CHURCH NAME ROMAN CATHOLIC CHURCH


EMPLOYMENT CONTRACT AGREEMENT – PARISH SECRETARY


Between:

_________________Roman Catholic Church, _______________(location)
(Hereinafter called St. _________Parish)

of the first Part

and

(Hereinafter called the “Parish Secretary”
)

of the second Part

The abovementioned parties agree to the following:

The Pastor of ___________________’s Parish shall be considered the sole employer.

· The effective date of this contract shall be ______, ______________,20__ to ____,________________, 20__.
This agreement is only binding with the current resident Pastor at _________ Parish and the said employee.

This agreement is non-binding on subsequent Pastors, who, according to their pastoral needs and vision, reserve the right to renew or not renew this contract or position with the employee.
RESPONSIBILITIES 

1. The employee shall be directly answerable and responsible to and receive all directions from the Pastor alone.   Performance and conduct of duties are to be satisfactory and acceptable to the Pastor, the Parish Personnel, Parish Pastoral Council and the Parish Finance Committee. 

2. The employee shall not disclose any financial or confidential affairs and records of ___________________’s Parish to any person or persons other than the Pastor, the Associate Pastor (when applicable), the Finance Chairperson(s) or those serving on the Parish Pastoral Council. 

3. The Pastor, Parish Pastoral Council Chair and Parish Personnel may meet with the secretary to review objectives, goals, and performance on an on-going basis to determine progress. 
4. Therefore, from time to time, the Pastor and the employee shall establish and review objectives and amend them as required due to Pastoral needs. 

5. The employee acknowledges that in filling this position, information about certain matters, which are confidential to the Parish, will be acquired and the employee agrees to treat confidentially all such information and further agrees not to disclose the same to any third party either during or after the term of employment. 

6. Work done by the employee during working hours (e.g. programs, presentations and schedules) is for use within the parish alone and may only be used elsewhere after consultation with the Pastor.   

7. Upon termination of this agreement for any reason, all files, records, working papers and supplies, computer, lap-top computers, computer software and hardware that have been purchased and provided by the parish are to remain in the parish office as parish property.  

8. To assist the employee in future skills, samples of programs, presentations and schedules may be photocopied with the approval of the Pastor.

9. Public declarations made by the employee are not the responsibility of the employer unless explicitly authorized by the Pastor.
DUTIES 

· The employee will perform the duties and responsibilities as listed on the attached Job Description. 
· The employee, if so desired (when not belonging to ___________________ Parish), shall be visible as much as possible at either the Saturday or Sunday Masses. 
TERMS AND CONDITIONS 

___________________’s Parish is not a very large parish, and because of the nature of parish programs and activities for this position, a normal working hours per week, therefore, shall be 9 a.m. to 4 p.m. – Monday through Thursdays and 9:00 a.m. to 11:00 a.m. on Fridays, which constitutes six (6) hours work per day and THIRTY (30) hours work per week.    Hours of the week may be flexible to accommodate the employee to be away from work every second Friday.   However, a work week will still constitute 30 working hours. 
LEAP YEAR SHALL NOT BE CONSIDERED ANY DIFFERENT THAN ANY OTHER YEAR.   

The starting rate for this Secretary position is $____ per hour.   However, after a successful SIX MONTHS PROBATION period, the Parish Secretary shall begin a new hourly rate at $_____.  

Overtime WILL NOT normally be required and may only be incurred with prior approval of the Pastor (informing Parish Finance Committee if need be).    Overtime will be earned at the rate of equal time for time worked until 6 hours in a day or 30 hours in a week has been worked, at which time it will be earned at 1.5 times the number of hours worked as overtime. 

SICK LEAVE

· Be granted a period of up to 1.25 days PAID SICK LEAVE, each month (15 days per year), at the regular rate per hour, in the event of serious illness.   

A Medical Certificate from a qualified Medical Doctor required when Sick Leave exceeds 3 working days.

Equally, a Medical Certificate from a qualified Medical Doctor maybe required for clearance and fitness to return and to continue to work as a staff member at ___________________’s Parish.  

COMPASSIONATE LEAVE WITH PAY SHALL BE GRANTED BY THE PASTOR (informing Finance Committee if need be) AS FOLLOWS:
· Injury at work 

· Death in the immediate family.  Immediate family is hereby defined and understood as spouse, mother, father, brother, sister, grandmother, grandfather, son, daughter and same in-laws, aunt and uncle. 
· As a court witness 

· A half day maximum to attend the funeral of a friend within the limits of the city of Regina 

· A full day to attend funerals out of the limits of the city of Regina

SPECIAL LEAVE WITH PAY MAY BE GRANTED BY THE PASTOR (informing Parish Finance Committee if need be) AS FOLLOWS:
· ___ day(s) for pressing personal NEEDS, in regards to those that conflict with regular working hours 

· To attend university convocations, secondary or post-secondary graduations involving self, spouse, sons or daughters, brothers and sisters or parents

