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THE PURPOSE OF THIS MANUAL
This manual has a two fold purpose:
1. to ensure that those who administer temporal goods belonging to parishes and to the
diocese are aware of the civil and canonical legislation to which our Church is subject;
2. to be of assistance and guidance for those who accept to offer their services both at the
parish and the diocesan level in the administration of temporal goods.
This manual has as its purpose to consolidate the existing legislation, previous letters and
information bulletins sent by diocesan offices.
The mission of preaching the Word of God, teaching the faith, providing for the needs of the poor
and government of the local Church is the Diocesan Bishop’s primary responsibility. To
accomplish this mission he is to be a good steward of the temporal goods entrusted to his care. To
assist him in accomplishing his mission, he calls upon the skills and talents of members of the
diocesan Church, whether laity or cleric to assist in its administration.
Diocesan regulations governing temporal administration have but one general purpose: to allow
the Church to fulfill the mission entrusted to it by Christ in accord with the appropriate Church
and Civil laws. Everything in the Church must serve this mission, including its temporal assets,
whether they are monetary or in the form of real estate.
The Bishop, having consulted the College of Consultors and the Diocesan Finance Committee, has
appointed a Diocesan Financial Administrator who assists in the administration of the temporal
affairs of the diocese.
Canon 1254, echoing Vatican II (Christus Dominus, 7, 28 and 31, Presbyterorum Ordinis, 8, 17
and 20-21) notes that the Church needs temporal goods to provide for Divine worship as well as
for the formation and support of the clergy and of other persons involved in ministry. In addition,
it must provide for works of the apostolate and for works of charity. In this manner, the Church
will be a living sign and witness of the love of Jesus Christ for all humanity.
Devotional and liturgical celebrations require a proper environment. Thus parish buildings,
especially the church building, require vigilant maintenance and upkeep. Effective apostolic works
likewise require buildings which are well maintained, in good condition, insured, heated, and so
forth. Many of our buildings consume a significant portion of parish revenues, which, for the most
part, are free will offerings of our people given by them so as to fulfill their obligations to provide
for the needs of the Church according to their means (Canon 222§1 and 1261§2). Although
common knowledge, it bears mentioning that the Church, in order to fulfill its mandate, requires
resources and that the faithful have a responsibility to provide for us support.
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PART I – GENERAL PRINCIPLES
A. Juridic persons in the Church
In addition to the physical persons who comprise the Catholic Church, Canon Law also recognizes
two other categories of persons, moral and juridical persons (see Canon 113).
"Moral persons" are those who come into existence without the intervention of any outside
authority, as is the case of a nation or a family in civil law. In Canon Law, the Catholic Church
itself and the Apostolic See are moral persons, we could also mention the College of Bishops.
Moral persons, however, usually operate through juridical persons, recognized by the law and as
such are the subject of rights and obligations according to their nature.
"Juridical persons", are similar to a civil "corporation" and are aggregates of persons or things (see
Canon 114). Juridical persons are perpetual by nature (Canon 120, §1). They are represented by
an administrator: ie. a Bishop on behalf of a diocese, a parish priest on behalf of a parish or a major
religious superior on behalf of a religious institute. Canon law provides that there are a number of
juridical persons in the Church with rights and obligations spelled out in the law.
Certain juridical persons are "public", in the sense that they operate in the name of the Church
itself; others are private, resulting from private initiatives. Among public juridical persons listed
by virtue of the law itself, we could mention the following:





the Conference of Bishops (Canon 449, §2);
the Diocese and other particular church (Canon 373);
the parish (Canon 515, §3);
a religious institute, a province of an institute, and a juridically established religious
house (Canon 634, §1).

Among the consequences of juridical personality, the most important one for the administration of
temporal goods is found in Canon 1256: "Under the supreme authority of the Roman Pontiff,
ownership of goods belongs to that juridical person which has lawfully acquired them."
This principle must be understood correctly. It often happens that there is no direct correlation
between juridical persons in the Church and corporations in civil society. Canon law looks on the
corporation as a means of safeguarding the ownership of ecclesiastical goods (that is, of goods
belonging to public juridical persons, such as those listed above), but does not consider that the
ownership of goods as vested in the corporation. Civil law, in some jurisdictions, interprets these
matters differently.
In Ontario, for instance, parishes (which are public juridical persons) do not have separate civil
recognition. Rather, the diocesan corporation encompasses the diocese, the parishes, and all of its
other constituent parts.
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The 1983 Code of Canon Law indicates that parishes are to contribute to the diocese for the support
of its works (see Canon 1263). Money contributed in accordance with the approved tax instituted
by the Bishop belongs to the diocese and is distinct from money administered by the diocese on
behalf of the parishes.
This principle has particular consequences when a person wishes to leave money to a parish in a
will. Although the corporate name; Roman Catholic Episcopal Corporation for the Diocese of
Sault Ste. Marie in Ontario, Canada. is to be used, this is accompanied by a statement to the
effect that this money is in trust for, i.e., St. N. Parish, or for a particular work or undertaking, or
at the discretion of the Bishop of the diocese.
The goods owned by a juridical person in the Church are not the property of the individual who
administers them. For this reason, a clear distinction must be made between personal goods and
those belonging to the juridical person (parish, diocese, etc.). Not surprisingly then, the Church
has established laws relating to inventories of property.

B. Inventories
Canon law provides that clear and accurate inventories of temporal goods are to be prepared for
each juridical person (see Canon 1283).
The presumption of law is that if goods are given to the administrators of any ecclesiastical
juridical person (such as a parish priest), they are given to the juridical person itself, and not to the
administrator personally (see Canon 1267, §1). Therefore, any goods which are given to the
administrator personally must be clearly indicated as such by the donor.
In the Diocese of Sault Ste. Marie, it is presumed that all goods in a church or rectory belong to
the parish, except those that are listed on signed inventories. Thus, when a parish priest is
transferred to a new parish, he may bring with him only those goods that are his personal property.
All other goods (furniture, office equipment and supplies, household utensils, and so forth) must
remain with the parish. Arrangements for exemptions to this rule must be made, in writing, with
the Diocesan Financial Administrator.
In the event that a parish priest is impeded or dies suddenly and his personal goods have been left
in his will to his family or to other persons, a clear inventory of personal property aids in clarifying
what belongs to the priest and what belongs to the parish. A clear distinction must, therefore, be
maintained between private ownership and parish ownership.
Likewise, it is important that goods designated as part of the stable patrimony of the juridical
person (such as lands, buildings, scholarship funds, and so forth) be distinguished from those
designated for day-to-day operations. Parish priests must ensure that accurate site plans of their
properties are retained in the archives of the diocese.
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The laws of the Church relating to the administration of its temporal goods and the possible
alienation of stable patrimony are quite detailed and have to be applied very carefully. Policy NO
17 “Inventory of goods belonging to the diocese or a parish” in Part II of this manual, spells out
the practicalities for the implementation of the prescriptions of Canons 1281-1288.

C. Responsibilities of the diocese for its priests
The diocese has responsibilities towards those incardinated in the diocese.
Canon 281, §§ 1and 2, spells out some of these obligations: Since clerics dedicate themselves to
the ecclesiastical ministry, they deserve the remuneration that befits their condition, taking into
account both the nature of their office and the conditions of time and place. It is to be such that it
provides for the necessities of their life and for the just remuneration of those whose services they
need. Suitable provision is likewise to be made for such social welfare as they may need in
infirmity, sickness or old age.
It is for this reason that the Diocese of Sault Ste. Marie has established policies relating to:
remuneration of priests, the Clergy Benefits Funds (medical, dental, pension), and the Ministry
Formation Fund.
For similar reasons, in view of the prescription of Canon 231, lay persons who are pledged to the
special service of the Church "have the right to a worthy remuneration befitting their condition,
with due regard also to the provisions of the Civil Law” (relating to minimum wage, benefits, and
so forth). Likewise, they have the right to have their insurance, social security and medical benefits
duly safeguarded."
The Diocese of Sault Ste. Marie has established policies relating to the hiring and working
conditions of lay persons who serve the Church on a permanent basis. Due to the importance the
Church attaches to its teaching on social justice (see Canons 222, §2, and 1286), it is essential that
policies, which are based on principles of natural and social justice, be carefully observed any time
there is a question of hiring persons, lay or religious, to carry out the work of the Church. It is
likewise essential that the civil law relating to employment and social life be duly observed (see
Canon 1286, §2). It is for these reasons that the Diocesan Financial Administrator is to be
consulted prior to the hiring of any employee.

D. A ministry of trust
Those who accept to serve in the administration of temporal goods have assumed a responsibility
on behalf of God's people. It is essential that those entrusted with this mission remain aware of the
applicable legislation, both civil and Canonical. They must also remain abreast of developments
in the experience of the faithful so that their efforts to provide sound administration are based on
accepted principles.

Revision # : 2.02

Revision Date : MAY 1, 2021

5

Original Issue Date: OCT 2003

PART I – GENERAL PRINCIPLES
While in days past it might have been of the greatest importance for the Church to have a “land
bank”, or property, today, in many places it is more important to have access to funds which can
be shared readily with those in need and can be used to further the apostolic mission of the Church.
To facilitate the task of all administrators of Church temporal goods a series of diocesan policies
appear in Part II of this manual. Revisions will be distributed as they are enacted and should be
inserted in the appropriate section. The newer version of the policy will replace the previous one.
In this way, it is hoped that the manual will remain up to date. Careful observance of these policies
will promote the common good of the Church and enable the Diocese of Sault Ste. Marie to carry
out its responsibilities at various levels, not the least of which is on the parish level.

I.

AT THE DIOCESAN LEVEL

A. Responsibility for administration
The administration of ecclesiastical goods pertains to the one with direct power of governance over
the person to whom the goods belong, unless particular law or statutes or legitimate custom state
otherwise, and without prejudice to the right of the Ordinary to intervene where there is negligence
on the part of the administrator (Canon 1279§1).
It is the diocesan Bishop who governs the particular Church entrusted to him with legislative,
executive and judicial power, in accordance with the law. He has responsibility for the overall
administration and stewardship of the temporal goods of the diocese and its component parts, that
is, parishes, diocesan institutions, and works. The Bishop acts in the person of the diocese in all
juridical matters (Canons 391, §1 and 393).
At the parish level it is the parish priest who acts in the person of the parish in all juridical matters
according to the norms of law and who ensures that the goods of the parish are administered
according to the norms of Canons 1281-1288 (Canon 532).
B.

Operative Civil Law

Canon law makes it mandatory for all administrators of temporal goods to ensure that the
ownership of ecclesiastical goods is safeguarded in ways which are valid in civil law (Canon 1284,
§2, 2). For this reason, from the very beginning of the Diocese, steps were taken to obtain civil
incorporation.
In Ontario, Common Law often referred to as Civil Law, has acknowledged that the diocesan
Bishop manages and operates the diocese as a corporation. The first legal act establishing "The
Roman Catholic Episcopal Corporation For The Diocese of Sault Ste. Marie, in Ontario,
Canada." is dated May 25, 1905 and was revised in 1935. The establishment of the diocesan
corporation was by means of legislative action on the part of the Ontario Government.
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The Corporate Charter has a number of clauses, which differ from those found in some other
provinces. In Ontario, the diocese is a “Corporation Sole”. As a “Corporation Sole” the diocese
has neither a Board of Directors nor shares in common.
The following is a summary of some of the important clauses of the Act of Incorporation:
1.

all property, buildings and cemeteries held on behalf of the diocese or its parts are
registered civilly in the name of the Roman Catholic Episcopal Corporation For The
Diocese of Sault Ste. Marie, in Ontario, Canada.;

2.

the Corporation alone has the right to purchase, sell, mortgage or rent property, to make
loans, issue bonds, receive donations from the living or by last will and testament, etc.;

3.

the Bishop (and his successor) is the Sole member of the Corporation Sole;

4.

for certain actions, the Bishop must have the prior consent of the College of Consultors
and of the Diocesan Finance Committee (see Canon 1277).

