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The Episcopal Diocese of Massachusetts
Compensation and Benefits Committee

Guidelines for 2009
1.0 Introduction

The Clergy Compensation Committee was establishedrbsolution of the Diocesan Convention of 1980 a
a sub-committee of The Commission on Ministry. Pphesent title reflects the broader role of the
Committee as it has evolved since 1980.

The role of the Commiittee is to serve the Diociésepngregations and employees, including ordaémeti
lay staff, in matters of compensation and benefitse Committee proposes guidelines to promotetmif
fair, and equitable compensation and benefitstfoh €hurch employees within the Diocese.

The Committee also is a resource to lay and ordainegregational leadership as advisors and
facilitators in establishing and maintaining comgetion and benefits in relation to Diocesan gurds|
congregational mission, and individual performaabjctives. In fulfilling this role, the Committee
collects and reviews compensation and benefitsfdataother Episcopal dioceses and denominations as
well as from the business, government, and acadeontnunities.

The Committee has focused on these specific geldted to compensation and benefits for clergy:
» Attract, retain and support clergy to achieve thigsion of the Diocese and congregations

» Create an environment that promotes the well-befrajergy through a clear understanding of
their relationship with their congregations andgleals that express their mutual ministry.

» Allow a reasonable standard of living accordindpimal and/or regional measures

* Recommend that the initial salary in a new clerg¢@ment conforms to the Diocesan standard
and takes into account differences in length andeaf experience relative to the scope of the
position and role.

* Promote salary advancement and benefits that tgfezsonal growth and experience in the role
» Advocate for standards for fair and equitable biemahd compensation for lay employees

Over the past several years, the Committee hakliskiad guidelines for the minimufrotal Clergy
Compensation (TCC) to be paid to a priest in aspaffhe minimum TCC is based on various measures
of parish size and on an individual priest’s yea#rservice in that parish. A parish may (and is
encouraged to) provide additional compensatiorspecial skills, abilities and competencies that imay
relevant to a parish’s specific needs.

In the context of these Guidelines, the minimum Ti€@esignated as the Standard TCC.
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2.0 Compensation

2.1 Total Clergy Compensation (TCC)

The Church Pension Fund uses the TCC for compatingial pension contributions. That is, a
contribution of 18% of the TCC is required to bédgato the Fund each year. The TCC was adopted by
this Committee to provide a uniform basis for asisgsand selecting clergy compensation in parochial
situations. One must differentiate between the BEhdard, which is the minimum compensation, defin
and discussed in sections 2.2 and 2.3, and the WBICh, as used here, is the actual compensation.

As defined by the Church Pension Fund, the TCCaamithe following elemerits
Cash stipendSalary, bonuses, fees, one-time cash paymettitn fpaid for dependents, severance
and any salary reductions used to fund tax-defemedities or other tax deferred accounts such as

an IRA, 403(b) plan, or RSVP.

Social Security tax reimbursemenfayments to the priest to offset the cost ofesmiployment
(SECA) taxes

Utilities: Allowances and direct payments to cover the abstilities

Housing: If housing is provided, compensation for housingglculated at 30% of the sum of Cash
Stipend, Social Security Tax Reimbursement, anlitiesi

Housing Allowance:Actual cash paid to the priest to assist withsiragiexpenses.

Housing Equity Allowance:Amounts paid to the priest, typically living ihwrch provided housing
to help offset the costs of anticipated future mayexpenses. These amounts can be paid either in
cash or through contributions to a tax-shelteredaat.

Other amountsPayments taxable under the IRS code, as detatrninthe Plan Administrator.

If a rectory is provided, the congregation paysfttiewing items:

* Insurance and property taxes on the rectory

» Maintenance and replacement of major appliances
» Maintenance of the grounds

* Shades or blinds

The clergy person pays for:

* Insurance on personal property
* Furnishings

Capital improvements are subject to negotiatiowbeh the vestry and priest.

' What Every Pension Administrator Should Know (July 2006.) [Which is generally consistent with
supported and by the current versions of What Every Treasurer Should Know (July 2003) and A Guide to
Your Benefits (June 2006)] and

Pension Assessment Notice, Church Pension Fund, particularly pages 2 and 5 of 6
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Clergy who are provided housing by the congregatiay be at a disadvantage in comparison to clergy
who receive a housing allowance and purchase a.hé&®@n element of a sound financial plan, and to
compensate for the lack of equity interest in propi housing is provided, the Committee recomnend
that the congregation and rector agree on an egllityyance at the time the priest’'s compensation is
negotiated.

The equity allowance should be selected with theninthat the clergyperson will be able to fundding
upon retirement, as if he or she had purchasedr® famd was gaining equity during the clergyperson’s
active years. The equity allowance should rangedsn 2% and 6% of the TCC, depending on
mortgage interest and property value inflationeférably, it should be placed in a tax-shelterezbant.

These seven components of compensation combinerto the TCC, and the annual
payment to the pension fund, as defined by the é@h&ension Fund in the following
hypothetical example:

Cash stipend: $50,000

Social Security tax reimbursements: $ 4,000

Utilities: $ 1,500

Subtotal, sum of the above: $55,500

Housing: [30% of above subtotal] $16,650

Housing Allowance: $ 3,000

Housing Equity Allowance: $ 2,500

Other Amounts: $ 0

Total of above, TTC Actual: $77,650

Payment to the pension fund [18% of above TCC &#ttu $13,977

2.2 TCC Standard for Rector, Vicar, Priest-in-char  ge, Priest-in-residence,
and Interim Priest

The TCC Standard is the minimum TCC for active fiatle parochial clergy in a leadership positioa.(i.
Rector, Vicar, Priest-in-charge, Priest-in-Resideand Interim Priest) in this Diocese.

The TCC Standard is based upon the size of theegatipn as reflected in the operating revenuesigihg
units, and average Sunday attendance and upamthéhiat the clergy has spent with the congregation
These factors may not be a perfect measure offffeulity of the clergy position nor of the growtind
service that the congregation is realizing in miuttiaistry with the priest. However, the Committee
believes that these measures will be useful arettiog when applied uniformly over the diocese.

The TCC Standard was reviewed and revised in 200agdplication in the Guidelines for 2002. Each
year, the TCC Standard has been revised to re¢fieaise in the regional cost-of-living. This pgear,

the Committee elected to revisit the TCC Standardita revise as appropriate. The Committee again
engaged the services of Lawrence Associates ofedlell, MA for this review. They determined thag th
current TCC standard positioned the Diocesan clatglye upper range of comparable positions artd tha
that only minor adjustments in the formula werdéated. Because of their study, the TCC Standard f
application in 2009 has been revised upward by éetmB-1/2% and 4%.
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As represented in previous years, the TCC Starajgpticable to each congregation is determined using
two formulas. The first relates to the size anpbcity of the congregation. The second relatéldo
mutually beneficial tenure that the priest has Wil the congregation.

Thefirst formula is as follows:

TCC Standard = $56,620 + (116.4 x Points)

However, no congregation may use fewer than 30tgoidccordingly, for this component the minimum
TCC Standard for full-time clergy is $60,112.

Points are determined as the sum of three factors, calculated from data taken from the most recent
Parochial Report:

Total Current Operating Revenues (000’s) x 0.30

+ Number of Current Adult Pledging Units x 0.40

+ Average Current Sunday-Attendance x 0.30

Thesecond formulais as follows:
Increment to TCC Standard = $500 x (years as pnsis congregation)

However, for determining this increment, no moie thn years of service should be considered.
The TCC Standard is the sum of the values detedriorethe two formulas:

TCC Standard = TCC Standard (first formula) + TCC Standard (second formula)

For assistance in determining the TCC Standardl @@ and the Total Cost to the Congregation for the
Position, worksheets are provided at the end efgbction. The format for these worksheets has bee
changed from similar worksheets from previous isqfedhe Guidelines. The first (page 19) now shows
space for adding “Additional Considerations in Bfthing the TCC” — thereby emphasizing that the
TCC Standard is meant to be a minimum and that eaiefregation should consider these additional
factors in establishing clergy compensation. Tdwoad (page 20) has been modified significantly to
remove the need for an iteration or trial and eagfggroach to determining the “Cash Compensation”
component once the TCC and the other componenestablished.

As an example, consider a congregation with an @roperating budget of $140,000, an
average Sunday attendance of 115, and 75 pledgitg) and, the rector has had six
years of mutual beneficial service with the congtam. The congregation’s TCC
Standard would be calculated as follows:

140 x 0.30 =42 (where 140 is the annual atpey venues in 000’s)
75 x 0.40 =30 (where 75 is the number ofigieg units)
115 x 0.30 =35 (where 115 is the average &yattendance)

Total Points =107

TCC Standard = $56,620 + (116.4 x 107) + 6 6055
= $56,620 + $12,455 + $3,000 = $72,075
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2.3 TCC Standard for Assisting Clergy

In this section, the characteristics assigned ¢b eathe three assisting clergy positions arenmeant to
be position descriptions. Rather they are meas¢itee as guidelines for congregations and retébors
designating the proper position title and TCC Staidd

Curate: For the purpose of these guidelines, a curadepigest:

* Who is a recently ordained transitional deaconriasyy

* Where the position is time limited -- up to thremys;

* Whose major goal is training and formation therefibis appropriate to have learning objectives
and be ready to show growth and learning througloguxre to all aspects of liturgical/parish life;

» In a position where the role of rector and paréesdership is to teach, mentor and supervise.

The TCC applicable to a full-time curate shall betless than:

TCC Standard (curate) = [$56,620 + (116.4 x Pdint§).65
Continuing the example above, the TCC Standard fatl-time Curate at this congregation is [$56,820
12,455] x 0.65 = $44,899.

Assistant (to the) Rector: For the purpose of these guidelines, an Assifantor is a priest:

* Who assumes more ordained ministry and life expeeehan a curate;

* Who is able to work with less oversight than a tyjra

* Where the expectation is that, although there neagebponsibility for specific programmatic
areas, this clergy person’s primary role is “asgjstthe rector.

The TCC applicable to a full-time assistant restuall not be less than:

TCC Standard (assistant) = [$56,620 + (116.4 xt8pn0.70
+ $350 x [years of service within the congregation]

Continuing the example above, the TCC Standard fail-time Assistant Rector at this congregation
(and who has been in this position for examplevar years) [$56,620 + 12,455] x 0.70 plus 2 x $350
$49,053.

Associate Rector:For the purpose of these guidelines, an AssoBlattor is a priest:
* Who is an experienced priest -- generally at l&astto eight years ordained ministry experience;

* Who has responsibilities for specific program asglie still involved in the whole life of the pah
and ministry;

* In a position where the relationship with the reiaollegial

The TCC applicable to a full-time associate restwll not be less than:

TCC Standard (associate) = [$56,620 + (116.4 xtB)ix 0.75
+ $375 x [years of service within the congregation]

Continuing the example above, the TCC Standard fail-time Associate Rector at this congregation
(and who has been in this position for examplestoyears) [$56,620 + 12,455] x 0.75 plus
6 x $375 = $54,056.
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3.0 Application

3.1 Determining the TCC — Standard and Actual

A clergy person’s actual TCC (hereafter, calledpynTCC) is determined after reviewing the applieab
TCC Standard and should be commensurate with Higrobackground, experience, responsibility,
capability, and the salaries of others in comparéiblds.

The determination of the TCC Standard and TCC shiollbw the following steps

* First, determine the component of the TCC Stanuhatide first formula from Section 2.2. The
factors in this formula are adjusted annually ftest the changes in the cost-of-living in the
greater Boston area and periodically to reflectgarable compensation for applicable clergy (as
is being done with these Guidelines for 2009).

» Second, determine the component of the TCC Staridaheg second formula from Section 2.2.
This component is meant as a real salary growtrsureawhich assumes that there is benefit to a
priest’s ministry and that there has been mutuadiyeficial service and personal growth. This is
not intended to be a maximum annual increment abioev@ CC Standard.

* Next, the sum of these two factors becomes the $t@@dard for the particular congregation and
clergy for this year.

» Finally, compensation exceeding the TCC Standdiairfe from an assessment of each individual
situation. The clergy and the congregational lestdp shall meet annually to discuss the
expectations and resources for the coming yearibpictical, qualitative and quantitative goals
for that period. The “additional considerationajgested in section 3.2 are intended to give
guidance to congregational leadership in movingiftbe TCC Standard, which is meant to be a
minimum TCC, to a TCC which reflects the priestsldhe congregation’s understanding of their
mutual growth.

A similar logic and process would be followed fa&termining the TCC Standard and the TCC for
Assisting Clergy, using material from section 2b®e.

For assistance in determining the TCC Standardl @@ and the Total Cost to the Congregation for the
Position, worksheets are provided at the end efgbction.