· For educational purposes, training and seminars as authorized and approved by the Pastor 
SALARIES AND BENEFITS

Remuneration 

· Effective January 1, 20__, remuneration for the Secretary position shall be at a rate equivalent to _______ per hour.   Based on a __________hours work year, the annual salary for the position as Secretary shall be _________ to be paid in TWELVE (12) equal monthly instalments of ______________.  
· As of __________, the Parish Secretary’s monthly salary shall be ______ per hour.  Based on a 1,560 hours work year, the annual salary for this position shall be _______ to be paid in TWELVE equal instalments of _______.
· Applicable Tax deductions to salaries must be expected.   The Parish shall deduct the Secretary’s contribution to Canada Pension Plan and Employment Insurance and shall pay the required employer's contribution. 

· The parties shall each pay their respective share of any employee benefits package established by the Archdiocese of Regina. 

· In December of each year, the Pastor and ___________________’s Parish Personnel Committee will conduct an evaluation of the performance of the employee.   Based on a satisfactory evaluation, a remuneration adjustment MAY be made, effective on January 1st of the following year (following Archdiocesan annual increment at the beginning of the year). 

· Upon presentation of receipts, the parish shall provide reimbursement for expenses related to costs for workshops, seminars, etc. to which the Pastor has given express approval. 

· The Pastor, Finance Committee and the Parish Pastoral Council shall approve in advance such training or educational enrichments and the cost to be incurred will be included in the new budget, under “STAFF DEVELOPMENT FUND.” 

VACATION 

· For the purposes of computing annual vacations, an employee at ___________________’s Parish Pastoral anniversary date shall be January 1. 

· The annual vacation may be taken in the year in which it is earned.  

· After a satisfactory probation in this position at ___________________’s Parish, this employee will be entitled to THREE (3) weeks [i.e. 15 working days] annual leave, EACH YEAR for vacation or personal reasons at a time mutually acceptable to him or her and the Pastor of the parish.   The three weeks vacation can be taken weekly, interspersed, or at one time.   The parish shall pay a salary of the THREE weeks taken for that vacation or leave in consideration to current monthly salary - ___________ as annual holiday package).

· In accordance with “The Saskatchewan Employment Act” & “The Labour Standards Regulations,” an employee is expected to use earned vacation leave each year.   If due to unforeseen circumstances, an employee cannot use earned holidays, the entire three-week holidays or a portion of the earned vacation leave may be carried forward to the subsequent year [one time only] (put in writing and documented on file) only with prior and express approval of the Pastor.   After an opportunity is lost, any unused holidays cannot be carried forward to another second year or indefinitely.
· If the employee leaves the employ of the parish after using more vacation time than has been earned, an amount equal to the over-expended vacation time used shall be deducted from any monies due to the employee at the time of leaving. 

· An employee at ___________________’s Parish shall be entitled to the following TWELVE Statutory Holidays: Christmas Day, Boxing Day, New Year's Day, Saskatchewan Family Day - February Family Day, Good Friday, Easter Monday, Victoria Day, Canada Day, First Monday in August, Labour Day, Thanksgiving Day, and Remembrance Day. 

TERMINATION OF AGREEMENT 

The Parish Secretary shall be employed as a TERM SALARIED EMPLOYEE unless this agreement is terminated: 

· By mutual consent, or 

· By either party with THIRTY (30) calendar days written notice to the other party. 

In the instance of termination by the Parish, written notice will be given to the employee, by the Finance Chairperson, on the recommendation of the Pastor and the Parish Personnel, with severance pay at the employee’s current salary in accordance with The Saskatchewan Employment  Act.   In the case of dismissal for cause, no severance pay shall be due to the employee. 

Regardless of the cause of the termination of this agreement, the parties hereto shall regard each other and shall be regarded according to the principles of Christian Justice. 

APPENDIX TO EMPLOYEE CONTRACT AGREEMENT

1. The Employer recognizes the desirability of resolving conflicts relating to personnel matters through discussion and mutual goodwill.  However, should there be an impasse the Employee reserves the right to formal appeal procedures.

2. The appeal must be presented to the Parish Personnel Committee within ten (10) working days in writing, and must include relevant documentation. The Parish Ad Hoc Personnel Committee shall sit at the appeal procedure, and a decision in writing, shall be forwarded to the aggrieved employee within ten (10) days of the receipt of the appeal from the employee. 

3. Should the procedure not provide a satisfactory resolution within ten (10) days, either the employer or the employee or both may seek mediation processes.

SIGNED BY BOTH PARTIES THIS___________ DAY OF____________________________________20__. 

EMPLOYEE

_________________________________________________________________________





(name)

EMPLOYER              _______________________________________________ROMAN CATHOLIC PARISH
LOCATION                _______________________________________________(CITY/TOWN)
PER


______________________________________________________________ 

Pastor 






(Priest’s Name)
PER


______________________________________________________________ 

    Finance Chairperson

(Name)
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