Two consequences flow from the fact of being a Corporation Sole:
1.

the only legal entity empowered civilly to possess or dispose of the temporal goods of
the diocese is the Episcopal Corporation;

2.

the bishop alone, within the limits established by law, has the responsibility of
determining the rights and obligations of those called upon to cooperate with him in the
administration of temporal goods belonging to the diocese, either on the diocesan or on
the parish level.
Without an explicit authorization (usually called a “procuration”) from the
Corporation, legal transactions are invalid when they concern goods owned by the
diocese or its parts. Likewise, no one, either on the diocesan or the parochial level, can
dispose of (“alienate”) Church goods, whether money or property, except within the
limits of the applicable church or civil law.

C.

Operative Canon Law

In addition to the observance of civil legislation, the diocese must likewise follow the universal
law of the Church for the Latin Church as found in the Code of Canon Law promulgated in 1983.
In addition, pertinent decrees and legislation as agreed upon within the Canadian Conference of
Catholic Bishops are also to be followed. The diocesan Bishop may establish regulations
governing the temporal administration of goods within his jurisdiction (Canon 1276). If there
appear to be conflicts in the application of the various pertinent laws, the resultant problems can
be minimized if, in the decision making process concerning temporal administration, all areas of
competency are taken into consideration. It is important to keep in mind the provisions of Canon
1256 on the Canonical ownership of goods.
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1.

Persons involved in the administration of temporal goods

a.

The responsibility of the local Ordinary

Ordinaries must carefully supervise the administration of all the goods which belong to the public
juridical persons subject to them, without prejudice to lawful titles which may give the Ordinary
greater rights (Canon 1276 §1). Taking into account rights, lawful customs and the circumstances,
Ordinaries are to regulate the whole matter of the administration of ecclesiastical goods by issuing
special instructions, within the limits of universal and particular law (Canon 1276 §2).
Even though the Bishop bears the primary responsibility for the mission of the Church within the
diocese, he fulfills his administrative role with the support, wisdom, advice, and at times the
consent of others. This collaborative effort is especially evident in the consultation and decisionmaking process involved, in the effective operation of the diocese and, by extension, parishes as
well as other structures and works in the Diocese. Some of the people who may be involved in the
decision-making process are as follows:
b.

The Diocesan Finance Committee

In each diocese there is to be established a Diocesan Finance Committee presided over by the
Diocesan Bishop or his delegate. It is to be composed of at least three of Christ’s faithful, expert
in financial affairs and civil law, of outstanding integrity, and appointed by the Bishop (Canon 492
§1). These persons may be laity, religious or cleric. They are to be appointed for a five year term
which is renewable (Canon 492 §2), and they are not to be related to the Bishop (Canon 492 §3).
The 1983 Code of Canon Law and certain directives of the CCCB determine areas where the
Diocesan Finance Committee must be involved (their consent is often required). There are also a
number of optional areas, depending on circumstances. The approved statutes governing the
Diocesan Finance Committee also provide for its mode of operation.
c.

The Diocesan Financial Administrator

In each diocese a Financial Administrator is to be appointed by the Bishop, after consulting the
College of Consultors and the finance committee. The Financial Administrator is to be expert in
financial matters and of truly outstanding integrity (Canon 494, §1). The Financial Administrator
exercises his role in collaboration with the Bishop.
The Financial Administrator is to be appointed for five years, but when this period has expired,
he/or she may be appointed for further terms of five years. While in office he or she is not to be
removed except for a grave reason, to be estimated by the Bishop after consulting the College of
Consultors and the finance committee (Canon 494, §2).

Revision # : 2.02

Revision Date : MAY 1, 2021

8

Original Issue Date: OCT 2003

PART I – GENERAL PRINCIPLES
It is the responsibility of the Financial Administrator, under the authority of the Bishop, to
administer the goods of the diocese in accordance with the plan of the finance committee, and to
make those payments from diocesan funds which the Bishop or his delegates have lawfully
authorized (Canon 494, §3). At the end of the year the Financial Administrator must give the
finance committee an account of income and expenditure (Canon 494, §4).
It is clear that the Financial Administrator in the diocese of Sault Ste. Marie has a stable office and
is called upon to work closely with and report to the diocesan finance committee, the Bishop or
his delegate. In addition to these matters stipulated in Canon Law, the Financial Administrator is
to work closely with and assist all other boards of corporations which are associated with the
efficient operation of the temporal goods used in the mission of the Church in the diocese.
d.

The Presbyteral Council

Canon 495 of the Code of Canon Law stipulates that: In each diocese there is to be established a
council of priests, that is, a group of priests who represent the presbyterium and who are to be, as
it were, the Bishop’s senate. The council’s role is to assist the Bishop, in accordance with the law,
in the governance of the diocese, so that the pastoral welfare of that portion of the people of God
entrusted to the Bishop may be most effectively promoted.
In the Diocese of Sault Ste. Marie, there are two councils of priests. One council of priests for the
French sector and one for the English sector. The task of each council is to collaborate with the
Bishop, and with each other, in best promoting the pastoral governance of the diocese.
e.

The College of Consultors

From among the members of the council of priests, the diocesan Bishop freely appoints not fewer
than six and not more than twelve priests who are for five years to constitute the College of
Consultors (Canon 502, §1).
There are some functions of the college determined by Canon law itself such as the fact that it is
to give its consent for certain matters relating to temporal administration in the diocese. The
Bishop presides over the College of Consultors. If the diocese becomes vacant or impeded, as in
the case of the death of or serious illness of the Bishop, the College of Consultors remains in office
assisting the one who takes the Bishop’s place, a diocesan administrator, who is elected by this
body, during the period of vacancy. Once a new diocesan Bishop is appointed the College of
Consultors continues in office to complete its term or until a new College of Consultors has been
constituted by the Bishop (Canon 502 §2).
2.

Administration of temporal affairs

Canon Law highlights three levels or types of acts in fulfilling the responsibility of administration:
(1) acts of ordinary administration, (2) acts of major importance and (3) acts of extraordinary
administration. Some special attention is also paid to contracts, especially those acts and contracts
concerning the alienation of temporal goods.
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a.

Ordinary administration

"Ordinary administration" is to be understood as all administrative acts necessary for the regular
maintenance of persons and of things, namely, but not limited to, those economic activities which
constitute a stable and habitual order that has been approved by the competent authority. Generally
speaking, such acts are recurring, at least on an annual basis.
Ordinary administration, as envisaged in Canon 1281, would include regular account or book
keeping, banking procedures, payment of invoices, and the like. The Bishop has established that
the Diocesan Financial Administrator may authorize ordinary expenditures up to a limit of
$20,000.00 without additional permission. Any invoice or payment which exceeds this value must
be approved by the Bishop in writing. These amounts encompass contractual agreements, purchase
orders, as well as those acts of ordinary administration which concern changes in property.
b.

Acts of major importance

Canon 1277 prescribes that: In carrying out acts of administration which, in light of the financial
situation of the diocese, are of major importance, the diocesan Bishop must consult the finance
committee and the College of Consultors.
In the Diocese of Sault Ste. Marie, the following acts have been determined to be acts of major
importance:
 major fund-raising (capital) campaigns;
 the building of new churches.
c.

Acts of extraordinary administration

However, in addition to the cases specifically expressed in the universal law of the Church or in
the documents of foundation, the diocesan Bishop needs the consent of the diocesan finance
committee and the College of Consultors to perform acts of extraordinary administration. It is for
the Conference of Bishops to determine what are to be regarded as acts of extraordinary
administration (Canon 1277).
In Canada, by virtue of Decree No. 9 of the CCCB, revised by the Conference in March 2015
(CCCB, Official Document, No. 536-1), the following acts are considered to be acts of
extraordinary administration:
 non-cumulative acts over the value indicated in CCCB Decrees No 38 (see Appendix I)
under acts of alienation, third bullet;
 the acceptance or refusal of an inheritance, a legacy, a gift or a foundation when there
are long-term obligations (generally those of more than 25 years);
 the erection of a cemetery;
 the undertaking or response to a suit in court (settlement of a law suit);
 the purchase of immovable goods (lands and buildings).
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The Canadian Decree notes in the accompanying commentary that, in the case of parishes, it is for
the diocesan Bishop to determine which acts are to be considered acts of extraordinary
administration at the parochial level. See Policy NO 15 “Extraordinary (special) expenses.
d.

Contracts

Canon 1290 provides that: Without prejudice to Canon 1547, (proof by means of witnesses),
whatever the local civil law decrees about contracts, both generally and specifically, and about the
voiding of contracts, is to be observed regarding matters which are subject to the power of
governance of the Church, and with the same effect provided that the civil law is not contrary to
divine law and that Canon law does not provide otherwise. Therefore, prudence would dictate that
competent civil legal advice be sought before any contractual agreement is undertaken.
The Bishop and the College of Consultors have indicated that, for consistency, either the diocesan
lawyer or, to respect local professionals, one agreed upon by the diocese, must be used. The parish
is to absorb all legal costs. The Diocesan Financial Administrator is to be involved in the process
and must advise the diocesan Bishop of any exemptions.
e.

Alienation of temporal goods

One area of contracts where Canon law provides special provisions concerns the conveyance or
alienation of church property. The reason for such consideration is, in part, to make certain that
the intentions of donors and benefactors are duly respected. A secondary consideration is to assure
that property is not disposed of too quickly, or without proper study prior to its conveyance or
alienation.
Property subject to special norms may be either immoveable (lands and buildings), or funds
restricted for a specific purpose (such as: pension funds, health and benefit funds, funds for the
continuing education and formation of priests, seminarians, deacons, and missionary development,
etc.).
When real property has been made part of the stable patrimony of a public juridical person, such
as a diocese or its constituent parts, there are conditions in Canon law that must be met before
ownership may be transferred to a third party, either by sale or donation (Canon 1291). Some of
these will be listed below.
Canon 1295 provides that: The provisions of Canon 1291-1294, to which the statutes of juridical
persons are to conform, must be observed not only in alienation, but also in any transactions
whereby the patrimonial condition of the juridical person may be jeopardized.
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Therefore, the conditions prescribed for alienation must be observed not only in the case of sale or
transfer, but also when the stability of the diocese, or a part of the diocese such as a parish, may
be placed in jeopardy. The following instances, among others, are examples of instances where a
possible lack of stability may arise:
 when property is mortgaged;
 when long-term loans are taken out, even though no property is being mortgaged;
 when money is being used for a purpose other than that for which it was restricted, such
as an approved fund;
 when a church work (e.g. cemetery, retreat center etc.) is entrusted to a corporate board
without the appropriate powers being reserved to ecclesiastical authority to direct its
philosophy and mission and to intervene at other moments when important decisions
are being made (establishing of subsidiaries, contracting of debts, closing the work, and
so forth).
On the basis of the norms recognized by the Holy See for Canada, see Decree No 38 (Appendix I)
in cases of alienation of stable ecclesiastical property in the Diocese of Sault Ste. Marie.
In addition to the monetary matters listed above the Holy See also reserves to itself permission for
the alienation of all historical or artistic works, as well as those donated to the Church by a vow.
To be clear, the diocese has developed inventories of goods that fall into these categories to prevent
their alienation by oversight.
The Bishop is accountable for the proper administration of the diocese and sends a report
concerning the pastoral activity to the Holy See every year. Every five years or in the form and at
the time determined by the Apostolic See the Bishop is to send a report to the Supreme Pontiff
concerning the state of the diocese (Canon 399). This is also known as a ‘Quenqenial or Ad
Limina’ report.

II.

AT THE PARISH LEVEL

A. Responsibility for administration
The parish priest and/or the parish administrator is responsible for the administration of the
temporal goods belonging to the parish. In all Canonical matters, he acts in the person of the
parish, in accordance with the law (Canons 532 and 1282). He ensures a collaborative liaison with
the diocesan Bishop (see Canon 1281, §1). He is not an employee of the parish.
B.