3.2 Additional Considerations in Establishing the TCC

Additional Monetary Considerations: The TCC Standard offers a base for clergy withdgl experience
and skills. After determining the applicable TC@r®lard, the following factors should be considened
establishing the actual TCC:

Congreqgational Factors— those factors that have bearing on the lifehef tongregation as
developed by the priest and the leadership in nhatugstry, such as:

* Scope of Ministry
* Expanding Scope of Responsibilities
» Demonstrated Growth and Success of Mission /Coiadi@y
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Professional Factors— those factors that have bearing on the developmiethe priest as a
Christian leader within the congregation, such as:

» Teaching, Presentation and Communication Skills
» Extent of Diocesan participation
* Involvement in promoting parish partnerships
» Valued Skills and Job Responsibilities such as:
o Pastoral Experience
Pastoral Care and Counseling Skills
Significant Accomplishments
Ability to Coordinate Large Numbers of Volunteersla&Committees
Experience prior to ordination that has a direcigfieto the congregation

O o0oo0o

These factors should be an integral part of th&ifiCC negotiation between the congregationaldeship
and the incoming clergy.

Alternative Monetary Considerations: It is not required that all components of the TGOrbthe form

of cash compensation. Clearly, the use of a ne¢esr applicable] is one form of nhon-cash compédosat
which is part of the TCC. Additional componentghtibe considered on a case-by-case basis, whéch ar
more appealing to the clergy and more acceptalileeteongregation’s means. Examples might include:

» Supplemental health insurance

* Medical reimbursement

» Dependent care expense

* Additional life insurance

e Savings account for medical expenses
* Educational tuition support for children

Additional Non-Monetary Considerations: There may be circumstances where the financiatipoof
the congregation and the needs of the priest lddmpensation discussion into the area of non-
monetary factors. That is, the congregation magtie to use certain benefits to enhance the
compensation of the priest without significant éddal impact on the annual operating budget.
Examples include:

» Additional time off for family time, professionaksielopment, or study. While this may have
monetary impact due to costs of supply clergy wtiike“home” clergy is away, there still may be
a net cash savings nonetheless.

» Use of certain facilities provided by the parislémat no cost to the clergy or to the
congregation.

» Access to certain professional services providethbgnbers of the congregation to the clergy at
no cost to the clergy or to the congregation.

3.3 General Considerations

» Congregations are reminded that the TCC is intetmwledable the clergy person to maintain at
least a moderate standard of living in the communit

» Congregations are encouraged to review decisidatsueto clergy compensation with a
qualified professional, such as an attorney, adaminor human resources professional, to ensure
compliance with federal and state tax laws.
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» Clergy have noted the difficulty of advocating &alary increases in the congregational
budgeting process, given increases in fixed expgeasd stable or declining revenue. Both clergy
and wardens are encouraged to call the Office og@mational Development (617-482-4826) or
any member of the Committee to talk about theseersaturther

» Diocesan policy states that the salary, compensatiohours of a clergy person employed under
a letter of agreement with a parish cannot be redifor a period of six months from the date
upon which the vestry by resolution has taken suation and has notified the clergy person
thereof.

3.4 Part-Time Clergy

Negotiations of the details of a compensation aekfits package for a part-time clergy person aneptex.
The TCC for part-time rectors and clergy assistsinsild be proportionate to the time required ley th
congregation, in relation to a normal full-time f@ssional position, e.g., half time, three-quastére.

One of the difficulties is in measuring TCC forartgtime clergy person, who may choose to receive a
greater percentage of his or her compensatiorxdeeta benefits than would a full-time clergy persdf
housing is provided, its value shall be estimate8026 of the full-time stipend, even though thegyle

person is part-time. [If supply clergy earn $20@nore per month in salary and/or housing from #rees
church for three or more consecutive months, agsasgent of 18% to the Church Pension Fund becomes a
mandated benefit retroactive to the first monifrhig mandate is not applicable for retired clerggwdng
pension benefits.)

3.5 New Clergy

The Bishop’s office will question the calling okegly to new positions if these Guidelines are nett nfror
clergy whose compensation and benefits packagetdoeet these Guidelines, a review by the wardeths w
the Bishop’s office to determine how to selectdleegy’s compensation and benefits equitably véll b
expected.

3.6 Covenant of Ministry

Each congregation should have a written employ@agir@ement with its clergy, called a “Covenant of
Ministry”. Sample documents for the positions efckr, Priest in Charge, and Interim Priests apgvalin
Appendix B. Downloadable copies of these agreesrametalso available at the diocesan web siteto Go
www.diomass.org and then proceed first to “Goveceaand Administration” then to “Clergy Deployment”
and, at the bottom of that screen, under the hgdRielated Documents”.

3.7 Congregational Data

The Diocesan Convention of 1908 resolved”

“That in every number of the Convention Journaihef Diocese, beginning in 1909, a
comparative list of Parishes and Missions, with aitlout rectories, be published; also
that a table be printed in the same publicatioingithe amount of all clergymen’s
salaries”

To meet that end, the Committee solicits and taeslauch information from the congregations in the
Diocese. The tabulation is shown in Appendix A.
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4.0 Benefits

4.1 Mandated Benefits

The following clergy benefits are required to balfdwy the congregation in addition to the TCC:

* Full pension assessment — determined as descrilsedtion 2.1 of these Guidelines

» Full health insurance premium - The full cost @& #pplicable single, two-person, or family
coverage available in the area

» Parental leave - Eight weeks paid

Term life insurance of $50,000, including disapitbverage, is provided under the Church Pensiod Fu
assessment. Disability benefits commence fronddte of application; accordingly, a prompt applaais
essential. While receiving such disability besefihe term life insurance benefit is reduced t&B20.

Health Insurance -- The Committee's guidelines follow upon the actiohBiocesan Convention that
mandate payment of the full cost of the applicabigle, two-person, or family group health insuenc
coverage, including domestic partner health cowerfay clergy working 3/4 time or more. For pante
clergy, working less than 3/4 time, the congregedioother diocesan employer must pay, at minimaum,
percentage of the premium cost equal to the pecddall time the clergy person works.

This year the Committee reconsidered the provititreohealth insurance program for clergy and lay
employees of the Diocese. This reconsiderationpr@®pted by two facts: First, the Diocese hadhbee
contracting with Tufts Health Plan for several weand it was felt appropriate to “test the marksttond,
the Church Pension Group has been directed byeher@ Convention in 2006 to study the benefits to
Denominational Health Plan (DHP) encompassing ttitieecEpiscopal Church. Because of this studs, it
the understanding of the Committee that a resalaimcerning a DHP will be presented and passix at
General Convention of 2009. Important featured@DHP will include:

» All Episcopal Church employers (ie, dioceses, hass etc) will be mandated to participate in the
DHP

* The mandate will cover Diocesan and congregaticleagly and lay employees working more
than 1,500 hours per year

» There will be opt out provisions for persons otheeacovered

» There will be local choice regarding plan desigd aost sharing

With the expected passage in summer of 2009¢eipected that there will be a phase-in period doger
years 2010 and 2011 with the mandated participdtgminning in year 2012.

Following a review with the Tufts Health Plan ahdé CPG Medical trust personnel and a receipt af the
formal proposals, the Committee elected to movefiafts to the Medical Trust. This was presented t
the Diocesan Council in October and received teitorsement.

This year, the Diocese offers four plans:

* Open Access Plan In-Network Only (OAP-IN) — funotigy similar to the previous HMO-Choice
but without the PCP and without differential co-p&yr practioners and facilities

* Open Access Plan — functioning similar to the @esiPOS plan
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» High Deductible HMO with a Health Savings AccoudD{HSA)

* BCBS (Blue Cross Blue Shield) Plan — available aalsesidents of Nantucket and Martha’s
Vineyard

With each of these plans, the subscriber will lgeeater responsibility to assure that their phgsici
specialist, laboratory, facility, or hospital isvened under their particular plan. There will ander be a
Primary Care Physician acting as the “gate keeper”.

Details of each of these plans have been sentparaichial clergy. Workshops covering these phamts
signup and claims procedures are being schedulédbf@mber 2008.

In 2008, the mandate for payment of the cost oftiheaverage is stated as follows:

» The congregation is required to pay at least thenprm for the Cigna OAP In-Network unless
the HD/HSA option is selected by the subscriber

» If the congregation and the subscriber agree begietare circumstances which require the Cigna
OAP In/Out Network coverage, the congregation sth@ohsider fully funding that coverage

» If the HD/HSA plan is selected by the subscribiee, ¢ongregation is required to deposit into the
HSA 65% of the deductible

* Nantucket and Vineyard — congregation requireddg {p00% of Empire BCBS PPO 90/70
premium

The Committee anticipates there will be unusuablicitstances that strongly support a clergy person’s
participation in the POS plan. In these rare ¢dbegarish should respond in charity, go beybed t
minimum mandate, and support the POS premium.

Because there is often a lapse of time betweerirmgositions, it is recommended that the parish
continue to pay an interim’s health insurance fpedod of up to 90 days, if needed, following
completion of the interim’s assignment in that glari

In some cases, clergy and lay employees can distaith insurance coverage through another emptwyaer
spouse's employer. It is the recommendation o€dmamittee that congregations establish a policy fo
sharing of a portion of the savings with the cleagg lay employee (and that the policy applies kgteaall
employees). The Diocese has such a policy fenitgloyees who “opt out” of health insurance coverag
and increases taxable compensation in such casds@40 annually. In any case, the employer shaskd
the employee to provide documentation showingtieair she is covered by comparable health insurance
before any arrangement is made to substitute casagien for health insurance. It is noted that samthout
payments become taxable compensation as ordir@sngm Accordingly, they would be shown on the
hypothetical case on page 3 and in the workshepage 20 as “Other Amounts”.

Massachusetts Health Connector  -- The Massachusetts Health Connector requirgsiit) the
following:

Domestic partner coverage Employees who subscribe to benefits for domextitner coverage will be
taxed on the cost difference between a single gf@hdomestic partner plan. If there are childree,dost
for the dependent coverage for the children igaable; however, the cost of coverage for thengaiits
taxable.

Same sex married couplesSince Massachusetts in unique in allowing samers®riage, tax
implications vary between state and federal inctardiling. For state taxes, health insurance cagers
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that of a married couple and is not considereddi@iacome. The federal government on the othedhan
does not recognize same sex marriage. When féidgral taxes, married same sex couples are
considered domestic partners and the additionalafassurance is taxable. Please note: for coverag
outside the Commonwealth of Massachusetts, an &ffiebf Domestic Partnership may be required.

Fair Share Assessment:Parishes that employ 11 or more full-time-eqewalemployees may make a
“fair and reasonable” contribution toward a heatisurance for their employees; or must make a payme
to the state up to $295 per employee, per year.

Section 125 Plan: Parishes that employ 11 or more full-time-equenélemployees are required to
maintain a Section 125 Plan that meets Health Giianesgulations. Failure to do so will resultfe
parish being charged for portion of the “free carséd by employees or their dependents when regeivi
medical care. This is called the “Free Rider Sargh”.

Workforce Development Form: It is the responsibility of all parishes to coetel the Workforce
Development Form. This form is used to reporhi® €ommonwealth whether or not an employer
provides health insurance and whether or not tiseieSection 125 Plan. This form is due upon receip
from the Commonwealth

Health Insurance Responsibility Disclosure for empyees (HIRD): In the event that an employee
declines enrollment in a company-sponsored healt jglan or declines to use a Section 125 Plan. The
employee will complete the form and return it te #fmployer where it will be retained for three wear

To calculate the number of full time equivalent émgpes for the Fair Share Assessment: Total alisou
paid between October 1, 2007 through Septembe2(IB to include paid time off such as vacatiork sic
time, jury duty, etc. These hours only need teddeulated on those employees who have worked more
than one month. Divide the total number of houosked by 2000. This will give you the number of
full-time equivalents.

Non-Discrimination: While the majority of the rdgtions are mandates for employers with 11 or more
full-time-equivalent employees, the regulation agaihnon-discrimination applies to all employers
regardless of size. Insurance carriers are pr@lilftom contracting with employers whose contiitout
levels are discriminatory. Therefore, any contiilrutowards health insurance for one employeddas
apply to all full-time employees. This includegsjal considerations given to fund a higher-levahp

for clergy. For example, if the vestry agreesuiodf 100% of the POS for clergy, it is then requiteat

this option be available for all full-time employeeFull time hours are considered an average bioBiss
weekly based on the period from October 1 to Seipéer80.

Additional Information: Additional information [especially a Handbook t&mployees and a
Handbook for Employers] can be obtained on one at:

Http://ww.mahealthconnector.org/
And typing “Handbook” in the search window.
Parental Leave -- It is Diocesan policy that a minimum eight-waqekd parental leave will be granted
for purposes of childbirth, adoption, or caring éochild following birth or adoption. However, atidnal

paid or unpaid leave is encouraged based on indVi@cts and circumstances.

