

· Benefits

· I-9 Form

· New Hire Reporting

Another common problem that appears when conducting a human resource management audit is the personnel files themselves.  It is highly uncommon to find these files appearing as if there is any concept of order or standardization.  Therefore, there are many times key documents are not in the files at all or only in some employees’ files while not in others.

The reverse also appears.  Items that should not be in the personnel files are thrown in them just to have a place for filing or keeping some bit of information.  Frequently these documents should have been discarded rather than filed in the official personnel file.

Additionally, it is very common for supervisors to have their “own” personnel files, separate from the church’s official personnel file.  The danger with this practice is that many times important information about the employee’s performance, pay, etc., never reaches the official personnel file.  Thus those responsible for management and oversight never know about these issues until it is too late.

You should by now begin to get the picture of what is meant by poor documentation practices.  These practices seem to be indigenous with the small-medium organizations.

Next week we will look at other reasons why small-medium organizations should seriously consider upgrading their human resource management program.
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Reasons Why the HR Function is Vital: Poor Documentation Practices








Action Point: Give this material to the Senior Pastor and Ministers.


Action Point: Make this mandatory reading for the Church Business Administrator.


Action Point: Make this mandatory reading for oversight bodies such as boards or 


		  committees.





Please note: The Solution does not represent a legal opinion and in no way seeks to provide legal advice.  Its contents consist of information from a Human Resource Management Practitioner-Consultant view point. Should your organization need legal advice you are encouraged to discuss such issues with your labor-employment law attorney.


The information contained in The Solution primarily reflects national trends, federal compliance issues and State of Texas positions. You are encouraged to inquire as to whether or not your particular state has a position different from those expressed in The Solution.


Should others you know desire to receive a free copy of The Solution, simply have them send an email message requesting to receive the newsletter to dbaggett@wcc.net.




