Operative Civil Law

The charter incorporating the Diocese of Sault Ste. Marie does not refer to the role of parish priests
in the temporal administration of parishes, because a parish does not have separate legal existence
in Ontario.
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However, by recognizing the Bishop's right and, in some cases, his duty to consult or share his
responsibilities with others, the charter implicitly determines that parish priests, are the Bishop's
collaborators and share his responsibilities on the parish level.
Parish priests and parish administrators, whether diocesan or religious priests as well as deacons,
receive their mandate from the Bishop and not from the parish pastoral council or from the parish
finance committee. Parish priests have the duty to ensure respect for the universal law of the
Church as well as for diocesan policies and regulations. Any parish priest or administrator would
be remiss in his duties if he were to fail to fulfill the obligations of the ecclesial office entrusted to
him by the Bishop.
Those persons who are mandated by the Bishop to administer a parish must be aware of all that is
to be done and oversee its accomplishment. The administrator of the parish is fully responsible
and accountable for the administration of the parish.
Likewise, a parish finance committee would not help the parish priest if it continually placed him
in the awkward position of having to choose between its own recommendations and those found
in diocesan discipline.
C.

Operative Canon law

A number of prescriptions of Canon law refer to parish priests and to those who collaborate with
them in the administration of temporal goods.
1.

Parish administration

The parish priest, or the one who fulfills this role, is responsible for the proper administration of
the parish. Therefore, it is the responsibility of the parish priest to provide for the pastoral needs
of the parish and to administer the temporal goods of the parish in the best possible way.
However, to assist the parish priest in the administration of its goods, each parish is to have a
parish finance committee composed of members of the faithful and regulated by the law of the
Church as well as by norms issued by the diocesan Bishop (Canon 537). The diocesan norms
relating to parish finance committees are found in Part IV of this Manual ("Parish Finance
Committee").
All persons, whether clerics or laity, who lawfully take part in the administration of ecclesiastical
goods are bound to fulfill their duties in the name of the Church, in accordance with the law (Canon
1282).
Prior to taking office, a parish priest is to fulfill the prescriptions of Canon 1283, 1° and take an
oath to well and truly perform his office. He is to prepare, sign and subsequently renew an accurate
and detailed inventory of: immovable goods belonging to the parish, goods that are precious or of
significant cultural value and all other temporal goods. There is to be a description and appraisal
of these goods.
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One copy of this inventory is to be kept in the parish archives and another copy in the diocesan
archives. Any change in the inventory is to be noted on both copies (Canon 1283, 2º and 3º). This
list is to be updated annually.
Each year, the priest assigned to a parish is to provide the parish finance committee and the
Diocesan Financial Administrator with a list of personal property located in the rectory. As an aid
to insurers, in addition to a hard copy, a certified audio/video of all goods is acceptable.
2.

Fundamental duties of administrators of temporal goods

Canon 1284 spells out in detail the fundamental duties of any person entrusted with the
administration of temporal goods in the Church. In essence they are to perform their duties with
the diligence of a good householder. Therefore, among some of the duties listed in the Canon and
also in diocesan policy are the following:














ensure the safekeeping of goods entrusted to them;
have appropriate insurance policies;
safeguard the ownership of ecclesiastical goods;
observe the intentions of donors;
observe the prescriptions of civil law especially in relation to labor and social policy
(see Canon 1286, 1º);
collect revenue and income when due and apply them for the purposes for which they
were intended;
pay interest on loans or mortgages and repay the capital in due time;
send surplus funds to the office of the Diocesan Financial Administrator;
keep well-ordered books of receipts and expenditures;
prepare an annual financial report;
preserve deeds and other legal documents and have copies deposited with the Diocesan
Financial Administrator;
prepare annual budgets for receipts and expenditures;
render an account to the faithful concerning goods offered to the Church (see Canon
1287, §2).

In addition, parish administrators are to make certain that employees are paid an equitable wage
(Canon 1286, 2o).
Administrators may not, in the name of a public juridical person, either institute or contest legal
proceedings in a civil court without first having obtained the written permission of their proper
Ordinary (Canon 1288). Therefore, no administrator for the Church can in the name of the diocese
or of the parish or any other church organization become involved in or start a lawsuit in the name
of the Church without the written permission of the Ecclesiastical Superior. In the case of the
diocese that superior is the Bishop. Further, in Canada, this permission cannot be given without
the consent of the diocesan finance committee and the College of Consultors (CCCB, Decree No.
9).
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3.

Administration is overseen by the diocesan Bishop

Although the parish priest is responsible for the administration of goods belonging to the parish,
he is subject to the right of the Ordinary to intervene in case of negligence (see Canon 1279, §1).
In almost all cases in the diocese, the proper Ordinary would be the diocesan Bishop.
In the case of other public juridical persons in the Church, if an administrator is not provided for
them in their statutes or documents of foundation, the Ordinary to whom they are subject is to
appoint suitable persons as administrators (see Canon 1279, §2).
Administrators require the written permission of the Ordinary before validly carrying out acts that
go beyond the limits and procedures of ordinary administration (see Canon 1281, §1). The statutes
are to determine what acts go beyond the limits and manner of ordinary administration. If the
statutes are silent on this point, it is for the diocesan Bishop, after consulting the finance committee,
to determine these acts for the persons subject to him (Canon 1281, §2). The finance committee
involved in this situation is the diocesan finance committee and not the parish one. In practice
there has been consultation and recommendations from both levels with the greater weight given
to the diocesan committee.
It is important to note that unless and to the extent that it is to its own advantage, a parish or a
diocese is not held to be answerable for the invalid actions of its administrators. It is however,
responsible for acts illicitly but validly carried out, with due regard for the right to sue or to have
recourse against administrators who have caused it damage (see Canon 1281, §3). Civil
responsibility in such instances, if any, would be determined in consultation with legal experts.
Where ecclesiastical goods of any kind are not lawfully withdrawn from the power of governance
of the diocesan Bishop, their administrators, both clerical and lay, are bound to submit each year
to the local Ordinary an account of their administration, which he is to pass on to his finance
committee for examination. Any contrary custom is reprobated (Canon 1287, §1).
There have been long-standing practices in the diocese that are somewhat unique. It should be
noted that even though things have been done for a long time does not mean that they should not,
once again, be reviewed and approved by the Bishop or the Financial Administrator. It is clear that
the Bishop must be kept informed so as best be able to help if something happens. As for any
required reports, the diocese will provide the appropriate forms.
4.

Procedure to follow for contracts

a.

Administration in general

The parish priest and/or administrator in collaboration with the parish finance committee are
responsible for the administration of the temporal goods of the parish.
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According to Canon law the Diocesan Financial Administrator is responsible for the administration
of the goods of the diocese, under the authority of the diocesan Bishop, and the diocesan finance
committee. The office of the Diocesan Financial Administrator is at the service of parish
administration.
Requests concerning temporal administration to be presented to the College of Consultors are to
be submitted, with the relevant documentation, to the Diocesan Financial Administrator two weeks
prior to the regularly scheduled meeting of the college to be included on the agenda. If they are
not received in time and there is no real urgency indicated, these requests could be placed on the
agenda of the next regular meeting. However, If the matter is urgent, the Diocesan Financial
Administrator could ask the Bishop to call an extraordinary meeting of the college.
b.

Contracts and, in particular, alienation

Generally speaking, the prescriptions of civil law are to be observed and carry the same effects in
Canon law when considering contracts (see Canon 1290).
The permission of the competent authority is required for the valid alienation of temporal goods
which, through lawful assignment, constitute the stable patrimony of a parish (see Canon 1291).
For contracts of sale or purchase, see Policy No. 16 “Contracts” as outlined in Part II of this
Manual.
Among the acts subject to this policy, we could mention:





c.

the sale of land and church buildings;
term mortgage loans;
long-term leases (subject also to the CCCB norms on leasing);
issuing bonds and debentures;
the transfer of property of the corporation to a board of directors without the necessary
reserved powers.

Extraordinary expenses

In case of an extraordinary expense, which exceeds the approved limit determined by the diocese,
the norms of Policy No. “15 “Extraordinary (special) Expenses” are to be followed. The Diocesan
Financial Administrator is authorized to allow emergency repairs at all times up to the limits
outlined above in the section on administration of temporal affairs at the diocesan level.
If the expected extraordinary expense exceeds the value of CCCB Decree No 38 (Appendix I)
under acts of extraordinary administration, first bullet, the Bishop requires the consent of the
Diocesan Finance Committee and the College of Consultors before being able to approve the
request.
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No contract for repairs, modification or expansion, is to be signed before receiving official written
authorization from the Diocesan Financial Administrator. If authorization is granted, the prepared
documents should be submitted to him for signatures thereby binding the diocesan corporation to
the terms of the contract.

III.

THE QUALITIES OF THE ADMINISTRATOR

Much of the discussion to this point has focused on the legislation governing the administration,
the role, responsibilities and limits of the Financial Administrators in managing the temporal goods
of the Church to enable it to accomplish the mission entrusted to it by Christ. Of equal and maybe
even greater importance is a consideration of the necessary qualities of the administrator. If the
administration of temporal goods is to be carried out in the spirit of the Church, a number of
qualities are essential in those who serve as administrators.
A. Being of one mind with the Church
The Church is not a business. Profit is not the primary goal of the Church. Rather, the Church has
a distinctive mission for the world. That mission is to tell the whole world that, thanks to Jesus
Christ, salvation is possible. For Church administrators, then, to be of one mind with the Church
means that fulfilling the mission of the Church is the only priority, not making a profit.
This being of one mind with the Church relies on solidarity. This solidarity at the parish level
means being in union with the diocesan church just as the diocesan church is in union with the
universal Church established by Christ through the Apostles. Therefore, no parish can be a selfsufficient entity, but rather is part of a greater whole.
In many ways, the idea of solidarity or unity could be described as being part of a body. The greater
body is the whole Church of which the diocese is a part, just as the parish is a part of the diocese.
The parish, then, is called to share in the vitality and dynamism of the whole body. To reap the
most out of this sharing or interdependence it is necessary for each part to keep the entire body of
the Church and in particular the diocese in good spiritual, pastoral, cultural, apostolic, missionary
and financial health.
Our present cultural and societal models tend to praise independence and individuality rather than
forming a body or community. In this light, as has sometimes been the case, promoting the idea
that the diocese is a meddler or opponent or indifferent to the needs of a particular parish,
undermines a healthy attitude to who we as a people of God are as Church.
On the other hand, an example of a healthy attitude for solidarity and unity as Church was found
in the establishment of the Parish Assistance Fund. This fund was established to give parishes in
need of financial help the opportunity to borrow money at a reasonable rate of interest. This money
was provided for use by parishes with surplus financial reserves. Those parishes who contributed
to the Parish Assistance Fund also had the opportunity to receive a reasonable rate of interest on
their surplus funds.

Revision # : 2.02

Revision Date : MAY 1, 2021

17

Original Issue Date: OCT 2003

PART I – GENERAL PRINCIPLES
The successor to the original fund is now called The Parish Assistance Fund of the Diocese of
Sault Ste. Marie. It is true that better interest rates for borrowing or investing could be found at
various times and to seek to take advantage of this to gain financially by its manipulation. This
would send an erroneous message. The Church is not out to make a profit but is to advance the
message of Christ and be an effective sign of unity, charity and assistance, especially for the poor.
In a similar manner, we could look at the possible revenues to be generated by the renting of parish
owned halls. Instead of considering only the financial gain, attention must be paid to the fact that
parish halls, especially when they are located in church basements, are to be used for purposes
compatible with the Church's mission and teaching. There may be a loss of some revenue, but the
properly disposed administrator would avoid the risk of tarnishing the reputation of the Church,
diocese or parish and not be open to the criticism of being commercial and profit only driven.
Likewise, the CRA norms for business activities of charities must be observed.
B.