If applicable, all congregations also must compithwtate or federal law.
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Massachusetts Law (M.G.L., c105D) requires thatleyges with six or more employees grant up to
eight weeks leave without pay for purposes of chiith or adoption to an employee who has completed
a probation period or been employed for at leasgticonsecutive months as a full-time employees Th
Federal Family and Medical Leave Act (FMLA) regsitbat employers with 50 or more employees grant
up to 12 weeks leave without pay within a twelveathoperiod for purposes of child birth, adoption or
caring for a child following birth or adoption ar the event of a serious illness of the employpeuse

or parent. The employer will maintain paid healéméfits for the duration of such leave to an emgdoy
who has completed a year of employment and workethamum of 1250 hours over the previous 12
months.

4.2 Optional Benefits

These include (a) dental insurance, (b) long-taeahility insurance, (c) term life insurance in ess of
$50,000 and (d) longer parental leave within FMLAdglines, unpaid or paid. These benefits, if juted,
are not included in TCC. As of January 2004, thar€h Pension Fund covers all active clergy fortsho
term disability, which eliminates this expensegarishes or clergy.

Vacation, holidays, and sabbatical --  Vacations, holidays, and sabbatical leave do riettthe TCC
unless they are unusually long, such that thetsfesuld be considered part time, or unusuallytshor
which case the TCC should be at the high end sktigaidelines.

Sick Leave -- Sick leave does not affect the TCC.

4.3 Sabbatical Leave

Regular sabbatical leave can be an important tingeowth and renewal for clergy, lay leaders, and
congregations. Planned time away is essentidhfopurpose of renewal, study, travel, and continue
spiritual growth. The national church and othersceirage sabbaticals to be undertaken following a
period of five years to maximize opportunities fenewal by all. The Sabbatical Committee of the
Diocese recommends that clergy receive three maathisatical leave with full pay (which may be
combined with annual vacation time) for every fixgars of ministry within a congregation. Fundiagi
shared responsibility of the clergy and the conatieg. Vestries are encouraged to set aside armami
of $500 in their annual budgets to accrue over aimet to be used to fund the congregation’s
contribution. Clergy and congregations are aligl#é to apply to the diocese for funding resosraad
planning support through the bishops’ Clergy SababProgram. Planning for the sabbatical should
begin early, and congregations may wish to incth@efollowing language in their letter of agreement

The sabbatical time, as supported financially leyDiocese, is not appropriate at the end of a tmynis
Funds provided through the Sabbatical Committeb@tiiocese will be granted to clergy in active
ministry and are not available for clergy as temhieave. Likewise, funds set-aside by the pdiosia
sabbatical are to support active ministry, arecoohulative and will revert to the congregation if
sabbatical leave is not taken while a priest is/alst serving a congregation.

Planning for the Priest’s sabbatical shall begileast nine months prior to the first day of thevie. The
Priest and Vestry shall agree to the form this mitagp shall take. Both the Priest and Vestry will
participate in this planning, which shall includeaincial information and activity planning for the
sabbatical, provisions for congregational life @odtinuity, and clergy support during the Priest’s
absence.

For details, and further guidelines on sabbaticésgy and congregations are urged to consult thvéh
Sabbatical Committee of the Diocese.
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4.4 Ministry-Related Reimbursements

Ministry related expenses are often reimbursedheybngregation and may include:

e Auto allowance or mileage

e Annual continuing education

» Books and periodicals

» Fees for professional organizations

» Attendance fees and expenses for clergy conferences

This is not a clergy benefit as it is merely reimding the priest for expenses incurred by the tpinethe
pursuit of parish mission. These reimbursemeitsiarincluded in the TCC.

4.5 Other Costs

Other Costs might include, for example, (a) théores discretionary fund and (b) an annual seteagid
provide the rector with a sabbatical leave. Thests to the congregation are not part of the gleCC.

In some congregations, the discretionary fundnsléa through alms at one service per month. Iresom
there is endowment income that supports the chmngted fund, and in some cases, funds are provided
directly through the Church budget.

The Diocese provides guidelines for the establistiraed use of church-owned clergy discretionarg$un
and expressly prohibits the use of such fundsdorpensation or personal purposes of the clergpyr a
Church employees. Gifts to the clergy or otherdmemployees for their own use are not tax deloledtd
the donor and may not be deposited in a church-dwisegy discretionary fund.

5.0 Mutual Ministry Review

The Committee believes that the well-being of agregation is integrally related to the well-beirfgle
clergy called to serve the congregation, whiclhédverarching goal of these Guidelines.

In addition to adhering to fairness in compensatiregclergy, it is equally important to the welliig of
the clergy to establish a clear understanding @fdtationship between them and their congregatods
to set goals to meet the expectations of bothgmaréflecting their mutual ministry. This proceshjch
the Committee strongly encourages, is called Mutlialstry Review, or MMR. Initially, this process
involves articulation of the mission, goals andealives of the congregation and a mutual determoinat
of the roles and tasks of leadership (clergy, yasiembers and others) in meeting them. A periodic
review of achievement toward the goals and objestand an adjustment of future expectations follow.
An excellent tool for starting a MMR review is fitle congregation to conduct a self-assessmerzindjli

the diocesan form, “Opportunities for Self Assessnmethe Context of a Bishop’s Visitation.”

Several important considerations are critical ®gtbccess of mutual ministry review:

» Establish an atmosphere of trust and respect inhwidth clergy and vestry are committed to
common goals.

» Use an outside facilitator, either lay or ordainedenhance the effectiveness of the review and to
insure that the process is open and fair.

CBC 2009 Guidelines
Page 13



» Start with a review of the needs of the congregatiiding into consideration the relationship
between the clergy and vestry as one of share@ishig is a starting point.

* Mutual ministry review is not intended to be a foofrcrisis intervention.

e Mutual ministry review should not be used to deteentlergy compensation.

The MMR process would ordinarily be separated ftbencompensation determination and instead
conducted in the framework of an overall assessofahe congregation’s progress toward its gokds.
addition, there may be circumstances when additerauation of the clergy in specific areas may be
appropriate. This evaluation should take placsidetof the MMR process.

A congregation might also consider models spedljickeveloped by other congregations that have gmov
effective for those congregations. For more infation relative to establishing a review processtad the
Staff Officer for Congregational Development andrigition Ministry at the Diocesan office.

Among the many publications and other tools avhlaiassist clergy and congregations in mutualstmn
review are these:

*  “Mutual Ministry Review: for Clergy and Parisheshich can be ordered from:
The Church Deployment Board of The Episcopal Church
815 Second Avenue
New York, NY 10017-4594
212 922 5250

e “Living into Our Ministries: The Mutual Ministry Gyle Resource Guide” a comprehensive set of
tools for completing a mutual ministry review focangregation, which may be ordered from:
CREDQO Institute, Inc.
266 S. Front St., Ste. 204
Memphis, TN 38103
Phone: (901) 399-7396

6.0 Other Matters

6.1 Federal and State Taxes

The federal and state tax laws and regulationgdagaclergy are notably different from those ratijag
laypersons. For guidance, the following documeay tve helpful:

e 2008 Tax Guide For Episcopal Ministers & Churches
Prepared by Richard R. Hammer, J.D., LL.M., CPA
Editors: Matthew KI. Chew, Reverend William F. €ler, and James W. Dooley
Downloadable from:  http://www.cpg.org/formspublicets/

In general, consider that:

Clergy IRS Taxation Status -- In order to ensure that the congregation andtaff meet obligations
under Federal taxation law, it is noted that punst@athe decided case law, National Church guidsli
and IRS guidelines clergy are treated as emplogedsherefore should receive form W2 as record of
their cash income in most circumstances.
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Clergy Federal Social Security Payments Status  -- The position of clergy under the Federal
Social Security laws is different from laypersori@ergy are treated as if they were self-employed
contractors for the purposes of Medicare and sseielirity payment obligations. The guidelines nequ
that all clergy make SECA payments and provide nioaEICA payments are required in respect of clergy
or the congregation.

6.2 Supply Clergy

Congregations periodically engage clergy for “sypplork, to perform one or two services on a Sunday
to perform a weekday service. For one Sundayaerthe established rate of pay is $160. For exadces
on a Sunday, the rate is $200, and for a weekdgicee$75. In addition, actual travel expensesikhbe
reimbursed, with mileage reimbursement at the nutRS rate. The established rates are deterniiniee
fair and equitable and are equal to or exceed tpaseby these other dioceses.

If supply clergy, who are active (that is, not medi and drawing pension benefits), earn $200 oemer
month in salary and/or housing from the same cayaiien for three or more consecutive months, an
assessment of 18% to the Church Pension Fund idate) retroactive to the first month.

6.3 Retired Clergy

No assessment is due on earnings of age-retiragyaeer 72 years of age or for those under 72sgrtleey
earn in excess of $30,000 in a calendar year, ichdase an 18% assessment is due from the employin
congregation(s) on any earnings for that year.e figure $30,000 is 50% of the national clergy raadi
compensation, as established by the Church PeFRsimh)

Ordinarily, no assessment is due on earnings gf\clender 65 years of age who are on disabilifyereient
with the Church Pension Fund.

6.4 Clergy in Non-parochial Employment

Clergy who have ministerial employment, but notrfra congregation of the Diocese, should be awatteeof
Church Pension Fund provision for “an extensiothefministry,” mentioned on p. 9 of theGuide to Your
Benefits Now and in the Futurdhey might work for an ecumenical agency, faragle, or a pastoral
counseling center. Such clergy may wish to haei #mployer reallocate their compensation package
(paying CPF assessments before taxes as a waycbiging some disability coverage and other benefit
and the cleric or employer might wish to purchaselical, dental, or other benefits for the clergyaonily
members, including domestic partners, through tlhed3e. Retroactive CPF payments of this sort on o
be made for two years. Such a ministry can coatiowage 72.

6.5 Priests in Campus Ministry

In year 2002, the Committee addressed compensatiduties for Campus Ministers. A summary of
the results of this study is contained in the Glings for 2007 and 2008 as well as in Appendix @hef
on-line version of these Guidelines for 2009. Avdate of the TCC Standards for Campus Ministers and
directions for on-line access are shown as Appe@dix this Guidelines book.

6.6 Importance of Church Pension Fund Payment for C  lergy

CPF coverage provides age-retirement benefits, sigability benefits, a death benefit, and lifeuirmce
for those working full time. Any clergy personsnking in ministry less than the “half-credited See’/
level can make payments on their own to bring thprto the level where they qualify for benefits.clargy
person “between cures” can also make such payneentaintain coverage. For details, one can call th
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Church Pension Fund at 800-223-6602 to ask questioget a copy of the CPF handbook and one’s
individual record. If a clergy person needs helgetting an employer to pay current mandated asssds,
or if one discovers that recent mandated assessmerg not paid, it is advised to contact the Ghurc
Pension Fund and the Diocesan Treasurer’'s OffiCe) (@82-4826, Ext. 501).

6.7 The Committee

Members of the Committee and their contact inforomatan be found at the end of this section.
7.0 Lay Employee Compensation and Benefits

7.1 Background

Prior to now, the committee has been focused uparpensation and benefits for parochially employed
clergy. However, the Diocesan Convention of 208gspd a resolution that, among other things, asked
the committee to:

» Continue advocacy for standards for fair and e@létaompensation ... for clergy and
lay employees

* Work in collaboration with other leadership grotpgromote understanding for fair
compensation for leadership in the congregations.

The committee responded in the first year followiingt convention with internal discussion
regarding its resources and its authority and déifyaim be a positive factor in compensation and
benefits for lay employees.

7.2 Congregational Lay Personnel Practices and Comp  ensation

Late in year 2005, it was determined that it wdaddtimely and appropriate to carry out a survey of
congregational practices — this being a repeatsirindar survey conducted by the committee in 2000.
The survey instrument was sent to all congregaiiotise Diocese of Massachusetts in March 2006.
Results were received in the spring and early sunen2006. A summary of the results is contained i
the Guidelines for 2007 and 2008 as well as in AppeD of the on-line version of these Guidelines f
2009. Directions for on-line access are shown @gseAdix D of this Guidelines book.

In mid-year 2008, the Committee agreed to exteadstiope of this earlier survey of practices
and survey the congregations regarding their cosgiém for lay employees in these five
categories: Administrative, Sexton, Children’s Miry, Director of Christian Education, and
Music. As of the date of publication of these Gliiokes for 2009, early results have been
obtained. An analysis will be completed and then@iittee will be able to publish a summary
report soon after the first of the year.

In the General Convention in 1997 and endorsedhé&yiocesan Convention in 1998, the living wage
was defined as $7.50 per hour or $16,000 per yidawever, there was no provision for cost of living
increases. At the Diocesan Convention in 200&salution was passed that provides for cost afigjvi
adjustments to the living wage, which was originaltablished by. The resolution requires that the
minimum wage be recalculated at least annually bydd 1, with adjustments to reflect the increases
from 1998 to date.