Honesty

Honesty encompasses more than an absence of theft, embezzlement or other acts contrary to the
Commandment “thou shalt not steal...” This quality of honesty may be linked to integrity on the
part of a good administrator. Perhaps the following examples may help to illustrate the concept. It
must be noted that although the examples are presented in a negative light and address only parish
situations, most parishes and their collaborators exhibit exceptional honesty and integrity in their
dealings with the diocese.
If a parish borrowed from the Parish Assistance Fund of the Diocese of Sault Ste. Marie, at the
annual rate determined by the Board of the Parish Assistance Fund, it would be dishonest for that
same parish, once debt free, to refuse to re-invest in the Parish Assistance Fund of the Diocese
of Sault Ste. Marie. It may be true that investing elsewhere could temporarily pay a higher rate
of interest, but this would not benefit the parish, the diocese or the Church in the long term.
Therefore, to promote honesty, integrity and in the spirit of our collaborative mission as Church,
each parish is encouraged to deposit surplus funds, through the diocese, into the Parish Assistance
Fund of the Diocese of Sault Ste. Marie, in order to be able to help other parishes.
It is not honest to postpone intentionally payment of debt. Likewise if there was a false declaration
or even a partial declaration of revenue subject to diocesan administration expense (D.A.E), to
avoid paying the full amount of the D.A.E.
It would not be honest if a parish or its administration refused to take up the collections authorized
or requested by the Bishop. The dishonesty becomes more blatant if funds, or other donations,
were used for purposes other than those intended by the donors or given in response to an appeal
authorized by the competent authority which was publicly announced (see Canon 1267, §3).
It is not honest if a parish or its administration were to ask for authorization to undertake repairs
from the diocese once the work has already begun.
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It is not honest if a parish or its administration were to have bank accounts or funds, excluded from
the annual financial statement or held surreptitiously.
Examples such as these are distressing since they have such negative consequences on the
development of genuine Christian communities. As a result, dishonesty cannot be tolerated.
C.

Competence

Faith does not dispense from respecting the rules of sound administration. For this reason,
members of the diocesan or parish finance committee are to be acquainted with the applicable
legislation and have some competence in administration. The need for the involvement of
competent people as collaborators in the administration of Church goods becomes more important
every day as civil legislation becomes more complex.
Changes in the requirements of law concerning temporal goods are necessary due to the constant
evolution of society and so compliance with them is not simply a matter of choice. Due to constant
changes in the laws governing corporations, pension plans, income tax, property taxes,
investments, insurance, and so forth, it is essential to keep up to date. This constant updating can
be cumbersome and confusing; however, there is little choice if we as a Church, diocese and parish
are to respect the law and protect the goods of the Church. Hence, administrators are to be aware
of their need to keep abreast of the techniques and technologies required for sound administration.
D. Creativity
The primary source of revenue for the Church is the free-will offering of the people. In ordinary
circumstances, this source of income should be adequate to meet the financial obligations of the
parish and leave some to be put aside for other projects or emergencies. However, in some
instances, such is not always the case. The ever increasing reality is that some of our parishes
cannot support the financial demands upon them. Fortunately, many of our parishes have the good
fortune to have administrators with imagination and the gift of creativity. These people are able to
find and invent appropriate means of educating parishioners to support the parish. Even on the
diocesan level, such creativity is needed so as to be able to find diversifying sources of income for
the parishes and the diocese.
Education is a slow, time-consuming process. Effective education does not rely exclusively on the
presentation of a financial report once a year. This is woefully inadequate as a means to inform the
people of their responsibility to assist, according to their means, in meeting the needs of the parish,
the diocese and ultimately the Church. Many people, parishioners and non-parishioners, do not
know what services the Church, and in particular the parish, are offering to the community. People
need to be educated about which services are being offered in their communities by the parish
which require their support. Such services could be evangelization, family apostolate, or ministry
to youth. Once people know what is available, then it is possible to approach parishioners and
other people or groups for support.
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This education is an education in transparency. People should be informed as to how money is
received and spent in the parish community. Parish priests and their collaborators are encouraged
to report, possibly through the parish bulletin or by other means, weekly revenue expenditure
figures compared with budget projections and needs for special projects. The more people know
about our community involvement, the greater the possibility for support financially and through
volunteer help.
Diverse sources of income to support the activities of the parish or the diocese need to be explored.
Rather than relying on bingo or similar games of chance, it would be preferable to encourage
activities which do not focus on the lure of easy money. Activities which develop a more authentic
parish spirit are preferred. Some of the advantages of such activities (i.e. parish suppers, concerts
featuring local talent, socials and bazaars, card parties, marathons, etc.), are the building of
community, the fostering of shared talents and the development of interpersonal social and faith
skills.

IV.

THE PARISH FINANCE COMMITTEE

As far back as 1986, there have been norms relating to the parish finance committee in effect in
the diocese. Some of the reasons behind a number of the changes in these norms may become more
apparent in light of the background provided above. The following articles replace the norms
presented in 1986.
Article I – REQUIREMENT TO ESTABLISH A FINANCE COMMITTEE
1.

Following the prescriptions of Canon 537, a parish finance committee is to be
established in each parish and mission of the Diocese of Sault Ste. Marie.

2.

However, where a mission is entrusted to the parish priest of a neighboring parish, he
shall, in consultation with the Bishop, decide whether separate finance committees are
to be set up for the parish and for the mission.

3.

The parish finance committee is to function according to the following norms in
accordance with the prescriptions of Canon 537.

Article II - THE BISHOP
4.

In the diocese, the Bishop is responsible for the administration of all ecclesiastical goods
that come under his jurisdiction. He has an obligation of supervision over these goods
and requires an accurate reporting of the administration of temporal goods in a parish.

5.

In conformity with the law, the Diocesan Financial Administrator assists the Bishop. He
is also a member of the diocesan finance committee.
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6.

The Bishop may delegate a person, either cleric or lay, to share his responsibilities in
matters relating to administration. Such delegates have the necessary authority to carry
out their duties according to their mandate.

Article III - THE PARISH PRIEST (OR PARISH ADMINISTRATOR)
7.

In the present norms, any reference to the parish priest also includes the priest appointed
as “pro temp” parish administrator.

8.

The parish priest is a collaborator with the Bishop in the parish. He has the responsibility
to administer the parish in conformity with the law and diocesan policy. He is, therefore,
“president” of both the parish pastoral council and the parish finance committee.

9.

In carrying out his duties, the parish priest is assisted by a parish finance committee,
composed of competent and dedicated persons. He is an “ex officio” member and
president (not necessarily chair) of the committee.

Article IV - THE PARISH FINANCE COMMITTEE
10. 1The parish finance committee is composed of the parish priest and at least three other
members, chosen by the parish priest, one of whom is elected as chairperson, another as
vice-chair, and a third as committee secretary. It is best not to include paid employees
of the parish on the parish finance committee.
11. The parish finance committee, through its parish priest, is accountable to the parish and
the diocesan Bishop.
12. The members of the parish finance committee are to be well acquainted with the civil,
Canonical and diocesan regulations relating to the temporal administration of parishes.
13. Any member who serves on the parish finance committee must promise in the presence
of the committee to administer the goods of the parish in accordance with the applicable
regulations and maintain confidentiality at all times.
Article V - MEMBERSHIP ON THE COMMITTEE
14. To be eligible to be an appointed member of the parish finance committee, a person
should be a practicing Catholic, registered in the parish or mission. Any exception to
this must be discussed beforehand with the Bishop who may grant permission for the
exception.
15. Members are appointed for a three-year term, renewable once. They retain their office
even if the parish priest changes in the interim. It is preferable, for the sake of continuity,
that individual terms be staggered. In this way, there will be a regular rotation without
a complete turnover of members.
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16. The appointment of members of the parish finance committee ceases once chosen
successors assume their roles.
17. In the event that an appointed member cannot complete the term of office, the parish
priest shall appoint a replacement to complete the remainder of the mandate.
18. A member of the committee may be removed from the committee, for a just cause, by a
majority vote of the members of the committee. Prior to such a vote, the parish priest
must consult the Diocesan Financial Administrator. If the decision is for removal, the
removed member may have recourse against the decision to the Bishop or his delegate.
Article VI - RESPONSIBILITIES
19. The parish finance committee, in conjunction with the parish priest shall:
a.

attend to the temporal affairs of the parish: revenue, expenses, loans, investments,
book-keeping, repairs, construction projects, contracts, sales, purchases,
employee relations, salaries, etc. In accordance with diocesan policy, the parish
secretary and bookkeeper are not to be voting members of the committee;

b.

apply, according to the principles governing sound administration, the best
possible guidelines for the temporal administration of the parish;

c.

prepare, in accordance with diocesan policy, the annual financial reports to be
submitted to the diocesan administration;

d.

designate one of its members to sit on the parish pastoral council as a member of
that council and accept one member from the parish pastoral council as a member
of the parish finance committee;

e.

attend to the proper maintenance of parish buildings;

f.

administer the goods of the parish in conformity with the civil, Canonical and
diocesan regulations pertaining to the temporal administration of parishes.

20. The parish finance committee is, for the most part, consultative for the parish priest.
Therefore, for decisions made by the parish finance committee to take effect, the parish
priest must agree.
Article VII - MEETINGS
21. The parish finance committee cannot meet without the presence of the parish priest and
shall meet regularly. If need be, special meetings may be called by the parish priest
whether these are initiated by the priest himself or another member of the committee.
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22. It shall meet at least every three months to review its activities to date and establish its
priorities or adjust its estimates for the following trimester.
23. Proper minutes of each meeting should be kept recording resolutions, motions,
decisions, plans of action, etc.
24. An absolute majority of the members of the committee shall constitute a quorum for
meetings and decide a vote if taken. It is preferable that consensus is reached. The
chairperson has a deciding vote in the case of a tie. It is to be remembered that the
committee is consultative and is to aid the parish priest in the decisions necessary for
effective administration of the temporal goods of the parish.
25. With the consent of the chairperson, other persons may be invited to attend portions or
the meeting of the parish finance committee. Such guests do not vote.
Article VIII - MEMBERS
26. The chairperson, with the secretary of the parish finance committee, after consultation
with the parish priest, prepares the order of business and agenda for the meetings of the
committee. The chairperson is to chair the meetings and prepare a report on the financial
situation of the parish. It is up to the parish priest or the chairperson or another one of
their choosing to present this report to the people of the parish.
27. The vice-chairperson fulfills the duties of the chairperson in case of absence or
incapacity.
28. The committee secretary prepares the order of business with the chairperson, attends to
the book-keeping and keeps the minutes of the proceedings of the meetings.
29. Other members may be asked to undertake those tasks which, within their sphere of
competence, are entrusted to them by the committee or the parish priest.
Article IX - PROCURATIONS
30. The procuration for the signing of cheques can be issued only by the office of the
Diocesan Financial Administrator. For the procuration to have effect it is to be signed
by both the Bishop and the Diocesan Financial Administrator. The letter of procuration
is issued to the parish priest and to any other designated and accepted persons due to the
fact that at least two signatures are required on all cheques issued on parish accounts.
The signature of the parish priest must appear on every cheque issued by the parish.
One or more co-signatures may appear with the parish priest. However, these co-signers
may not include the parish secretary or bookkeeper. All signatures must be “live” and
not rubber-stamped, or electronically imprinted. No cheques are to be endorsed then
stored “blank” for future use.
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Article X - RESIDUAL MATTERS
31. The members of the parish finance committee must at all times act with discretion and
confidentiality.
32. The services of the members of the parish finance committee are to be voluntary. No
paid employee, or member of an employee's immediate family may be a member of the
parish finance committee.
33. Members of the parish finance committee are expected to work in cooperation with the
parish pastoral council.
34. Each new member of the parish finance committee is to receive a copy of the Diocesan
Administrative Manual to be kept for the duration of their mandate and returned to the
parish priest before leaving the committee.
35. Only the diocesan Bishop may revise or modify these norms. Doubt or proper
interpretation is reserved to the Bishop or his delegate.

Revision # : 2.02

Revision Date : MAY 1, 2021

24

Original Issue Date: OCT 2003

POLICY No. 1
CIVIL AND CANONICAL REALITY OF PARISHES
1.

Term definitions

Parish: a parish is a certain community of Christ’s faithful stably established within a particular
Church, whose pastoral care, under the authority of the diocesan Bishop, is entrusted to a parish
priest as its proper pastor (Canon 515, §1). Unless the law provides otherwise, a quasi-parish is
equivalent to a parish. A quasi-parish is a certain community of Christ’s faithful within a particular
Church, entrusted to a priest as its proper pastor, but because of special circumstances not yet
established as a parish (Canon 516, §1). Where some communities cannot be established as
parishes or quasi-parishes, the diocesan Bishop is to provide for their spiritual care in some other
way (Canon 516, §2). In the diocese there are parishes as in Canon 515, §1 and what are called
missions which fall under Canon 516. Both quasi-parishes and other communities of God’s faithful
are commonly referred to as missions. The particular Church referred to in the Canons is the
Diocese of Sault Ste. Marie and not an individual parish or faith community.
Civil reality: in Ontario, parishes do not have separate civil recognition, but operate under the aegis
of the diocesan corporation. In our case it is the Roman Catholic Episcopal Corporation for the
Diocese of Sault Ste. Marie in Ontario, Canada.
Canonical reality: the juridical status of a parish, quasi-parish or Christian community as
determined by the relevant Canons of the 1983 Code of Canon Law.
2.

Intent of the directive

To outline the Canonical and civil responsibilities of a parish priest in a parish or mission.
3.

Policy
a.

All property, buildings and cemeteries held on behalf of the Diocese or its parts (such
as parishes) are registered civilly in the name of the Roman Catholic Episcopal
Corporation for the Diocese of Sault Ste. Marie in Ontario, Canada., referred to as
the Corporation. No other civil corporation may be established without the explicit
written consent of the Bishop of Sault Ste. Marie.

b.

The Corporation alone has the right to sell, mortgage or rent property, to make loans,
issue bonds, receive donations from the living or by last will and testament, etc.

c.

The Bishop (and his successor) is the only member of the Corporation Sole.
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d.

Two consequences flow from this:
d1) the only legal entity empowered civilly to possess or dispose of the temporal goods
of the Diocese is the Corporation;
d2) the Bishop alone, within the limits established by law, has the responsibility of
determining the rights and obligations of those called upon to cooperate with him
in the administration of temporal goods belonging to the Diocese of Sault Ste.
Marie, either at the diocesan or parish levels.

e.

Without explicit delegation (one type of which is "procuration") from the Corporation,
legal transactions are invalid if they concern goods owned by the Diocese or its parts.
Likewise, no one can dispose of ("alienate") Church goods, whether money or property,
except within the limits of diocesan policy, either at the parish or diocesan level.

f.

The parish priest is responsible for the administration of the temporal goods of the
parish. In all Canonical matters, he acts in the person of the parish, in accordance with
Canon law (see Canon 532).

g.

However, to assist him in the administration of the goods of the parish, and without
prejudice to the prescription of Canon 532, each parish is to have a parish finance
committee. It should be composed of members of the faithful and regulated by the law
of the Church as well as by norms issued by the diocesan Bishop (see Canon 537). The
diocesan norms relating to the parish finance committee are found in Part I, section IV,
of this manual, “The Parish Finance Committee".

h.

All clerics or laity who lawfully take part in the administration of ecclesiastical goods
are bound to fulfill their duties in the name of the Church and in accordance with the
law (see Canon 1282).

i.

In Canon law, each parish has juridical personality by virtue of the law itself (see Canon
515, §3), that is, it possesses rights and obligations outlined and protected by law.

j.

Among the effects of juridical personality, one significant fact affecting the
administration of temporal goods is set forth in Canon 1256: "Under the supreme
authority of the Roman Pontiff, ownership of goods belongs to that juridical person
which has lawfully acquired them."

k.

This Canonical fact must be understood correctly. It often happens that there is no direct
correlation between juridical persons in the Church and corporations in civil society.
Canon Law considers the corporation as a means of safeguarding the ownership of
ecclesiastical goods (that is, of goods belonging to public juridical persons), but does
not admit that the ownership of goods is vested in the corporation.
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l.

In Ontario, parishes (which are public juridical persons) do not have distinct civil
corporate status. Rather, in our case, the Corporation includes the Diocese, parishes, and
other constituent parts of the Diocese of Sault Ste. Marie.
This does not mean, however, that because the parishes are not separately incorporated,
they do not maintain Canonical ownership of their goods.

m. The Canonical ownership of goods belonging to a parish is actually enhanced by
observing the policies of the Diocese of Sault Ste. Marie for the administration of
ecclesiastical temporal goods.
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POLICY No. 2
DIOCESAN ADMINISTRATION EXPENSE (D.A.E)
1.

Term definitions

Diocesan Administrative Expense is a levy set by the Bishop of the Diocese of Sault Ste. Marie,
following Canon 1263, to help meet the needs of the diocese in its mission of proclaiming the
Gospel.
2.

Intent of the directive

To explain the reasoning behind the necessity of providing a regular source of funding for diocesan
administrative services and pastoral programs offered throughout the Diocese.
3.

Policy

a.

All parishes must remit to the diocese the approved levy, diocesan administration expense
(D.A.E), equivalent to 15% of the ordinary (gross) income from the following list:
i.
ii.
iii.

of all Sunday Collections;
of Christmas, New Year’s and Easter collections;
of all collections, appeals or fund-raising campaigns and special funds that do not have
written D.A.E exemption from the Bishop.

Excluded from the D.A.E are:
i.
ii.
iii.
iv.

the Special Collections as ordered by the Holy See or the Bishop;
the Bishop’s Annual Appeal;
specifically restricted gifts such as bequests and gifts for approved purposes;
subject to the approval of the Bishop, funds raised for capital expenditure may be
exempted (Policy No. 15).

All collections include monies given by the faithful that are considered loose or merely cash
donations on any of the above listed occasions.
b.

The D.A.E. is payable at the end of each month. The amount is calculated by the Diocesan
Financial Administrator’s office and sent out at the beginning of each new year. This
assessment is based on the revenues of the previous year and adjusted at the beginning of the
next calendar year.
A reduction in revenues in year X will reduce the D.A.E in year Y of the next assessment, as
is also the case for an increase in revenues

c.

Following Canon 1263, an extraordinary tax may be assessed only in case of grave necessity.

d.

Questions are to be directed to the office of the Diocesan Financial Administrator.
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POLICY No. 3
INSURANCE POLICIES
1.

Term definition

Insurance: contracts for the protection for goods held in the name of the Roman Catholic
Episcopal Corporation For The Diocese of Sault Ste. Marie, in Ontario, Canada.
(RCECSSM).
2.

Intent of the directive

To ensure the protection of ecclesiastical goods held in the name of the RCECSSM through a
general insurance plan that guarantees adequate coverage.
To observe Canon 1284, §2, 1 which prescribes that administrators of temporal goods are to
arrange insurance coverage for Church goods.
To ensure most advantageous premium and collective representation by having insurance obtained
in the name of the RCECSSM.
3.

Policy

a.

Every parish is to participate in the diocesan insurance program and must ensure that its goods
are protected using this insurance plan.

b.

Depending on the property concerned, insurance coverage shall either be replacement or value
coverage. The type and extent of insurance coverage shall be decided in consultation with the
Diocesan Financial Administrator.

c.

In addition to property insurance, special insurance shall be arranged to cover other potential
liabilities. However, each parish is to implement the recommendations of the insurance
company in order to reduce risk and liability. Such compliance falls in the category of risk
management in the work place i.e., the parish.

d.

Any supplemental, individual or group, insurance coverage over and above the diocesan
insurance plan is to be approved by the Diocesan Financial Administrator prior to purchase.
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POLICY No. 4
PRESERVATION OF TITLE DEEDS,
CONTRACTS, AND OTHER DOCUMENTS
1.

Term definitions

A deed: is a document signed by a guarantor, whereby title to property is transferred from one
person to another.
A contract: is a promissory agreement between two or more persons that creates, modifies, or
destroys a legal relation.
2.

Intent of the directive

To ensure that all legal documents pertaining to the life of a parish, a ministry or service parochial
or diocesan, or even the diocese itself, are carefully preserved.
3.

Policy

a.

In each parish there is to be an archive, in which the parochial books are to be kept, together
with episcopal letters and other documents which it may be necessary or useful to preserve
(Canon 535, §4, see also Canon 486, §1). These archives should be locked. The parish priest
is to take care that documents kept in the archives are carefully safeguarded and do not fall
into unauthorized hands (see Canon 535).

b.

In each curia there is to be established, in a safe place, a diocesan archives where documents
and writings concerning both the spiritual and the temporal affairs of the diocese are to be
properly filed and carefully kept under lock and key (Canon 486, §2).

c.

The original texts of land deeds, site plans, and similar documents are to be kept in the
diocesan archives, under the jurisdiction of the chancellor and the Bishop, who alone are to
have a key (see Canon 487, §1).

d.

The original of contracts duly entered into by a parish should be kept in the diocesan archives.
A certified copy shall be kept in the parish or mission archives.

e.

See Policy No. 23 “Retention of accounting records and parish envelope offerings” with
regard to the preservation of official documents pertaining to temporal goods.

f.

Parish registers shall be carefully preserved in fireproof safes which are kept locked. Older
parish registers may, if appropriate, be sent for safekeeping to the diocesan archives (see
Canon 535, §5).

g.

Since diocesan archives contain information that can be of a confidential nature, admission to
them is restricted to the judgement of the Bishop, chancellor of the diocese or the moderator
of the curia (see Canon 487, §1).
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h.

At the parish level, the permission of the parish priest is required for access (see Canon 535,
§1). It is strongly suggested that the parish priest grant permission for access to parish archives
only after consulting the Bishop or the chancellor of the diocese.

i.

An inventory of documents preserved in the parish is to be prepared by each parish and kept
up to date, with a copy given to the office of the chancellor.

j.

Parish records and files are to be safeguarded on parish property and not in the homes or
businesses of parishioners.

k.

Cancelled cheques are to be kept in a secure place on parish property.

Revision # : 2.0

Revision Date : SEPT 8, 2016

34

Original Issue Date: OCT 2003

POLICY No. 5
BANK ACCOUNTS AND PROCURATIONS
1.

Term definitions

A procuration: is written authorization granted by the Roman Catholic Episcopal Corporation
For The Diocese of Sault Ste. Marie, in Ontario, Canada. to open a bank account in the name
of the Corporation, an account in trust for a parish or a designated work, service or ministry. The
letter of procuration is signed under the authority and seal of the Diocese.
A bank account: is understood to be any account held in a bank or some other financial institution
in the name of the corporation for a parish or specific work, service or ministry in the diocese.
2.

Intent of the directive

The legal title of the Corporation is not to be used without the explicit permission of the Bishop.
Likewise, it is important to make certain that funds held in the name of the Corporation are duly
registered in accounts that are easily identified and identifiable. Therefore, they must be listed on
the annual financial statement.
3.

Policy

a.

All administrators of ecclesiastical goods held in the name of the RCECSSM must obtain from
the office of the Diocesan Financial Administrator the written procuration necessary to make
bank transactions.

b.

A procuration is required to open bank accounts and to complete financial transactions with
the bank in the name of the RCECSSM on behalf of the parish to which the parish priest has
been assigned.

c.

The procuration is also granted, after consultation with the Diocesan Financial Administrator
and the parish priest, to other co-signers on parish bank accounts. One of the co-signers may
be the chairperson of the parish finance committee.

d.