The cost-of-living adjustments through JanuaryQQ72bring that minimum wage to $10.10 per
hour. The $2.60 is the total 12-month CPIU incesdsr each calendar year from January 1998
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through January 2007. The resolution requirestti@atliocesan treasurer’s office notify all
parishes, diocesan agencies, organizations ancactors of this policy and send out on an
annual basis notification of the appropriate cédivorg adjustment based on the Department of
Labor Consumer Price Index.

7.3 Lay Personnel Guide

With these results in hand, the committee felt ¢hbaeneficial first step in dealing with lay
congregational employment, would be to prepare ad® Personnel Handbook” for use in the
congregations. This is shown as Appendix E togt@gidelines. In addition, Appendix E
contains directions for obtaining a downloadable editable version of this Handbook.

The committee encourages congregational leadeishiview this Model Personnel Handbook and to copy
and adapt any and all of the paragraphs in the htmderve its own purposes. It is hoped thatwlilisserve
to:

» stimulate discussion
* putinto effect certain uniform, fair and equitaplaicies, and
» catalyze a documentation of each congregationgd¢agonnel practices
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Members of the Compensation and Benefits Committee

Rev Jennie M. Anderson
Church of St. Andrew
1235 Lafayette Street
Marblehead, MA 01945
781 631-4951

E-mail: jmab64@yahoo.com

Robert J. Bettacchi

6 Garfield Street

Lexington, MA 02421-4210
781 861-6485

E-mail: rbettacc@bellatlantic.net

Milt Boyd

27 Rosewood Drive

Haverhill MA 01832-1513
978 469-0973

E-mail: miltboyd@verizon.net

Lynn Clark, Human Resources Manager
Episcopal Diocese of Massachusetts
138 Tremont Street

Boston, MA 02111

617 482-4826, Ext. 578

E-mail: Iclark@diomass.org

The Rev. Anne Fowler

St. John's Church

24 Alverston Street

Jamaica Plain, MA 02130

617 522-9093

E-mail: annecfowler@mac.com

The Rev. Cynthia Hubbard, Staff Officer for
Congregational
Ministry **

138 Tremont Street

Boston, MA 02111

617 482-4826, Ext 400

E-mail: chubbard@diomass.org

Carol Kingston

7 Wethersfield St.

Rowley, MA 01969-1715

978 948-2748

E-mail: c.carolkingston@comcast.net

David A. Kirchner, Esquire

Ropes & Gray

One International Place, Room 301
Boston, MA 02110-2624

617 951-7267

Fax: 617 951 —7050

E-Mail: Dkirchner@ropesgray.com

The Reverend Warren R. Radtke
32 Breakwater Cove

Chelsea, MA 02150

617 889-8177

Fax: 617 889-6532

E-mail: RadtkeW@aol.com

John B. Roll, Chair

7 Wainwright Road, Unit 45
Winchester MA 01890

781 729-2977

E-mail: jayroller@verizon.net

Jeff Tyrakowski

463 Pleasant Street

South Weymouth, MA 02190
781 335 6343

E-mail: Jeff@ernstandco.com

The Rev. Peter Wenner

St. John's Episcopal Church

172 Main Street

Hingham, MA 02143

(H) 617 244 2576

(O) 781 794 1535

E-mail: peter.wenner@stjohns-hingham.org

John V. Woodard, Esquire

Development and Transitia26 Richards Street

Dedham, MA 02026
781 329-0574
E-mail: jwoodard4040@verizon.net
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Worksheet for Determination of TCC Standard and TCC (actual)

This worksheet describes the process to determm@&€C Standard and TCC (actual) for clergy in a
leadership position (i.e., Rector, Vicar, Priestivarge, Priest-in-residence, and Interim Prigsg given
congregation, using the formula as defined in sa@i.2 of these Guidelines. A similar procedureusth
be followed for determining the TCC Standard fosi&gng Clergy, using the slightly different fornaul
as defined in section 2.3 of these Guidelines.

Step 1:collect the following data for this congregatidar[example for the latest Parochial Report):

e Total Current Operating Revenues

* Number of Current Adult Pledging Units

» Average Current Sunday-Attendance

* Number of years that the clergy has been calledisncongregation

Step 2:calculate the three components and then add thettthe total congregation points, as follows:

Total Current Operating Revenues (000’s) x 0.30 = A)
Number of Current Adult Pledging Units x 0.40 = (B)
Average Current Sunday-Attendance x 0.30 = (©)

Points=A+B+C =

Step 3:calculate the value for the first formula for theC Standard using the following:

TCC Standard (first formulay $56,620 + (116.4 x Points) (D)

Step 4: calculate the value for the second formula fortl& Standard using the following:

TCC Standard (second formula
$500 x (years as priest in this congregatien) (E)

Step 5:the TCC Standard is the sum of the above,#gD) + (E) = (F)

Step 6:address “Additional Considerations in Establishimg TCC” as discussed in section 3.2 of these
Guidelines:

Congregational Factors (G)
Professional Factors (H)
Alternative Monetary Considerations ()

Step 7:the TCC (actual) is then = (F) + (G) + (H) +4)

This value should be entered on the top line of theext worksheet

*No congregation may use fewer than 30 points. Accordingly, for this component the minimum TCC Standard for full-
time clergy is $60,112
> For determining this value, no more that ten years of service should be considered.
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Worksheet for Determination
of the Total Cost to the Congregation for the Posit  ion

Compensation
Step 1:enter the TCC (actual) from the preceding workshee (A)

Step 2:using the definitions from section 2.1 of thesad8lines, enter the following amounts:
(as defined in section 2.1)

Social security tax reimbursement
Utilities
Subtotal = sum of above two lines B) (

Housing Allowance
Housing Equity Allowance
Other Amounts
Subtotal = sum of above three lines C) (

Step 3:carry out the following calculations:

Subtotal = (A) minus (C) (D)

If housing is provided, multiply (D) by 0.2308 (ibt, enter zero) (E)
(This in non-cash income to the clergy and non-@ag¥ense to the congregatjon

Step 4:determine the clergy “Cash Stipend{4) — (B) — (C)—(D) = (F)
(as defined in section 2.1)

Step 5:determine clergy gross cash from all souteeB) + (C) + (F) =

Benefits
Pension payment -- multiply line (A) by 0.18
Health insurance premium(s)
Other gpecify
Total Benefits Cost(sum of above three entries) (G)
Expenses
Travel reimbursement
Office Expense (e.g. phone)
Continuing education/fees, etc.
Supply Clergy
Other gpecify
Total Expense Cos{sum of the above five entries) (H)

Total Cash Cost to Congregation for Positiorr sum of (A) — (E) + (G) + (H) =

* If the Housing Equity Allowance is provided asaa sheltered account [such as a 403(B)], theratmisunt is not
included in the gross amount paid to the clergy.
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Appendix A
Charts and Graphs

Graphical and Tabular Representations of the 2009 Gdeline

The following charts are presented for a visuatesentation of the Guidelines for 2009. Each
congregation should calculate the appropriate T@@Odard based upon its own characteristics as
described in the main text at paragraph 3.1.

Report of Congregational Data regarding Parish Sizand Clergy Compensation
The Diocesan Convention of 1908 resolved”

“That in every number of the Convention Journaihef Diocese, beginning in 1909, a
comparative list of Parishes and Missions, with aittlout rectories, be published; also that a
table be printed in the same publication givingdheount of all clergymen’s salaries”

To meet that end, the Committee solicits and tadsilguch information from the congregations in the
Diocese. The following table gives the compensagioints and clergy compensation figures baseden t

Parochial Reports and Clergy Compensation Repart necently received. This chart includes albdat

received as of October 31, 2008.

Since this table combines data from two separgpert®€ and previously displayed in two separate
spreadsheets, there may be discrepancies — partiyanl the years from which data is reported. Nbeless,
the data is being combined in order to provide nsarecinct reporting of TCC related information for
congregations and clergy across the Diocese.

Note:

= Blank spaces indicate either that data is not egiple (e.g. budget and pledging information for
chaplaincies) or that no data was received.

» Reports of “Time Worked” (that gave a figure in hoyer week) have been converted to show a
percentage (i.e. 20 hours = 50%).

This information has been made available in the cgpof the Guidelines provided to the rector,
wardens, and treasurer in each of the congregationg~or a copy, please contact the Human
Resources Manager at the Boston office of the Epiggal Diocese of Massachusetts.
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Graphical Representation of the 2009 Guideline
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Tabular Representation of the 2008 Guideline
Points TCC Standard w/5 years w/ 10 years
30 $60,112 $62,612 $65,112
50 $62,440 $64,940 $67,440
100 $68,260 $70,760 $73,260
150 $74,080 $76,580 $79,080
200 $79,900 $82,400 $84,900
250 $85,720 $88,220 $90,720
300 $91,540 $94,040 $96,540
350 $97,360 $99,860 $102,360
400 $103,180 $105,680 $108,180
450 $109,000 $111,500 $114,000
500 $114,820 $117,320 $119,820
550 $120,640 $123,140 $125,640
600 $126,460 $128,960 $131,460
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Appendix B
Sample Document

Covenant of Ministry
for Position of Rector

The Diocesa®Dffice for Congregational Development has prepaecderal model documents, called
Covenant of Ministry. The copy for the positionRéctor is shown on the pages following.

For downloadable and editable versions of all fhy@ieable model Covenant of Ministry documents,
please go to the Diocesan Website as follows:

Website address: http://www.diomass.org/
Then follow this track

Click on “INSIDE the Dioceseon the scroll bar near the top

On the menu on the left, scroll down and click @tergy Deployment/Transition
Ministry”

Scroll down, nearly to the bottom, and click on “@oants of Ministry

Links to the following documents will appear:

* Covenant of Ministry for Rector

» Covenant of Ministry for Assistant/Associate Rector
» Covenant of Ministry for Priest in Residence

» Covenant of Ministry for Interim Priest

* Covenant of Ministry for Priest-in-Charge

» Covenant of Ministry for Vicar

« Covenant of Ministry for Interim Vicar
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Rector’'s and Congregation’s Mutual Covenant of Minstry

EPISCOPAL DIOCESE OF MASSACHUSETTS

LETTER OF AGREEMENT

between

The Rev. ThanWestry of Church,
, Massachusetts, which haeelgim/her] to be Rector with the understandimag t
[his/her] rectorship shall continue until dissolM@dmutual consent or by arbitration and decisiop@vided
by Title 1ll, Canon 21 of the Episcopal Church.

The relationship between a Rector and a Vestryigue, and it evolves within a larger covenant atumal trust
and ministry to each other. The purpose of thisdredf Agreement is to strengthen that relation$lyip
clarifying some of the practical arrangements anaktuce later misunderstandirigs.

Section A— COMPENSATION

1. The Rector's salary will be $ per anoammencing on or about

The parties agree that the Rector’s Total Clergsn@ensation (“TCC”) will equal
, including the amount of the Hougithgwance, if applicable, and z

2. Housing

[Option A - Rector will notlive in a Rectory]

The Vestry agrees to adopt annually the necessaojution required by the Internal Revenue Service
designating that portion of the TCC shown abova Eeusing Allowance within the meaning of
Section 1.107 of the IRS Code.

This Letter of Agreement is intended to be negetiafter the Vestry has extended the initial aalthie Rector
and it should be reviewed annually. The model dosteecommended provisions that may be varied adaogito

the particular facts and circumstances. For a fpag-Rector, the various sections should be prdratethe basis
of a fraction (or percentage), e.g., half-timegthquarters time, etc. Consult the current Dioc&aidelines for
Salaries and Benefits.

“Specify other compensation received by the Rebtrray be considered part of TCC. Consult theeaiirr
Diocesan Guidelines for Compensation and Benefits.

*The model contains two options relative to housli@ption A" applies to those situations where trec®r will
not live in a Rectory. "Option B" applies to thoseusiions where the Rector will live in a church-pgdad
Rectory.
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“The amount of the TCC designated as a Housing Allme should be the lesser of (1) the fair rental
value for the housing: including furnishings angapenances (such as garage) and utilities orh@) t
amount the Rector expects to spend on housing.

[Option B- Rector will be living in a Rectory]

The Rector and [his/her] family will live in the with-owned Rectory. The Vestry will be responsfblethe
following expenses:

(@) Insurance (and property taxes, if any) onptfoperty;

(b) Maintenance or replacement of the followingleémces:
[Specify, such as refrigerator, dishwasher, etc.];

(c) Maintenance of the structure(s), renovatiansapital improvements;

(d) [Specify utilities, such as heat, light, watetc.];

(e) [Specify other responsibilities].
The Rector and [his/her] family are responsiblegood stewardship in regard to the care of the
Rectory and will remain responsible for the geneasie and upkeep such as [specify particular

responsibilities].

The Rector is expected to present an annual réptre Vestry on the condition of the Rectory, with
particular attention to items requiring maintenance

3. [Optional] Other Compensation: [Specify, e.dEC3 allowance, equity allowance, ett.].