Unless otherwise specified, procuration applies only to the opening and operation of bank
accounts and cannot be used at any time to arrange bank loans on behalf of the parish (or
charitable work) in the name of the RCECSSM.

e.

Each bank account is to be identified as follows:
N.N. of The Roman Catholic Episcopal Corporation for the Diocese of Sault Ste. Marie,
in Ontario, Canada.
“N.N.” could be the name of the parish, cemetery, or charitable work which forms part of the
mission of proclaiming the Good News in the diocese.
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Parish funds are not to be held in an account at a bank or another financial institution in the
name of an individual, including the parish priest.
f.

Separate bank accounts are to be kept.
To minimize the risk and liability to the parish and diocese, as one co-mingled fund is not
permitted.
The following are to be in separate account.
 The general administration of the parish (or work),
 Stipends for Masses not yet celebrated,
 Funds held in trust for a specific purpose, if the purpose for which the funds were
received was given approval by the Bishop or his delegate.

g.

Limits on funds held on deposit in the parish.
Generally speaking, funds retained in the local account for the general administration of the
parish are not to exceed what is required for 4 months of normal operating expenses. All
surplus funds are to be deposited in the Parish Assistance Fund for the Diocese of Sault Ste.
Marie.

h.

Procedure for issuing cheques to the Diocesan Financial Administration Office:
Make cheques payable to RCECSSM of Diocese of Sault Ste. Marie for:





D.A.E. monthly payments
Binations
Lay Employee Health Benefits
Surplus mass offerings; masses which have not been offered, are to be distributed by the
Diocese
 Any other payments to the Diocese of Sault Ste. Marie
 All Special Collections:
Aboriginal Sector
Share Lent
Needs of the Church in the Holy Land
Ministry Formation
Pope’s Pastoral Works
Needs of the Church in Canada
World Mission Sunday
Bishop’s Annual Appeal
Note: All Special Collections are to be sent to the Diocesan Financial Administration
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Office the month following the collection. The charities named above rely on the
Diocese to disburse these collections as soon as possible, in the calendar year collected.

All mail for the Diocesan Financial Administration Office is to be addressed to:
Diocese of Sault Ste. Marie
Diocesan Centre
30 Ste-Anne Road
Sudbury, ON P3C 5E1
ATTENTION: Diocesan Financial Administrator
i.

All cheques sent should bear the parish General Ledger ID Code
i.e.: the Pro-Cathedral Parish North Bay’s code is: NB01
Payments should name the parish and the particulars of the payment. Cheques drawn upon
parish funds must bear “live” signatures of those who possess letters of procuration. A cheque
bearing an electronic or stamped signature will be returned for live signatures.
Following Catholic Mutual Best Practices, two (2) signatures are required on all cheques. One
signature must be that of the parish priest or administrator and the second signature should be
that of a member of the parish financial committee or someone who has been granted signing
authority from the Diocese.

4.

Best Practices

The Diocese has adopted “Catholic Mutual Cares” documents regarding “Review of Parish
Accounts and Financial Control Guidelines” These recommendation are to be implemented
in each parish as much as possible. Please refer to Appendix II.
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POLICY No. 6
BANKING AND THE CONSOLIDATED BANKING SYSTEM WITH RBC
1.

Term definitions

For the purposes of this policy, bank is the institution where financial accounts are held in the
name of the RCECSSM in trust for a parish or pastoral work.
Banking is the action of depositing or withdrawing funds from the bank.
Consolidated Banking System, refers to the arrangement entered into by the diocesan corporation,
with a bank, whereby the bank pays the diocese a daily rate of interest on the total balance,
comprised of the registered parish bank accounts. The parishes participating in the program enjoy
privileges such as: no service fees, unlimited transactions, return of cancelled cheques, etc. The
interest generated from the consolidated banking system is remitted to the diocese to be used, upon
recommendation of the diocesan finance committee, to supplement a pastoral ministry or account.
2.

Intent of the directive

To direct accrued interest earned through the consolidated banking system to a diocesan pastoral
work or account experiencing the greatest need in any given year. The chosen accounts are
determined by the Bishop upon recommendation of the diocesan finance committee. Accounts that
could be chosen are: missionary activities, benefit plans for lay employees and/or clergy, etc..
3.

Policy

a.

Parishes are to bank with the selected bank when one is located within reasonable distance
from the parish.

b.

Parishes not dealing with the selected bank are to contact the Diocesan Financial
Administrator in order to discuss how they can become part of the consolidated banking
system or how the parish can receive the same benefits from the financial institution with
whom they currently do business.

c.

Parishes not participating in the consolidated baking system may be subject to a higher DAE
in order to maintain equity with those who do cooperate in the plan.
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POLICY No. 7
ASSISTANCE TO PARISHES AND PARISH SURPLUS FUNDS
Assistance to parishes in need and parish surplus fund management is realized through a separate
and independent Canadian corporation named The Parish Assistance Fund of the Diocese of
Sault Ste. Marie. (PAF).
1.

Term definitions

PAF is to assist parishes faced with aging or deteriorating buildings, dwindling population, or
those struggling to raise the funds necessary to build necessary facilities.
2.

Intent of the directive

To provide for the efficient operation of the PAF.
3.

Policy

a.

The diocese and its component parts recognize that solidarity is an important dimension of
life in the Church.

b.

Parishes which have a surplus of funds are called upon to assist other parishes in need by
making this surplus available through the Parish Assistance Fund of the Diocese of Sault
Ste. Marie.

c.

Deposits bear a return comparable to fair market return and are assessed annually; parishes
borrowing money from the PAF pay an annual interest rate on their loans as determined by
the board of directors.

d.

A schedule of repayment of loans to the parish assistance fund is established by the board of
directors in consultation with the parish pastor incurring the loan. Supplementary payments
will be credited against the loan principal. These payments may be made at any time without
penalty.

e.

Requests for loans should be submitted to the Chair of the Board of Directors.

f.

A parish may withdraw any part of the monies it has deposited in the fund when funds are
needed for its own projects.

g.

Generally speaking, approximately fifty percent (50%) of the annual operating budget should
remain in the parish and the balance deposited in the Parish Assistance Fund.
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POLICY No. 8
ASSISTANCE TO PRIESTS IN NEED
Assistance to a priest in need is realized through a separate and independent Canadian corporation
named The Clergy Benefit Fund of the Diocese of Sault Ste. Marie (CBF).
1.

Term definitions

Priests in need: priests who, due to illness or other legitimate impediments, are unable to be
assigned to or continue to administer a parish, yet are not eligible to receive pension benefits from
the Registered Pension Plan for priests.
2.

Intent of the directive

To make certain that priests incardinated in the Diocese are cared for in an appropriate manner and
to implement the prescriptions of Canon 281, §§2-3.
3.

Policy

a.

A priest who is unable to continue to exercise the responsibilities of parish ministry shall first
bring the matter to the attention of the Bishop.

b.

If necessary, one or more medical reports may be needed, explaining the nature of the
disability to the Bishop.

c.

If authorized by the Diocesan Bishop, the priest may receive financial support from the Clergy
Benefit Fund of the Diocese of Sault Ste. Marie, according to the policies of the fund. This
support might not be the amount of a full salary.

d.

Additional requirements, such as money to cover living arrangements, special expenses, etc.,
shall be brought to the attention of the Board of CBF for approval.

e.

A priest who has sufficient personal funds to cover these unforeseen costs would be expected
to assist, at least in part, to meet his own needs in order that the fund not be depleted and be
available to those who are unable to provide, at least in a part, for themselves.

f.

If the incapacity to continue in ministry is not based on a medical condition, individual
arrangements shall be made with the Board of CBF.
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POLICY No. 9
CONTRIBUTION TO THE CLERGY BENEFIT FUND
OF THE DIOCESE OF SAULT STE. MARIE
1.

Term definitions

The Clergy Benefit Fund of the Diocese of Sault Ste. Marie (CBF): contributes to the Registered
Pension Plan for Priests for the Diocese of Sault Ste. Marie. The plan is subject to the regulations
of the Pension Commission of Ontario.
Group Health Insurance Plan: the group health insurance program is administered by the Diocese
on behalf of the priests.
2.

Intent of the directive

To provide for the proper and adequate funding of CBF.
3.

Policy

a.

All parishes in the diocese must contribute to the CBF. This contribution is to be made
quarterly by the parish for each clergy member of the plan. These contributions are payable
to the CBF upon receipt of invoice sent by the office of the diocesan financial administrator.
Who must pay into the fund;
a1) The parish portion is to be contributed:
i.
ii.
iii.

if the priest is on loan to another diocese, that diocese pays, or
by the priest himself when on approved leave of absence, or
by the institution for whom the priest is providing non-parochial ministry.

a2) Priests who are 70 plus years of age who are receiving remuneration from a parish or
the diocese must pay deductions for Employment Insurance (EI) but not for Canada
Pension Plan (CPP).
Between 65 and 70 years of age CPP payment is elective. That is to say priests may
choose to pay CPP or not pay it.
a3) On the first day of the month after their 65th birthday, priests who are members of the
Registered Pension Plan of the Diocese are eligible to receive a monthly pension
payment.
b.

Bination, Multiple and Surplus Mass Offerings
Bination Offerings are to be remitted to the Diocese of Sault Ste. Marie, Corporation Fund.
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Multiple Mass Offerings are to be remitted to the CBF. These will help defer the costs for
health services as approved by the Board of the CBF.
Surplus Mass Offerings are to be forwarded to the Diocese of Sault Ste. Marie, Stipends
Fund for distribution where needed.
See Appendix XV (Cheque Issuing Guidelines) for clarification.
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ALIENATION OF TEMPORAL GOODS
1.

Term definitions

Alienation in the strict sense of the term means the transfer, conveyance, gift or sale of temporal
goods belonging to the stable patrimony of a juridical person (diocese, parish) to another person.
In the broad and improper sense, the term alienation also is applied to any transaction by which
the patrimonial situation of a juridical person can be jeopardized (see Canon 1295).
Stable patrimony: goods which, through lawful assignment or decision, have been declared to be
part of the basic endowment of a juridical person (such as lands, buildings, scholarship funds,
endowment funds, etc.), as opposed to those goods used for day-to-day administration (such as
current accounts, cash on hand, etc.).
2.

Intent of the directive

To provide clear guidelines to be observed when there is a question of alienating the stable
patrimony of the Church. Also, to make certain that an accurate account of all temporal goods of
the Diocese of Sault Ste. Marie is maintained.
3.

Policy

a. The inventory of temporal goods belonging to each parish and to the diocese shall clearly
distinguish between goods which have been identified as part of the stable patrimony of the
parish or diocese, from temporal goods used for ordinary administration (Policy No. 17).
b. When it is foreseen that alienation of stable patrimony, in the strict sense or broad sense of
the term, is being considered, this intention, must, in the first place, be brought to the
attention of the Bishop or his designate or to the diocesan financial administrator.
c. For the purposes of this policy, the following acts shall be presumed to constitute alienation:
 when church property is to be sold to others who are not a direct part of the diocese (i.e.,
lay persons, Government institutions, School Boards, etc.);
 when property is mortgaged;
 when long-term loans are being arranged, even though no existing property is to be
mortgaged;
 when money is to be used for a purpose other than which the contributor intended;
 when a work of the Church is entrusted to a corporate board other than the RCECSSM
without reservation of to the competent ecclesiastical authority, the ability to direct its
philosophy, mission and intervene when important decisions are being made: (i.e.
establishment of subsidiaries, contracting of debts, closing the work, etc.).
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d. The Holy See has established a fixed maximum sum governing the necessity to obtain
consent prior for the act of alienation.
e. On the basis of the norms recognized by the Holy See for Canada, and to promote proper
accountability, which was adopted and established to apply in cases of alienation of stable
ecclesiastical property in the Diocese of Sault Ste. Marie. (Appendix I)
Requests for alienations of this type are to be submitted to the office of the diocesan financial
administrator.
f. In addition to monetary matters of alienation, the Holy See also reserves to itself permission
for the alienation of all historical or artistic works, as well as those donated to the Church by
a vow. To be clear, the diocese has developed inventories of goods that fall into these
categories to prevent their alienation by oversight. (Policy No. 17).
g. The prescriptions of Canons 1293-1294 are to be observed in presenting requests for the
alienation of ecclesiastical goods:
 there must be a just reason for the transaction, such as urgent necessity, evident
advantage, a religious, charitable or other grave pastoral reason;
 there must be report, in writing, by at least two experts, concerning the value of the goods
to be alienated;
 normally, goods are not to be alienated for less than the value quoted by the experts;
 funds obtained are to be carefully invested for the benefit of the Church, or prudently
expended according to the purposes of the alienation;
 any request made by a parish priest to alienate goods owned by the parish must be
accompanied by an extract of the minutes of the parish finance council where such a
transaction was discussed and approved.
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POLICY No. 11
CEMETERIES
1.