Section B — PREMIUMS

1. The Vestry will pay the following premiums as regal by the Diocese:
(a) Church Pension Fund premiums based on the Redi6G

(b) The cost of Health Insurance premiums [specify Wwaeindividual or family coverage,
which includes domestic partners, where applicable]

2. The Vestry will provide the following additionbénefits [specify other benefits, e.g., dentdieot
insurance, life insurance for clergy not eligilbde pension, etc. and allocation of premiums].

3. Inthe event of a total and permanent disgtilitthe Rector, or in the case of the death oRhbetor, the
following agreements apply:

(a) Regarding housing: month(s) in Rectory or _month(s) Housing Allowance, to be negotiated
by the Vestry, Warden and the Rector, or Rectgtaise or other designee.

(b) Regarding compensation; month(s) salaryear of service, up to a maximum of
month(s).

*The specific responsibilities of the Vestry and ®Rewill depend on the particular facts and circtanses.
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Once these are determined, they should be d&didedth as much specificity as possible.

® Since a Rector while living in a church-provideed®ry will not build any equity in a home, a numbé
Vestries have agreed to fund an equity allowahosugh contributions to a tax sheltered 403(bhpBuch other

compensation is includable as TCC.

Section C — EXPENSES

The Vestry agrees to pay for the following experisesrred by the Rector in fulfilling [his/her] fiessional
duties:

1.

2.

Moving: The cost of moving the Rector's family and housstyjoods when the initial call has been
accepted

Travel The Vestry agrees to provide the Rector with !

[Option A: reimbursement for all church-relatedambbile travel at the current rate establishedhay t
IRS (2007=$.485/mile)]

[Option B: a travel allowance of $ per ejusted annually for all church-related automobile
travel.]

[Option C: an automobile for purposes of churclated travel upon such terms as the Vestry and the
Rector shall determine.]

CommunicationsTo provide for a telephone in the Rector’s offea® study. All postage for church
business will be included in the parish budget.

Office: All necessary office furniture, equipment and diggowill be paid by the parish, the amount to be
established in the annual budget.

Discretionary FundA fund will be provided for charities and expetiés at the discretion of the Rector
in accordance with the Diocesan Guidelines for gil@iscretionary Funds, the amount to be estaldishe
in the annual budget.

Guests and Hospitalitfhe Rector will be reimbursed for the reasonablgs of hospitality and
entertainment on behalf of the parish, the amaubetestablished in the annual budget.

Professional FeeBues of the Rector to the Massachusetts Episcdieatly Association and other
professional associations, the cost of the annlem¢ Conference with the Bishop, and the cost of
professional periodicals, the amount to be estadstisn the annual budget.

Continuing Educationrhe amount of $ annually to support the &é&ctontinuing education. The
Rector is expected to make an annual report t&/ésery and/or parish on his continuing educatiomkwo

The cost of pulpit supply and pastoral serviedgen the Rector is absent from the parish; theusito
be established in the annual budget.

" Specify whether the Rector will receive (1) trasgimbursement and, if so, the rate of reimbursémen

(2) an annual allowance or (3) an automobile eNBIS reimbursement 2007 + $.485/mile

DioMass Rector
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Section D - LEAVE TIME ®

The Vestry agrees that the Rector shall have tienfimg periods of leave at full pay:

1.

2.

5.

month(s) of vacation per year, inclg@andays, plus[ °].

weeks per year (in addition to vacatioa) for continuing education and career
development.

Paid Sabbatical Leave: The Priest is eligible fond@hths of sabbatical leave for every 5 years dgpa
ministry, for the purpose of renewal, study, traaeld continued spiritual growthCpngregations may
wish to adapt this period to fit their needs, oe tieeds of their clergy. For example, a Priest mesh to
have a longer leave after a longer number of yeduiservice, or may wish to have shorter leaves afte
fewer years.JApplications for diocesan support from the bishdplergy Sabbatical Program can be
obtained from the Department of Canonical Ministrie

Planning for the Priest’s sabbatical shall begileast nine months prior to the first day of thevie The
Priest and Vestry shall agree to the form this milagy shall take. Both the Priest and Vestry will
participate in this planning, which shall includeaincial information and activity information abdbe
sabbatical, provisions for congregational life aondtinuity, and clergy support during the Priest’s
absence.

The Rector is expected and encouraged to participdRegional, Diocesan and National Church
responsibilities as well as community endeavorsthen, time given to such work shall be understasd
an integral part of the Rector’s ministry in theiga.°

[Specify other leaves.]

Section E - SUPPLEMENTARY COMPENSATION

The disposition of wedding, funeral and other fedkbe determined in conjunction with the Vestry.

The following understanding has been reached bettveeRector and the Vestry concerning the incdme t
Rector may receive performing [specify].

Section F - USE OF BUILDINGS

In addition to his/her use and administration aighabuildings for the discharge of his/her dutibg, Rector
shall have the right to grant use of the builditaggdividuals or groups from outside the pariskemgeneral
conditions to be determined in conjunction with Yhestry.

8Currently, one month of vacation per year and oaeknof continuing education/career developmentypar are
the recommended minimum. Additional time off foergly retreat is strongly encouraged

® Specify additional leave, e.g., amount of timem&hristmas, amount of time after Easter and atoiusther
time as agreed upon with the Wardens.
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19 Other such leave may include parental leave iretlemt of childbirth or adoption. Consult currerib&san
Guidelines on Compensation and Benefits

Section G - REGULAR PARISH GOAL SETTING

The Rector and Vestry will review the mutual miniof the parish, vestry, and clergy on or about

(in no event thareone (1) year) from the Rector’'s assumption of
his/her duties based on goals and expectatiorat et time of the call of the new Rector. Subsatye
periodic reviews (every year or two years) willdmheduled. These reviews for goal setting will cdkie
following items:

1. What are the mission and goals of the parigiresently understood?

2. What are the roles and tasks of the pariskelsa@Rector, Vestry members, and others) in acdshipl
the goals?

3. How well have the previously set goals beer?met
4. What goals and expectations will be set formtéet period in the life of the parish?

Finally, this Letter of Agreement will be revisesl desired with the mutual consent of Rector andrygeand at
any rate shall reviewed and revised no later than

Section H — STATEMENT OF NON-DISCRIMINATION

In accordance with diocesan and national churafcppies, this congregation will not discriminate gnounds
of age, race, gender, sexual orientation, marigls, or disability*

™ Since the 2001 Report to Convention, the Compi@rsand Benefits Committee has included this optioreflect
the concerns of both the Diocese and National CGhascreflected in a variety of resolutions presgiietheir
respective conventions.
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PARISH SIGNATURES

Date: Rector:

Approved by the Vestry on (date):

Warden:
Warden
Clerk
BISHOP'S SIGNATURE
Reviewed by the Bishop:
Date: Bishop:
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Appendix C

Priests in Campus Ministry

As announced at the 2001 Diocesan Convention, timen@ttee undertook a study of compensation of
clergy engaged in campus ministries with the aascgt of the Diocesan College Work Committee.
Currently there are 5 campus ministries locateBiogton University, Northeastern, Tufts, UMass—
Dartmouth, and MIT that are directly supported Iy Diocesé.

The Committee’s study showed that there are margllpks between parochial and campus ministries
that justify guidelines for campus ministry cletipat will maintain compensation at levels compagabl
with clergy engaged in parochial ministry. Throughstudy with the College Work Committee, the
Committee has grouped campus ministries in threstiiable levels denoted as Campus Ministry A,
Campus Ministry B, and Campus Ministry C, whichdtady shows generally equate in scope and
accountability to family, pastoral and program sipagregations, respectively. The Committee also
recognizes that campus ministry typically requaegod deal of independent initiative, and envision
that initiative would become more important witle fihcreasing size and complexity of the program.

Accordingly, the Committee recommends of a TCC &aah for these three campus ministry levels that
correspond to the TCC Standards applicable todhgarable parochial ministries, as given below.
When fixing the actual compensation for any givesngy person, additional factors should be takém in
consideration, such as experience level, extrafopadions, and specialized training.

Campus Ministry A— TCC Standard $60,112

The most basic campus ministry position is essinpastoral in nature, responding to anticipatedds,
with little formal programming. It is an entry-ldvgosition, with little special training require@ihe
position may be tied to a parish, as an outreacfrpm of a local church, and would most likely lagtp
time. The Committee envisioned this position ageally comparable to the position of rector arari

of a faryily-sized congregation. The recommende@ Bfandard for Campus Ministry A is $60,112 (30
points):

The basic duties and responsibilities of Campusstyn A are as follows:
1. Provides Episcopal presence on a campus - mayphesh outreach
2. Is available for pastoral counseling and caresfiodents, faculty, and staff
3. Provides opportunities for students to gathepfayer and fellowship
4. Provides opportunities for Bible study and chésts
5. May lead weekly Eucharistic worship on campus

! Subsequent to the time of this study, both the number of and the identity of the campus ministries
supported by the Diocese of Massachusetts have fluctuated. Notwithstanding, the basis for establishing TCC
Standards for Campus Ministries remains valid.
2'The TCC Standatd for Priests in Campus Ministry is established using the “first formula” only.
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Campus Ministry B— TCC Standard $68,260

The second level of campus ministry adds to thatrileed for A. It, too, is primarily pastoral intnee,
but also involves some formal programming, inclgddome Christian formation programs. It may be
full-time or part-time, but requires more initiagithan the position described under A, above. The
Committee envisioned this position as essentiaipgarable to the position of rector in a pastoizde
congregation. The recommended TCC Standard for Gaministry B is $68,260 (100 points).

The basic duties and responsibilities of CampusstynB are as follows:
1. Includes responsibilities 1-4, described undesil:
2. Leads weekly Eucharistic worship with a studmmgregation
3. Engages in the life and mission of the académsittution
4. Cultivates lay leadership among students, faanit staff
5. Beginnings of campus programming

Campus Ministry C — TCC Standard $79,900

Campus Ministry C is a full-time position with si§oant levels of responsibility and initiative neiged.
The duties are pastoral, formational, programmaaiyninistrative, and supervisory. The Committee
envisioned this position as essentially compartibtbe position of rector in a program-sized
congregation. The recommended TCC Standard for Gamnistry C is $79,900 (200 points).

The basic duties and responsibilities of CampudditinC are as follows:
1. Includes foregoing [Campus Ministry B, 1-4] heit as a direct responsibility, or as the
supervisor of others, and:
2. Has primary responsibility for a significantéetanding program
3. Usually has primary responsibility for signifitdundraising and/or endowed funds
4. May supervise program associates

Factors in Establishing TCC

After determining the applicable TCC according e tCampus Ministry level, the following factors
should be considered in establishing the actual:TCC

* Development and Scope of Campus Ministry
* Valued Skills and Job Responsibilities such as:
0 Teaching, Presentation and Communication Skills
Expanding Scope of Responsibilities
Pastoral Experience
Demonstrated Growth and Success of Mission /Campus
Pastoral Care and Counseling Skills
Significant Accomplishments
Ability to Coordinate Volunteers and Committees

O O0OO0OO0OO0Oo

During this past year, a working group from the @emsation and Benefits Committee assisted Diocesan
staff is reviewing the job content of each of tHecdsan-supported campus ministries and provided
recommendations to staff regarding the ministrgldor each.
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Appendix D

2006 Survey of Lay Staff Personnel Policies

This is the second survey of lay staff salary glings benefits and personnel policies conductethby
Clergy Compensation and Benefits Committee, tis¢ siurvey having been conducted in spring 2000.
The report of that survey was dated January 200he current survey was undertaken because of the
request from the 2004 Diocesan Convention thatdimemittee:

= Continue advocacy for standards for fair and egletaompensation for clergy
and_lay employees
=  Work in collaboration with other leadership grotpgromote understanding for
fair compensatioffior leadership in the congregations
Survey instruments were sent to all congregatiortké Diocese of Massachusetts in March 2006. IResu
were received in the spring and early summer 06200 this document, we have compared the findafgs
the 2006 survey with those of the 2001 surveyaddition, we have put forward some conclusions atheu
state of employment management in the Diocese.

Caveat

While we make some judgments based upon respomsles survey, we need to realize that we have
information on far less than a majority of our caagations at every size. This means that ourtsesah
be used in only the broadest sense in drawing asiaeis about the nature of personnel administration
our congregations.

Definition of Size of Congregations

The 2000 survey measured congregational size bhémecurrent categories used to determine clergy
compensation, i.e., A, B, C and D. We have sit@nged our clergy compensation calculation to the
effect that there are no categories, but rath@néirmuum of points based upon a number of critivad
translate into a compensation number. We havefiner indicated size based upon Arlen Routhage’s
definitions of Family (Active membership of up t@)5Pastoral (51 to 150), Program (150 to 350) and
Corporate (300 — 500+) sized congregations. WeHat these definitions, which include size pararse
(in parentheses) as well as other operational tondi were enough in use in the church to be fantib
most. It is important to note that the indicatosgd in 2000 and 2006 are not interchangeablereTdam
be a large range of operating budget sizes and ensdb lay people employed within single Routhage
definitions. We found no relationship betweenglz of

budget or number of employees and the designafion o Exhibit 1 Response Rate

church size. Several Pastoral congregations hagklo c
operating budgets and fewer employees than did some -% - 2 2
Family size congregations. The Routhage definitidoes; > 5 © 2 = 2
however, provide an indicator of the complexity of ‘ga ° 23 5._) o 5._)
organization in a congregation, e.g. a Family churc S5 e g g E 2
(usually around 50 members) needs far less .

. . s . Family 40 13 33%
administration” than does a Corporate church weitler .
350 members. Pastoral 105 42 40%
CBC 2009 Program 35 15 43%
Guidelines Corporate 4 2 50%
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Response to the Survey

The overall response to the 2000 survey was 34#teofongregations in the Diocese. The response to
the 2006 survey was somewhat better at 40%. Bxhihows the response rate as a function of $ize o

congregation responding.

Results

Employees: The three most common lay employees in all sizgE@gations were musicians,
administrative assistants or secretaries, and sexiio that order. Exhibit 2 illustrates the oVerasults
comparing selected position titles to the resulthe 2001 survey.

From the current survey, 100% of
Program and Corporate congregations
employed administrative assistants an
musicians. Of the respondents, 90% @
Pastoral congregations had an
administrative position and 95% had a
musician. Only 69% of Family
congregations had an administrative
position, and 61% had a musician.
Finally, 100% and 93% of Corporate
and Program congregations,
respectively, had sextons. Volunteers,
cleaning services, and in a few cases,
the Priest, filled in the gaps where a
paid position was lacking. Some
congregations, mainly Program and
Corporate, had additional
administrative and financial people
working for them. Significantly, fewer

Exhibit 2
Percent of responding congregations
with these job titles for their lay staff

Music

Sexton

Administrator

Youth
@ 2006
Church School
] [ 2001
other ———1
0% 20% 40% 60% 80% 100%

congregations had Christian Educatio
positions [50% of Corporate, 33% of
Program, 24% of Pastoral and 15% of
Family] or Youth Ministers [50% of
Corporate, 33% of Program, 9% of
Pastoral and 8% of Family].

Salary Guidelines: Only 18% of our
respondents used formal or written
salary guidelines to determine
compensation levels.

Benefits: Exhibit 3 illustrates the
overall results comparing selected
benefits to the results of the 2001
survey.

Exhibit 3
Percent of Responding Congregations
with these Insurance and Pension Benefits

0% 20% 40% 60% 80% 100%

Health insurance

O 2006
W 2001

Church Pension Fund

403(b) 7

Short term disability
Long term disability
Life insurance

Dental insurance
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Currently, in the area of benefits offered

none of the Family congregations that Bxhibit 4
reported prOVIded any ben.efItS, Wh||e Percent of responding Congregations
45% of Pastoral congregations, 86% of providing paid leave as indicated

Program congregations, and 100% of
Corporate did provide as least some

benefits. Holidays |

Paid Leave: Exhibit 4 illustrates the _

overall results comparing the offering of Vacation

paid leave to the results of the 2001 , I |

survey. Sick Leave

Here,69% of Family congregations, Personal days [ 2006
83% of Pastoral, and 100% of Program @ 2001
and Corporate congregations provided & Bereavement

least some paid leave. In the family

congregations over half the respondents Jury Duty

provided paid vacation and one-third

provided sick leave. Holidays, Cther

vacations, and sick leave were the most

common in Pastoral congregations. 0%  20% 40% 60%  80%  100%

Predictably, the Program and Corporate
responders provided more paid leave
than did Family and Pastoral
congregations.

Personnel Policies:Exhibit 5 [next

page] illustrates the overall results
comparing the availability of written personnelipas to the results of the 2001 survey.

Congregations had at least some personnel poéitig® rate of 69% of Family congregations, 60% of
Pastoral congregations, 93% of Program congregatand 100% of Corporate congregations. As with
other areas, the frequency of policies increas#stive complexity of the church organization. Thest
frequent policies were about definitions of workWeeoluntary and involuntary termination and
performance evaluations. Congregations of allssszdomitted position descriptions for various poss.
Many said that their policies were stated in |st@ragreement for individual employees rather iham
formal policy document. Of the 72 respondentsy ai or 8% attached a written personnel policy
document. As with the other areas, 10% of Past884# of Program and 50% of Corporate
congregations attached documents. None of thelfraongregations had such a document.

Conclusions

Trends: Allowing for the difficulty with the small numberfeesponses, it appears from the overall
results shown in Exhibits 2 through 5, that therlkitile change in the policies and practices ef th
congregations in the Diocese with their lay staffiween 2000 and 2006. For example, Exhibit 3
suggests that there is a slight uptrend in the murabcongregations offering insurance and pension
benefits. However, Exhibit 4 suggests that the $light downtrend in congregations offering paid
leave. Still, Exhibit 5 suggests that there mighitan uptrend in availability of written personpelicies.
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Size Effects: Exhibit 6 [next
page] shows examples of
benefits and policies offered as
a function of size of the
congregations. It is no surprise
that the larger the congregationg
the broader are the components
of their lay compensation
package.

Employees: The vast majority
of the congregations in the
Diocese of Massachusetts
(78%) are of either Family or
Pastoral size, i.e. up to about
150 average Sunday attendance
The survey shows that the
administrative support available
to congregations increases with
the size of their organization.
Therefore, the majority of our
congregations, being either
Family or Pastoral, have the
fewest resources for
administration and evangelism.

Personnel Administration:
Our survey shows that
congregations of Family and

Job Performance

Normal Wrk Wk

Sexual Harassmt

Vol & Invol Term

Define FT & PT

Affirm Act

Medical Leave

Emplmt of Parishrs

Mat/Paternity Lv

Overtime

Other Unpd Leave

Retirement

Other

Exhibit 5

Percent of responding congregations
with these written policies

0% 20%

40%

60% 80%

100%

]

@ 2006
[l 2001

Pastoral size have a simple

organization with few layers, and informal persdrpaicies where they exist at all. The smallest

congregations offer no benefits, and the numbeareff by larger congregations increases with tredfiz

its organization. Some respondents suggestea ttiacesan model of personnel policy would be

helpful.

Committee Follow-up

The committee concludes that there is work to dinénarea of education and guidance for salarids an
benefits for lay congregational employees. To bhégiaddress this need, this year, we have prepared
model personnel handbook for adaptation by parigiesdo not currently have a document. We hope

Exhibit 6 Effects of Size on Lay Employee Package

> [ £ 2

E S g 5

I 0 g’ o

o o 8
Salary Guidelines 15% 17% 20% 50%
Any Benefits 0% 48% 87% 100%
Any Paid Leave 69% 83% 100% 100%
Any Personnel Policy 69% 60% 100% 100%

that this model will fill a need for many congreigat.
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Appendix E

Model Personnel Handbook

An editable version of this document can be dowdgdarom the Diocese of Massachusetts web site as
follows:

Please go to the Diocesan Website as follows:
Website address: http://www.diomass.org/
Then follow this track

Click on “INSIDE the Dioceseon the scroll bar near the top

On the menu on the left, scroll down and click ‘@bngregational Developmeéent

Scroll part way down, and click on “Compensatiod &enefits Resources for Parishes

Finally, click on “Model Personal Handbook for Rdues

CBC 2009 Guidelines
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MODEL PERSONNEL HANDBOOK
XYZ PARISH

INTRODUCTION

This Personnel Handbook provides information re¢ato the personnel practices, compensation
and benefits 0KYZ Parish applicable to lay staff.

XYZ Parish reserves the right to add, modify or change aagtpmre at any time without prior
notice. This handbook supersedes any prior handhooknuals, policies and procedures issued
previously byXYZ Parish.

Lay staff of XYZ Parish are employees-at-will and are subject to termimatit any time, with or
without cause, and without prior notice.

[One may also include a message from the rectoistary of the Parish, or descriptive
comments about the Parish in the introducfion

PERSONNEL ADMINISTRATION
A. Responsibility of Rector
The Rector is responsible for personnel administmatncluding the hiring and supervision of lay
staff, who are accountable to the Rector. In mriof transition, the interim priest and warderes ar
responsible for personnel administration.

B. Personnel Committee

The Personnel Committee, which consistsdescribe composition , including number of
members, ex officio members by title or by whonoisped, e.g., wardens, vestry or redts responsible

" This model personnel handbook has been prepared in response to the Compensation and Benefits Committee’s 2006
Survey of Lay Staff Guidelines, Benefits and Personnel Policies that shows there is a need at the congregational level
Jor education and guidance in the areas of personnel administration, compensation and benefits for lay staff.

The model personnel policies handbook contains suggested policies relative to subjects generally covered by written
employment-related policies. 1t is intended to be used by a congregation as a resonrce and guide in developing
employment policies for lay staff based on its particular needs and circumstances, consistent with applicable state and
federal laws. In some instances suggested alternative or optional language is offered.

Generally clergy have letters of agreement that incorporate the terms and conditions of their employment, which also are
covered in the Diocesan Compensation and Benefits Committee guidelines applicable to clergy. However, the handbook
may be expanded to include policies applicable specifically to clergy, as well as policies conmon to both clergy and lay

staff.

Although Diocesan staff and members of the Committee are available to provide assistance to a congregation in
developing its own personnel handbook, the final determination relative to the scope, form and content of policies
applicable to its clergy and lay staff nltimately is the responsibility of the congregation.
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for the following: (1) serve as an advisor to thetor in employment-related matters, includingrtri
discipline and termination, and the administratml interpretation of personnel policies and pcasti
(2) periodic review of personnel policies and pd, including the personnel handbook and
recommendations to the vestry for changes, as ppate; (3) periodic review of compensation and
benefits for lay staff, including individual adjuostnts and recommendations to the vestry, as apatepr
(4) development of job descriptions for lay staffid (5) such other matters that may be delegatéldeby
wardens and/or vestrs.

C. Equal Employment Opportunity Policy

XYZ Parish is committed to providing equal opportunity fok@inployees and applicants
without regard to race, color, sex, sexual oriémtatage, national origin, disability or veteraatss.
XYZ Parish’s policy regarding equal employment opportunity sspto all aspects of employment,
including recruitment, hiring, job assignments,mpotions, working conditions, scheduling, benefits,
wage and salary administration, disciplinary agttenmination, and social, educational and recpeati
programs.

Except where the position could affect or relatéhreligious principles or doctrines of the
Episcopal Church, parishes will adhere to a patitgqual opportunity without regard to religious
beliefs.

XYZ Parish will not tolerate any form of discrimination arttetexpectation is that all employees
will cooperate fully in implementing this policyf an employee believes there has been a violatidhe
policies on discrimination, immediate reportinghe Rector and/or appropriate persoiXCdZ Parish is
necessary

Anti-Harassment Policy

XYZ Parish is committed to maintaining a working environmérdt is free from sexual
harassment and other types of discriminatory havasts XYZ Parish’s commitment begins with the
recognition and acknowledgment that such harassimeoit course, unlawful. To reinforce this
commitment XYZ Parish has developed a policy against harassment angbéirey procedure for
employees who have experienced or witnessed hagassimhis policy applies to all work-related
settings and activities, whether inside or outsigeworkplace, and includes business tripsavid
Parish-related eventsXYZ Parish employees are not to useystems and equipment (e.g. telephones,
voice mail, copy machines, facsimile machines, agtiens, and computer applications such as e-mail and
Internet access) for any illegal activity or condilnat violates this policy.

XYZ Parish’s policy against harassment covers employees. niegessary for employees to
report any experiences of inappropriate conducdmgeone who may have business withXi&
Parish (e.g., vendors, contractors).

Prohibition of Sexual Harassment

XYZ Parish’s policy against sexual harassment prohibits sexd@hnces or requests for sexual
favors or other physical or verbal conduct of aus¢xature, when: (1) submission to such conduct is
made an express or implicit condition of employmé2}t submission to or rejection of such conduct is

? Establishment of a personnel committee is recommended without regard to the size of a congregation.
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used as a basis for employment decisions affettimindividual who submits to or rejects such cartdu
or (3) such conduct has the purpose or effectteffering with an employee's work performance or
creating an intimidating, hostile, humiliating, @ffensive working environment.

While it is not possible to list all of the circutaaces, which would constitute sexual harassment,
the following are some examples: (1) unwelcome gkeadvances -- whether they involve physical
touching or not; (2) requests for sexual favorexnhange for actual or promised job benefits sgch a
favorable reviews, salary increases, promotiorgeaised benefits, or continued employment; or (3)
coerced sexual acts.