Term definitions

For the purpose of this policy, a cemetery is a place where human remains, either a body or ashes,
are buried or entombed. Cemeteries are blessed in accordance with proper liturgical discipline.
2.

Intent of the policy

To provide for the appropriate organization and functioning of cemeteries managed by the diocese.
3.

Policy

a.

Parishes which are responsible for cemeteries must maintain the cemetery grounds and keep
accurate records indicating burial plots, burials, perpetual care, and monument funds.

b.

There should be a Board of Directors for the cemetery, independent of the parish pastoral
council or parish finance committee, which follows the Regulation of Cemeteries Act. The
board of directors is to submit to the diocesan financial administrator and the Ontario Ministry
of Consumer and Corporate Services, Cemetery Branch, reports concerning the operation and
care of the cemetery. Semi-annual financial statements are to be submitted to the diocesan
financial administrator.

c.

The cemetery board manages and operates the cemetery in the name of the diocese and/or the
parish. The parish priest or the parish administrator must be a member of the cemetery board
of directors.
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POLICY No. 12
DUTIES OF ADMINISTRATORS
1.

Term definitions

Administrator: for the purposes of this policy, an administrator is the person referred to in Canon
1279, §1, and is the one with direct power of governance over the person to whom the goods
belong, unless particular law or statutes or legitimate custom state otherwise, and without prejudice
to the right of the Ordinary to intervene where there is negligence on the part of the administrator.
Therefore, for the purposes of this policy in the Diocese of Sault Ste. Marie, the parish priest or
the parish administrator and the diocesan financial administrator are the administrators responsible
for the administration of the temporal goods entrusted to them.
Likewise, all who share in the responsibilities of administration, such as members of the parish
finance committee, are, within the limits of their mandate, associated with the task of
administration.
2.

Intent of the policy

To provide for the sound administration of those temporal goods belonging to the Church which
are entrusted to administrators.
3.

Policy

a.

The prescriptions of Canon 1284 are to be carefully observed by all administrators since they
are to carry out their duties with the diligence of a good householder.

b.

These duties include:
 being vigilant over the goods entrusted to them so that the goods not perish or suffer
damage; therefore, adequate insurance policies are to be arranged and kept up to date;
 ensuring that the ownership of ecclesiastical goods is safeguarded in ways which are
valid in civil law;
 observing the provisions of both canon and civil law as well as the stipulations of the
founder or donor or lawful authority, making certain that the Church will not suffer
damage through the non-observance of civil law;
 seeking accurately and at the proper time the income and produce of the goods, guard
them securely and expending them in accordance with the wishes of the founder or
lawful norms;
 paying interest and capital due on loans;
 depositing surplus funds with the parish assistance fund;
 keeping accurate records of income and expenditure;
 preparing an annual financial report to be forwarded to the appropriate
authorities; (see Policy NO 18 “Financial Reports”)
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 preserving records and documents in the diocesan archives; where possible, having
authentic copies made and preserved elsewhere;
 maintaining annual personal and parish inventories;
 making certain that funds are used exclusively for the purpose(s) for which they were
donated (see Canon 1267, §3).
c.

Due to the obligation placed on the Diocesan Bishop to ensure that abuses in ecclesiastical
discipline and the administration of temporal goods do not occur (see Canon 392, §2),
administrators may periodically be visited by diocesan authorities or their auditors, following
the discipline of Canons 396-397.

d.

Good stewardship on the part on an administrator entails foresight, identifying needs,
providing for the upkeep of lands and buildings, seeking the assistance of competent persons,
and working in an open administration.

e.

Diocesan policies regarding banking, contributions to funds, collections, and so forth, are to
be carefully observed by administrators of ecclesiastical goods.

f.

Distinguishing clearly between acts of ordinary administration, acts of major importance and
acts of extraordinary administration so as to observe the appropriate policies in place for each
type of act.
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POLICY No. 13
RESPONSIBILITIES AND PROCEEDURES
OF THE DIOCESAN BUILDING COMMITTEE
1.

Term definitions

The Diocesan Building Committee is comprised of the following: an architect, a consultant in
liturgy and sacred art, a building contractor or project manager and others versed in construction.
The parish priest of the parish involved in a project concerning a parish is always a member of this
committee. The diocesan building committee is to examine and make recommendations to the
Bishop about plans submitted by pastors or parish administrators involving renovations,
construction and major repairs to parish or diocesan buildings.
2.

Intent of the policy

To assure the relevance, need and purpose of the proposed project. The policy ensures that all
precautionary steps have been taken to protect the diocese from liability or other litigation.
3.

Policy

This procedure is to be strictly observed for all major repairs, renovations or construction of
parochial buildings as follows:
a.

Identify the project.

b.

Before proceeding with any major building project, the pastor or parish administrator, the
parish finance committee and the parish building committee, are to submit to the office of the
diocesan financial administrator the plans of the proposed project, along with the estimated
costs to undertake and complete the project.

c.

The diocesan financial administrator is to call a meeting of, the diocesan building committee,
the pastor or parish administrator, the parish finance committee and the parish building
committee.

d.

The parish must:
d1) have on deposit with the Parish Assistance Fund fifty percent (50%) of the total cost of
the project as submitted;
d2) show how it will amortize any debt incurred because of the project.

e.

The Bishop makes the final decision concerning the proposed project after reviewing a written
report from the diocesan building committee and diocesan financial administrator.

f.

Permission is granted to proceed with the project only when detailed plans of the proposed
project are completed and submitted to the diocesan building committee.
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g.

After completion of the approved project, the detailed working “as is” plans are to be sent to
the diocesan archives for safe keeping and for future reference.
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POLICY No. 14
CONSTRUCTION AND RENOVATION OF CHURCHES
1.

Term definitions

Church: a sacred building to which the faithful have access for the public exercise of divine
worship. Such sacred places shall be appropriately designated by the Bishop. Canonically these
places of worship may be deemed a church, a chapel, or an oratory.
2.

Intent of the directive

To ensure that building projects for new churches or renovation projects are undertaken only after
appropriate study and consultation, showing that there is indeed a need for a new building or for
the renovations proposed.
To ensure that applicable civil and canonical legislation is observed before major building projects
are undertaken.
3.

Policy

a.

Since the church is intended to be used for the celebration of the liturgy, particular care must
be taken, in its construction, renovation or maintenance, so that it be suitable for carrying out
the liturgy appropriately and for the participation of the faithful.

b.

The witness of poverty is to inspire the construction, renovation and ornamentation of
churches, respecting true artistic value.

c.

The cost of new construction or renovation will be limited to the financial resources of a parish
and will take into account the religious, pastoral and economic trends. Issues relating to
environmental impact shall also be kept in mind when determining the construction or
renovation costs.

d.

A construction or renovation project requiring a loan will be reviewed and subject to the
approval of the board of the parish assistance fund.

e.

Since the construction or renovation of churches involve many considerations, such as its
liturgical, artistic, financial, technical and legal aspects, several meetings with the parish
building committee, parish finance committee, diocese financial administration office, and
parish assistance fund may occur.

f.

No contracts shall be entered into with architects and planners without prior written
authorization of the diocesan financial administrator.

g.

Following Canon 1215, §1, the express and written permission of the Bishop of Sault Ste.
Marie is required for the building of a new church. Such consent is not given until the Bishop
has consulted the presbyteral council and the pastors of neighbouring churches (see Canon
1215, §2).
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POLICY No. 15
EXTRAORDINARY (SPECIAL) EXPENDITURES
1.

Term definitions

Extraordinary expenditures are those which are not foreseen in the approved budgets, or which
concern certain categories of acts, as listed below.
An eligible project does not include any ongoing normal maintenance costs it must be an
extraordinary expenditure.
2.

Intent of the directive

The Canadian Conference of the Catholic Bishops, in its Decree No 9, as amended March 20, 1992
and reviewed by the Holy See (see CCCB, Official Documents, 536-1), has determined that certain
acts are to be considered acts of extraordinary administration and thus, in virtue of Canon 1277,
require special permission before they can be carried out.
Among such acts are expenditures beyond the value indicated in CCCB Decree No 38 (See
Appendix I), under “For acts of extraordinary administration” at the diocesan level, the acceptance
or refusal of an inheritance or gift to which long-term conditions are attached, the establishment
of a cemetery, court action and the purchasing of immoveable goods.
3.

Policy

a.

In the Diocese of Sault Ste. Marie, in addition to the points listed in Decree No. 9 of the CCCB,
the following are considered to be acts of extraordinary administration:
 construction, renovations, major or significant ordinary repairs to buildings or land
(exceeding $8,000) (roofing, boilers, structural preservation, weeping tiles, etc.);
 long term leasing of buildings or properties;
 major renovations ($8,000 and over) to buildings, rectories, parishes and halls, building
code compliance orders etc;
 the transfer, sale or donation (receiving or giving) of property with a value of $10,000
and more;
 all major fund raising;
 the hiring of pastoral workers or other lay employees to work either full time or part
time, as defined in the Diocesan Administrative Manual;
 the hiring of men and women religious;
 the purchase of furniture, machinery or major equipment.

b.

For parishes and other pastoral works, in the case of an extraordinary (special) expense of
$8,000 or less, the parish may carry out this act provided it has the funds on hand.
The project is to be studied beforehand by the parish priest or administrator and the Parish
Finance Committee/Parish Council.
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However, regardless of the amount of the expense, if a loan is to be made, if the structure of
a building is to be altered, or if the interior of a building is to be renovated, the Diocesan
Financial Administrator must be consulted beforehand.
c.

For parishes and works, if the projected expense exceeds $8,000, the approval of the Diocesan
Financial Administrator is required.
The project is to be studied first by the parish priest (administrator) and the Parish Finance
Committee/Parish Council. The project must be presented to the parishioners and approved
through the respective committee structure.
A minimum of three (3) tenders are required for projects.
Note that all tending contractors will have to provide the following two documents if chosen
for the proposed work.
c1)
c2)

Certificate of Insurance naming the Roman Catholic Episcopal Corporation for the
Diocese of Sault Ste. Marie as additional insured.
Provide a current Clearance of Insurance from the Workplace Safety and Insurance
Board (WSIB).

Note: a contractor unable to provide these documents will not be granted a contract with the
RCECSSM. An owner-operator performing the work himself may, upon the approval of the
Diocesan Financial Administrator, receive permission to perform the said work providing he
fulfills and meets the first requirement.
Fund Raising
If financing is necessary for any project, a special fundraising campaign or other activities
must be planned before any DAE exemption is granted. Adding a collection as the only
response to raising project funds cannot be the only initiative.
DAE Exemption
1.
2.
3.

A fundraising campaign must be planned before any DAE exemption is granted.
A request for DAE exemption must be made before any fundraising commences.
DAE exemption is granted only by the Bishop for:
a.
a specific amount, usually the project actual or budget amount;
b.
a specific length of time;
c.
only applies to contributions donated to the special fundraising campaign or
activities;
d.
all proceeds raised from a campaign or activities are to be deposited in the parish
account with the Parish Assistance Fund Corporation as they are earned.
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Please note that a request for approval of a project should include the following or
a note as why the information is not required.
1.