Depending on the circumstances, the following cehduay also constitute sexual harassment:
(1) use of sexual epithets, jokes, written or ceérences to sexual conduct, gossip regarding ceg'
life; (2) sexually oriented comment on an indivitisi@ody, comment about an individual's sexual
activity, deficiencies, or prowess; (3) displaysaxually suggestive objects, pictures, cartoorys; (4
unwelcome leering, whistling, deliberate brushiggiast the body in a suggestive manner, sexual
gestures, suggestive or insulting comments; (S)imes into one's sexual experiences; or (6) disions
of one's sexual activities.

It is also unlawful and expressly agaiXatZ Parish’s policy to retaliate against an employee for
filing a complaint of sexual harassment or for ceraing with an investigation of a complaint of sak
harassment.

Prohibition Against Other Types of Discriminatoratdssment

It is also againsKYZ Parish’s policy to engage in verbal or physical conduct trenigrates or
shows hostility or aversion toward an individuat@ese of his or her race, color, gender, religsexual
orientation, age, national origin, disability, dher protected category (or that of the individual'
relatives, friends, or associates) that: (1) hagtirpose or effect of creating an intimidatingstiie,
humiliating, or offensive working environment; (23s the purpose or effect of interfering with an
individual's work performance; or (3) otherwise axbely affects an individual's employment
opportunities.

Depending on the circumstances, the following cehduway constitute discriminatory
harassment: (1) epithets, slurs, negative sterewyjokes, or threatening, intimidating, or hasticts
that relate to race, color, gender, religion, seértiantation, age, national origin, or disabilignd (2)
written or graphic material that denigrates or shdwastility toward an individual or group becausge o
race, color, gender, religion, sexual orientatege, national origin, or disability and that iscalated in
the workplace, or placed anywhereXifZ Parish’s premises such as on an employee's desk or
workspace or oXYZ Parish’s equipment or bulletin boards. Other conduct mag abnstitute
discriminatory harassment if it falls within thefiéion of discriminatory harassment set forth abo

It is also againsKYZ Parish’s policy to retaliate against an employee for filaagomplaint of
discriminatory harassment or for cooperating innamestigation of a complaint of discriminatory
harassment.

Reporting of Harassment

If an employee oKYZ Parish believes that he or she has experienced or witdesexual
harassment or other discriminatory harassment pyemployee oXYZ Parish, the employee should
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report the incident immediately to his or her sujsar, the Rector or other appropriate persors It i
necessary to report possible harassment by othrswwomXYZ Parish has a business relationship,
including contractors and vendors, as soon aslgesso that the Rector may take appropriate action.
Although verbal reports are accepted, employeestasagly encouraged to make any reports of sexual
harassment or other discriminatory harassmentiitingr Doing so can assist in the investigation
process.

XYZ Parish will investigate promptly and thoroughly all repoof harassment as discreetly and
confidentially as practicable. Generally, the stigation will include a private interview with tiperson
making the report of harassment. In addition,ayrbe necessary to discuss allegations of haragsmen
with the accused individual and with other emplaye€YZ Parish’s goal is to conduct a thorough
investigation, to determine whether harassmentroedpand to determine what action to take against
offending individual. To the extent feasible, omdividuals whomXYZ Parish will only inform those
determined to have a need to know of allegatiouistianse people will receive instructions to tréwt t
matter confidentially.

XYZ Parish will take appropriate action against the offendoagty if there is a determination
that a violation of this policy has occurred. Actimay include counseling, warning, transfer, susjoen
and termination. Employees who report violatiohths policy and employees who cooperate with
investigations into alleged violations of this jglwill not be subject to retaliation. Upon contpmlea of
the investigationXYZ Parish will inform the employee who made the complaintha# results of the
investigation.

Safe Church Training

As a condition of employmenXYZ Parish requires all employees to complete within thet firs
12 months of employment a Sexual Misconduct Awassr&ucation Program sponsored by the Diocese
or submit written proof that the employee has pigodited in a similar program through a previous
employer. In addition, all employees must be kremlgkable about theYZ Parish safe church policies
and, in particular, report any suspicion of misaastidas outlined in (Name of Parish Safe Church
Document)

D. Employee Definitions

XYZ Parish places employees into several classifications fiop@ses of employment,
compensation, administration of benefits and ofl@esonnel matters, as follows:

FULL-TIME EMPLOYEE: Employees who regularly arehscluled to work at least __ hours per
week are considered full-time employees. An empddy eligibility for certain benefits may depend on
his or her classification as a full-time employ&e.

? Generally an employee who regularly is scheduled to work 40 hours per week or 8 hours each day, including a paid
or unpaid lunch period, is considered a full-time employee, and an employee who regularly is scheduled to work less
than 40 hours per week is considered a part-time employee. However, some employers may define full-time employment
Jor benefit purposes (e.g., vacation, holidays, personal days, sick leave, health insurance, etc.) based on a lesser number
of honrs. For example, under the policies applicable to lay staff of the Diocese, an employee who regularly is scheduled
to work 30 or more hours per week is considered a full-time employee for benefit purposes; a part-time employee who
regularly is scheduled to work between 20 and 29 hours per week is eligible for prorated benefits; and a part-time

employee who work less than 20 hours is not eligible for benefits.
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PART-TIME EMPLOYEE: Employees who regularly ardneduled to work less than ___ hours
per week are considered part-time employees. tif@temployees may be eligible for some, but not al
employeee benefits. Employees who regularly aredidied to work less than ___ hours per week are not
eligible for benefits.

TEMPORARY EMPLOYEE: Employees engaged for a limhiperiod of time, not to exceed
_____,orfor aspecial project regardless of thalmer of hours worked are temporary employees.
Temporary employees are not eligible for benefixgept for paid holidays if normally scheduled torkv
on the holiday.

ON-CALL EMPLOYEE: Employees who work as needsegsd as his or her own schedule
permits are considered on-call employees. Onerafiloyees are not eligible for benefits.

Exempt and Non-exempt

In accordance with federal and state wage and laous, all positions aXYZ Parish are
EXEMPT or NON-EXEMPT.

EXEMPT employees include professional, executivé asministrative employees as defined by
federal and state law who are paid a salary fdi@irs worked. Exempt employees are not eligible to
receive overtime pay for work performed beyondrthermal work schedule.

NON-EXEMPT employees are those who meet the aitgrthe minimum wage and overtime
provisions as defined by federal and state lawoA-exempt employee will receive overtime pay at the
rate of time and one-half the employee’s regulaigit-time rate for all hours worked in excesg0f
hours in the employee’s workweék.

Compensatory time in lieu of overtime is only adebje for a non-exempt employee if the
employee takes time off during the same workweektiich the overtime hours accrues.

Regardless of an employee’s classification, alllegees aXYZ Parish are employed at-will.
Either you or theXYZ Parish may terminate your employment at any time andafor reason.

¥ Under federal and state law, a non-exempt employee must be paid time and one-half the employee’s regular straight-
time hourly rate for all hours worked in excess of 40 hours in a work week. However, some employers choose, but are
not required, to include paid time off (e.g., holiday pay, sick leave pay, vacation pay, etc.) in the calculation of hours
worked for overtime purposes. Also some employers, including the Diocese, choose to pay overtime pay for all hours
worked in excess of the employee’s normal work schedule if less than 40 hours.

” Compensatory time-off in another work week in lien of overtime pay is probibited nnder federal and state law. For
excample, an employee who works two extra hours on Monday may be permitted to take hours off later that
week (with supervisory approval), but may not be granted two hours of compensatory time off in lieu of overtime pay
dnring the week following the week in which the overtime hours are worked.
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E. Work Schedules

TheXYZ Parish’s office normally is opendesignate days and holirsThe employee’s
supervisor will determine the individual schedueséd on the needs of the Parish.

F. Introductory Period

The first __ days of employment)dYZ Parish are considered an introductory period
during which the employee aix¥YZ Parish have the opportunity to consider and evaluatestit@bility
of the placement and the adequacy of the job pedoce. The introductory period may be extended if i
is determined additional time is justified to e\atian employee’s suitability and job performahce.

G. Performance Evaluations

An employee’s performance will be reviewed at thealusion of the employee’s introductory
period and annually thereafter upon the employaefsversary date of employment. Performance
reviews may be held more frequently if an emplaygs classification or performance changes
significantly or if it is determined that more frgent reviews may be necessary or helpful. In addit
the employee’s supervisor may informally discussh@r performance with the employee at any other
time.7 The employee should also feel free to dis¢us/her performance with his/her supervisor gt an
time.

[Optional LanguageOrdinarily, the employee and his/her supervisarewill prepare notes
evaluating the employee’s performance during th@gddo be evaluated and meet to discuss and
address any issues raised by either the employseapmrvisor. The supervisor will then prepare a
written evaluation, which for review and signatimgthe employee and his/her supervisor, and plated
the employee’s personnel file. The employee askive a copy of the final signed evaluation ferter
own records.

Performance reviews are an evaluation of how welemployee has performed his/her work.
Performance reviews provide the employee and sigoernwith an opportunity to review what the
employee has accomplished and to identify areagrfmwth. Among the factors that may be addressed i
the performance review are the employee’s quatty guantity of work; job knowledge and skill;
attitude about his/her jotXYZ Parish and other employees; ability to work cooperatiyebmpliance
with XYZ Parish standards and policies; and dependability, entasisi and attendance.

S Generally the length of an introductory period will vary depending upon the level of skills required and the complexity
of the duties and responsibilities of the position. Typically the introductory period for a position involving few or
minimal skills will range from 30 - 90 days, and up to 6 months if the position involves extensive skills and
complexity. However, in determining the appropriate length of an introductory period, it must be taken into account
that fully evaluating an employee’s dependability, including punctuality and attendance, is as important and may
require more time to evaluate than the skills and ability to perform the job alone will require to evaluate.

" Generally employers will review an employees’ performance at the conclusion of an introductory period following the
employee’s initial employment (see F. Introductory Period, above) and annually thereafter. The annual evaluation may
ocenr on the employee’s anniversary date or at a fixed time for all employees such as at the end of the calendar year or
mid-year.
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If an evaluation should lead to dismissal, the Bedhe Personnel Committee, or other
appropriate parties will review the evaluation. A2morandum documenting the review will be part ef th
evaluation and placed in the employee’s file. Tuygesvisor and the employee will receive a copyef t
memao)

H. Termination

An employee may elect voluntarily to terminate inés/employment witliKYZ Parish. In the
event of a voluntary termination, policy is for teeployee to submit a written letter of resignatbn
least two weeks prior to the effective date oféhgployee’s resignation.

In some circumstanceXyYZ Parish may decide to terminate involuntarily an emplogee’
employment (i) due to performance or disciplinaggons; or (ii) due to lack of work or eliminatioin
the employee’s position; or (iii) a change in tlusigon description., In the event of involuntary
termination XYZ Parish will endeavor to provide reasonable notice extegtin the event of
involuntary termination due to performance or ginary reasons, the termination may be effective
immediately.

l. Job Openings

Open positions will be posted internally and adsed in external publications as appropriate for
the position. Postings will include a descriptadrine essential duties and responsibilities ard th
gualifications considered necessary for the pasitiBositions will be filled on the basis of quiaitions
such as education, training, experience, abilkiissand other relevant qualifications. The hiring
manager will consider current employees who apmiyte position within the specified time. All
candidates will receive notification on the deaisio

J. Personnel Records

XYZ Parish maintains personnel records for each of its engdeyand makes every effort to
ensure that the information contained in theserdcis accurate and up-to-date. An employee must
inform XYZ Parish of any changes in address, telephone number,atidoimestic partner status or
number of dependents. Failure to receive mailfrys XYZ Parish, tax information, and insurance
benefit information may be the result of inaccuiatermation.

An employee who wishes to change his/her benefiéiame or beneficiary must contact the
Rector or designee so that proper forms can be lebeap

K. Job Descriptions

A written job description is prepared for each pfosiand reviewed periodically as a guide in
selecting personnel, assigning and evaluating resbitities, assessing performance and salary scale
and determining reasonable accommodations.

L. Hiring of Relatives

Employees may not make or be involved in decistortsre relatives (such as spouses, parents,
siblings, grandparents, children, nephews, niendfoaanother who is in any way related to the
employee or who makes their home with the emplote®@)ork directly with them for pay. Relatives

may be recommended to other supervisors for hire.
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M. Volunteering

Employees may volunteer at akyZ Parish event by contacting the Rector or the appropriate
person involved in an particular event. It shdudunderstood that any and all volunteer timeristfe
employee’s personal benefit and satisfaction aatihib/she will not be compensated. The employee’s
employment withXYZ Parish will not be affected in any way, either positivellynegatively, by the
employee’s decision whether or not to volunteethigistime.

N. Open Door Policy

XYZ Parish encourages open and frank discussion between tstafRector and lay leadership
to avoid or resolve problems and complaints. XYZ Parish’s policy to provide open communication
necessary for better understanding and for actiben appropriate.

Whenever an employee has a question, problem @ecomelating to his/her employment
situation, the employee first should discuss thestjan or concern with the employee’s immediate
supervisor.

If the question, problem or concern persists, thpleyee may request a meeting with the Rector.
A conclusion and decision should be reached antkisting or within a reasonable period of time
thereafter.

If the employee remains dissatisfied, the emplaoyag request a review of the facts and actions
by the Rector. The decision shall be firfal.

COMPENSATION

A. Compensation

The standard for compensation for positionXaZ Parish takes into consideration the duties,
responsibilities and requirements of the positinaluding education and skills, and takes into aoto
rates of pay for comparable positions in the laceah.

B. Payroll

New employees are asked to provide informatiorp&yroll purposes, an I-9 (Employment
Verification Form) and a W-4 Employee Withholdingr@Gficate. It is important that th€YZ Parish
office receive any changes to these documentgimedy manner (e.g. number of exemptions, address,

etc.).

Weekly payroll: Paid eachi¢signate day of wekOne must submit changes to payroll
information to theXYZ Parish office by fime of dayevery [designate day of wek

Monthly payroll: Paid thedesignate day and weekeach month One must submit changes to
payroll information to th&XYZ Parish office by time of daythe precedingdesignate day of wegk

An employee may elect for direct deposit of his/hay.

S If there is a personnel committee it may be designated as the final level of revierw.
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An employee who wishes to have a regular payr@tktdrawn prior to vacation departure, must
be notify theXYZ Parish office by ftime of dajof the [day of the wedlprior to departure.

C. Payroll Deductions

XYZ Parish is required by law to make certain deductions fadhpaychecks. Social Security
(FICA) is deducted along with federal and statesafor all lay employees. Federal and state tarees
deducted for clergy employees if they so requésthe beginning of each year, all employees will
receive a W-2 Form showing the total earningsHtergrevious year as well as the total amount afgax
withheld. In order to change the number of exeamticlaimed, employees must complete a revised W-4
form and submit it to theXYZ Parish office. In addition to deductions required by Jather deductions
may be taken for benefit programs in which emplsy&®ose to participate, such as dental insurance o
403(b) contributions. ThXYZ Parish office will be able to answer questions regardimgse deductions.

D. Job Expenses and Reimbursement

Employees will be reimbursed for regular and custgnbusiness expenses. If an employee has
reimbursable expenses, the employee must submithigaxpense statements, along with receipts,
showing the amount expended and the reason foreegamnse, for approval by before
payment is made.

BENEFITS

A. Vacation

Accrual

XYZ Parish recognizes that employees need a period for nestedaxation. Accordingly, all
full-time and eligible part-time employees may aecpaid vacation commencing with their date of,hire

as follows:

Full-time employees will accrue paid vacation epaf period according to the schedule below:

Years of Service Accrual Per Month Maximum Accrual®
0-2 0.833 day 10 days
3-4 1.25 days 15 days
5 and over 1.67 days 20 days

9 There are varions methods of accrual of vacation, which is a matter of employer choice based on local practices in
common occupations. The method shown above in which an employee accrues vacation on a monthly basis is a common
method that is used by the Diocese and is relatively easy to administer. In particular, it avoids the potential for
misunderstandings over entitlement because it is earned as the employee works and is available to be used as it is
earned. Other methods include granting the full vacation allowance following the year in which it accrues, for example,
an employee will receive two weeks vacation on January 1 for continuous service over the preceding year. Under this
method, the employee will not be able to use any vacation accrued during the prior year until January 1, unless it is
granted in adyance.
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Part-time employees who normally work ___ hours orerper week will accrue vacation on a
pro-rata basis. Employees who regularly work teas __ hours per week are not eligible for paid
vacation.

Employees are encouraged to use all vacation dtimsgalendar year in which it accrues.
However, accrued, unused days may be carried ntethie following year but must be used within the
first quarter (January 1st — March 31st) of th#lbfeing year or the carried over days will be fatéel.

Vacation Pay

One day’s vacation for a full-time employee shalldgual to the number of hours in the
employee’s normal workday times the employee’s laaguwourly rate. One day’s vacation for a part-time
employee shall be equal to one-fifth the numbédranfrs in the employee’s normal workweek times the
employee’s regular hourly rate.

Scheduling

Although vacation accrues from an employee’s datere, one may not take vacation until the
employee has completed months of employmenemployee terminated prior to completion of
months of employment will not be entitled to paymniem any accrued vacation pay upon terminatfon.

Vacations will be scheduled in a manner that accodates botiXYZ Parish’s need to
have adequate coverage in all positions at alldiar® employees' vacation schedules. Vacation
requests shall be granted, insofar as practidahdanto account the needs X¥¥Z Parish and
the wishes of the individual employee. Such requsisbuld be submitted tdgsignate indvidual
by titlg].

B. Holidays

XYZ Parish observes the following holidays as paid holiddys:

New Year's Day Labor Day

Martin Luther King, Jr.’s Birthday Columbus Day
President’s Day Veterans’ Day
Patriot's Day Thanksgiving Day
Memorial Day Day after Thanksgiving
Independence Day Christmas Day

' The threshold established by many employers for entitlement to paid vacation and)/ or for payment of unused accrued
vacation upon termination is completion of the introductory period. (See Introductory Period, p. F-8)

"' The holidays listed in the model policy above include all holidays officially celebrated in Massachusetts with the
excception of Evacuation Day (March 17) and Bunker Hill Day (June 17), which are officially celebrated only in
Suffolke County. The day after Thanksgiving is not an official holiday, but often granted by employers, sometimes in
excchange for working on another holiday that is not widely celebrated, for example, Patriot’s Day.
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When any of these holidays fall on a weekend, litlvei observed either on the preceding Friday,
or the following Monday, as determined ¥y'Z Parish.

Full-time employees will receive holiday pay fochaf the above holidays. Holiday pay shall be
equal to the number of hours in the employee’slegguorkday times the employee’s regular straight-
time hourly rate.

A holiday must fall on a part-time employee's reglyl scheduled workday in order to be eligible
for holiday pay. Holiday pay for part-time emplogeshall be equal to one-fifth the number of hoars i
the employee’s regular work week times the empleyegular straight time hourly rate.

Part-time employees scheduled to work less thamours per week and temporary employees are
not eligible for paid holidays.

An employee who is required to work on a holidall tné paid his/her regular pay in addition to
holiday pay or will be allowed to schedule anottigy off in lieu of the holiday.

C. Sick Leave

A full-time employee shall accrue sick leave atithe of _ days for each month actually
worked, not to exceed __ days per calendar yeaglfsences from work due to illness or the illr@ss
others in the employee’s care or for the employdetgor or dentist appointments. An eligible partet
employee shall accrue sick leave on a prorated b@dternative A part-time employee is not eligible
for sick leavd.?

XYZ Parish provides paid sick leave to protect the employemfincurring a loss of pay for
scheduled time off due to iliness or injury. Abudesick leave and/or excessive absenteeism may be
grounds for disciplinary action, up to and inclugltermination of employment.

The employee must inforidYZ Parish office prior to the opening of business he/shé el
absent from work due to illnesXYZ Parish reserves the right to require appropriate medical
documentation of illness.

Unused sick leave does not carry over to the foligvealendar year'

> The definition of a part-time employee (see Employee Definitions, p. F-6) allows for establishing a threshold for the
number of hours regularly scheduled to work per week for determining eligibility for benefits. If such a threshold is
established, use of “eligible part-time employee” refers to such part-time employees. However, it also may be expressed
as “A part-time employee who regularly is scheduled to work __ hours or more per week shall accrue sick leave on a
prorated basis.” For example, if a full-time enmployee accrues one day of sick leave for each month actually worked, a
part-time employee regularly scheduled to work 20 hours per week wonld accrue a half a day per month actually
worked.

% As an incentive to conserve the use of sick leave and) or safeguard against longer term illnesses, some employers allow
employees to carry over from one calendar year to the next some portion of unused sick leave, which may be expressed,
as follows:” An employee may carry over to the next calendar year up to five unused sick leave days.”

Other employers allow employees to accumulate unused sick leave up to a maxinum, which may be expressed, as
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Employees do not receive pay for unused sick dpgs termination.
D. Personal Days

Full-time employees and part-time employees whalegty are scheduled to work __ or more
hours per week will receive days per calendar Yo be used for personal business that cannot be
attended to outside normal work hours. Persomgd dhust be scheduled in advance.

Employees may not carry over personal days intdal@wing calendar year and will not be paid
for unused personal days upon terminatfon.

E. Bereavement Leave

In the event of a death in the immediate family§ employeeXYZ Parish will grant leave up
to three (3) days, with pay equal to the employeefmal straight-time wages for each of these days
which would be a normally scheduled workday of sewciployee and on which he/she would have
otherwise worked, but not in excess of three (§sdaay, to permit the employee to attend the fainer
and take care of other matters in connection vii¢ghdeath.

For the purpose of funeral leave, immediate fasiigll mean father, mother, stepfather,
stepmother, father-in-law, mother-in-law, sistagtber, child, stepchild, spouse, domestic partner,
grandparents, grandchildren or member of the imatediousehold.

F. Jury Duty

If called for jury duty XYZParish will pay the difference between the employee’smair
straight-time wages and the amount the employesives from the court for all times he/she is absant
this reason during his normally scheduled workdaybe eligible for payment of jury duty pay, the
employee must notify his supervisor promptly afemeipt of his selection for jury duty, must give a
least twenty-four (24) hours' notice of intendedaite (unless a reasonable explanation is givamotor
complying with this requirement) and must furnisiritten statement from the appropriate court ddfic
showing the date and time served and the amoypdyofeceived.

Sfollows: “Unused sick leave may be accumulated to a maximum of 30 days.”

However, if employees are allowed to carry over or accumulate sick leave days, generally employees are not to be paid
Jfor unused days upon termination.

" Some employers combine sick leave and personal days or allow employees to use a limited number of sick leave
days for personal reason, which may be expressed, as follows: “An employee may use two sick leave days per calendar
year for personal business that cannot be attended to outside normal work hours. Use of sick leave for personal
business must be scheduled in advance.”
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G. Parental Leave

XYZ Parish will pay a minimum eight-week paid paidieave for purposes of childbirth,
adoption or caring for a child following birth od@ption. However, additional paid or unpaid leave i
encouraged based on individual facts and circurnstal?

H. Medical and Other Leaves of Absence

XYZ Parish will allow unpaid leaves for medical@her personal reasons for good and
sufficient reason¥’

l. Health Insurance

Full-time employees and part-time employees regutartheduled to work _ or more hours per
week are eligible to participate in th&yZ Parish group health insurance plan. Currenty,Z Parish
pays the full premium for employees regularly sched to work __ or more hours a week. Employees
who are eligible for health insurance are requicepay a portion of the premium. Employees receive
coverage from the date of hire, provided they énvithin 60 days of that date.

[If applicable, include appropriatdescription of other benefits, e.g., Dental Inswe&rDomestic
Partner Benefits, Flexible Benefits Plan, Life lr@ce, Short Term Disability, Long Term Disability
Insurance, Lay Pension Plan, 403(b) Tax Shelteratlidy, Educational Reimbursement, etc

J. Worker's Compensation

Any employee who sustains a work-related illnessjoiry may be eligible for workers’
compensation. Eligibility for benefits will be @emined byXYZ Parish’s workers’ compensation
insurer and/or the Department of Industrial AcciderAll employees should immediately report a work
related injury to theXYZ Parish Office.

P 1t is the policy of the Diocese that a minimum eight-week paid parental leave will be granted for purposes of child
birth, adoption or caring for a child following birth or adoption. However, additional paid or unpaid leave is
enconraged based on individual facts and circumstances.

If applicable, all congregations also must comply with state or federal law.

Massachusetts Law (M.G.L., c105D) requires that employers with six or more employees grant up to eight weeks
leave without pay for purposes of child birth or adoption to an employee who has completed a probation period or been
employed for at least three consecutive months as a full-time employee. The Federal Family and Medical 1 eave Act
(FMIL_A) requires that employers with 50 or more employees grant up to 12 weeks leave without pay within a twelve-
month period for purposes of child birth, adoption or caring for a child following birth or adoption or in the event of a
serions illness of the employee, spouse or parent (and maintain paid health benefits for the duration of such leave) to an
employee who has completed a year of employment and worked a mininum of 1250 hours over the previous 12
months.

" If applicable, a congregation also must comply with state or federal law relative to medical, e.g., Federal Family and
Medical 1 eave Act (FMI.A), and military leaves.
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K. Unemployment Compensation

In the event of involuntary termination bY¥Z Parish, lay employeesareNOT ELIGIBLE for
unemployment compensation. The Diocese is a oglggorganization and as such is exempt from paying
unemployment taxes on behalf of its employees.

MISCELLANEOUS

[In this section a XYZ Parish may wish to includsaglianeous information or policies, for
example, parking, use of XYZ Parish premises, fiultlmards, telephones, computers, Jetc.
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