Please provide a written description of the project.

2.

Please advise in writing if there is a reason or cause for the project.

3.

Please advise in writing if the parish has the necessary funds on hand for the project.

4.

If a loan will be requested, kindly advise how it will be repaid including special
initiatives in addition to collections and any special envelops.

5.

Please note that all requests for loans must be addressed to the Chair of THE
PARISH ASSISTANCE FUND OF THE DIOCESE OF SAULT STE. MARIE,
30 Ste. Anne Road, Sudbury, P3C 5E1.
The Parish Assistance Fund Board requires that 50% of the budgeted project be on
deposit with the Parish Assistance Fund. Currently the interest rate on a loan is 3.0%
(2018). Funds on deposit generate 1% interest plus a bonus interest amount
determined annually by the board.

6.

Please submit a copy of the three quotes received for the project.

7.

Please indicate which tender is recommended by the Parish Finance Committee/
Parish council and why. Please note that the lowest price is not always necessarily
the best selection.

8.

Please note the Parish must request exemption in writing directly from the Bishop
for the 15% DAE not to be paid on the fund raising amount for the project. Fund
raising strategies and budget must precede any application for exemption from DAE
and the strategies and budget report must be attached to the application.

d.

Written permission shall then be prepared and signed by the Diocesan Financial
Administrator.

e.

Any request to sell buildings is governed by Policy No. 10.

f.

Prior to accepting a legacy or an inheritance, the parish must provide copies of a Last Will
and Testament and the related correspondence to the Diocesan Financial Administrator for
approval.
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POLICY No. 16
CONTRACTS
1.

Term definitions

A contract: is a legal document of agreement concerning a matter of mutual concern.
In the present policy, contracts for employment are not covered since they are the object of a
separate policy (Policy No. 41).
2.

Intent of the directive

To ensure that the RCECSSM is properly protected concerning matters that have been agreed upon
by its representatives.
To ensure that the detailed regulations issued by the Canadian Conference of Catholic Bishops, in
its decree No.16, regarding the renting or leasing of ecclesiastical property in Canada, are observed
in the Diocese of Sault Ste. Marie.
3.

Policy

a.

All legal matters must be directed to the Diocesan Financial Administrator who shall seek the
appropriate legal advice. Parishes shall obtain legal advice from the diocesan lawyer, at their
expense.

b.

No contract shall be entered into or signed on behalf of the RCECSSM without a special
permission from the office of the diocesan financial administrator who will have consulted the
Bishop.

c.

No contract for the purchase, sale or expropriation of land or buildings may be entered into
without diocesan authorities being involved. These considerations are also subject to the
norms of Policy NO 15 “Extraordinary (special) expenses”.

d.

Agreements relating to the use of land (i.e.; easements, rights of way, erection of permanent
installations) require the prior involvement of diocesan authorities.

e.

Agreements relating to repairs, renovations or substantial changes in existing buildings are
subject to Policy No. 15.

f.

The leasing of buildings or land is subject to the regulations approved by the CCCB in Decree
No. 16.

g.

No parish, pastor or administrator can borrow money in the name of the parish, personally
sign for a loan, be guarantor of a loan or enter into any other financial agreement in the name
of the parish.
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h.

The diocesan financial administrator must be informed as soon as a parish is notified that it
may receive a bequest. Only the diocesan authorities can grant permission to accept bequests.
This is particularly important if conditions are attached to the Last Will and Testament. All
correspondence and a copy of the Last Will and Testament should be submitted to the diocesan
financial administrator.

i.

Permission of the Bishop is required to be involved in a lawsuit on behalf of the RCECSSM
or one of its parts, or to respond to a lawsuit in the name of the RCECSSM or one of its parts
(see Canon 1288 and CCCB Decree No. 9).
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INVENTORY OF GOODS BELONGING TO
THE DIOCESE OR TO A PARISH
1.

Term definition

An inventory is a list and summary description of property and goods belonging to a public
juridical person operating on behalf of the Church.
Public juridical persons are those aggregates of persons or things which have been duly established
by competent ecclesiastical authority to carry out functions in the name of the Church. Both a
diocese and a parish are public juridical persons by virtue of the law itself.
2.

Intent of the directive

To protect the goods belonging to a public juridical person (the diocese or parish) by having them
listed and verified periodically.
3.

Policy

a.

Following Canon 1283, there is to be a clear and accurate inventory of goods belonging to
each parish and those belonging to the diocese.

b.

This inventory shall list all immovable goods (lands, buildings, scholarship funds, etc.)
belonging to the public juridical person. It shall also list movable goods which are precious
or in any way of cultural value. Likewise, other goods shall be listed, with a description and
an estimate of their current value.

c.

The inventory is to be signed in duplicate. For the parish, one copy is kept in the archives of
the parish and the other forwarded to the office of the diocesan financial administrator and
then placed in the diocesan archives.

d.

Any change in inventory is to be noted on both copies.

e.

Up-to-date plans for sites and buildings of each parish must be submitted to the diocesan
financial administrator to be saved in the archives. Photocopies, photographs or video tapes
of buildings and valuables should also be kept at both the parish and diocesan archives.

f.

When a parish priest is transferred to another parish, he is to sign the inventory and give it to
his successor, who shall also sign it, acknowledging that the goods listed therein are indeed in
the parish.
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g.

Likewise, priests assigned to a parish must also prepare an inventory of their personal property
in the rectory. One signed copy should be given to the chairperson of the parish finance
committee and another to the diocesan financial administrator. It is presumed that any goods
(furniture, office supplies, equipment, etc.) in a rectory or church belong to the parish, even if
they were not listed on the parish inventory. Only those goods that are listed on the priest’s
personal inventory can be removed from the parish on the occasion of a transfer or given to
his family or beneficiaries on the occasion of his death.

h.

The diocesan financial administrator shall prepare an inventory of goods belonging to the
diocese or entrusted to it, distinguishing between the stable patrimony of the diocese and those
goods used for day-to-day operation. This inventory shall be reviewed on occasion by the
diocesan finance committee.

i.

Due to the fragile nature of and short-term life expectancy of computer-generated discs, tapes,
C.D.`s, pictures, all data of an historical nature should be hard copied and kept in parish
archives.

j.

The office of the diocesan financial administrator or a delegate shall prepare and distribute
forms to be used in creating the inventory. (Appendix III).
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FINANCIAL REPORTS
1.

Term definitions

The financial report (Appendix IV) is the document to be forwarded to the diocese, listing revenues
and expenditures for the previous fiscal year.
2.

Intent of the directive

To provide for appropriate accountability and management of resources at the diocesan level.
3.

Policy

a.

All parishes must file an annual financial report. Financial statements must be remitted on or
before the first Friday of the month of February of the new year.

b.

Forms for this purpose are supplied by the diocese, (Appendix IV)

c.

This report is to be forwarded to the diocesan financial administration office.

d.

When there is a change of parish priest or administrator, a report is to be forwarded to the
diocesan financial administration office for the time of administration from the beginning of
the year to the end of his appointment.

e.

The diocesan financial administration office may provide feed-back on the report and offer
suggestions for future administration. The diocesan financial administrator is always
available to meet the parish priest and the parish finance committee.
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POLICY No. 19
GOVERNMENT REPORTS TO BE COMPLETED
1.

Term definitions

For the purposes of this policy, government reports, are those required by the Canada Revenue
Agency (CRA), mandatory declarations concerning funds received, taxation, employment
benefits, etc., for all levels of government.
2.

Intent of the directive

To ensure compliance with all applicable legislation, in order to ensure the continued non-profit
charitable status of the parish.
3.

Policy

a.

Any mandatory report to be filed with Government authorities is to be prepared and presented
within the prescribed time-limit.

b.

In case of doubt, the diocesan financial administration office is to be consulted.

c.

Copies of any report filed directly to Government authorities are to be sent to the office of the
diocesan financial administrator. Originals are to be kept in the parish archives.

d.

All such reports shall be accurate and compliant.

e.

Reports relating to the activities of the RCECSSM are the responsibility of the diocesan
financial administration office.

f.

In the case of any complaint from Government authorities concerning the content of a report,
or if the one who prepared the report contests the interpretation of the authorities, the diocesan
financial administration office is to be notified immediately so that maximum assistance can
be given.
Failure to handle these matters judiciously could result in serious harm to other parishes, to
the diocese or could result in the complete revocation of the parish`s charitable status and
registration number, or even result in a monetary penalty.
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POLICY No. 20
COLLECTIONS
1.

Term definitions

Collection: the gathering of funds from the faithful for a specific purpose.
2.

Intent of the directive

To make certain that funds contributed for a specific purpose are used for that purpose.
To avoid a proliferation of collections.
3.

Policy

a. Ordinarily, on Sundays and holy days of obligation, there is but one collection authorized
during Mass, the offertory collection which has liturgical meaning.
b. Only the Bishop of the Diocese of Sault Ste. Marie is authorized to approve other collections
taken up in any parish. For example, worthy collections for foreign country projects or disaster
relief/assistance require the Bishop’s approval.
c.

Money realized through a collection is to be used exclusively for the purposes for which it has
been received.

d.

Special collections as mandated by the Bishop and the Holy See may be taken in whatever
way the parish priest deems most suitable for his parish. See Appendix III for Special
Collection dates.

e.

All collections held during mass should be transferred to a plastic security bag immediately at
the time of the collection.

f.

Money belonging to the parish is not to be kept, even for safe-keeping, in the home of any
parishioner. Collections are to be counted, recorded and banked as soon as possible. The
guidelines provided in Appendix II under Cash Receipt/Money Counting must be strictly
observed. This is recommended for insurance and personal security reasons.

g.

In each parish, the faithful shall be informed about the purpose of each special collection and,
in due time, given an account of the results, following Canon 1287, §2.

h.

At the end of the month following a special collection the amounts collected should be
remitted to the Diocese. The amounts received will be redistributed to the recipients. The
following are the special collections prescribed in the Diocese of Sault Ste. Marie: (Appendix
II and Appendix V)
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1.

Aboriginal Sector
The Aboriginal Sector collection is taken on the last Sunday of January. The funds are
used for pastoral ministry to the Aboriginal Sector of the diocese.

2.

Share Lent (Development and Peace)
The collection for Share Lent (Development and Peace) is taken on the Fourth Sunday
of Lent. The organization was founded by the Bishops of Canada and carries out its
work in developing countries.

3.

Needs of the Church in the Holy Land
The collection for Holy Land is taken on Good Friday. This collection helps Christians
and their communities in the Holy Land. Together, we can continue to solidify the sacred
home of Christ.

4.

Ministry Formation
The collection for Ministry Formation takes place on the Fourth Sunday of Easter. The
funds are used for the continuing education and formation of candidates and the faithful
in diocesan ministry.

5.

Pope`s Pastoral works
The collection for the Pastoral Works of the Holy Father is taken on Trinity Sunday.
The proceeds are sent directly to the Holy Father through the Apostolic Nunciature.
This collection, which is taken throughout the Church, allows the Holy Father to respond
charitably to needs throughout the world.

6.

Needs of the Canadian Church
The collection for the Needs of the Canadian Church is taken in September each year.
The proceeds are used to support the Bishops of Canada in their national work and to
support the specific needs of the Northern mission dioceses of our country which are
unable to support themselves. (Look up CCCB description)

7.

World Mission Sunday
The proceeds from the collection on Mission Sunday are sent to the Society of the
Propagation of the Faith and Les Oeuvres Pontificales to assist poor dioceses worldwide.

8. Canadian Missions Initiative
To assist with the need of missions across Canada.
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POLICY No. 21
FUND-RAISING ACTIVITIES
1.

Term definitions

Fund-raising activities are understood to be those financial undertakings distinct from offertory
collections taken in church (Policy No. 20) or from bingo and other games of chance (Policy No.
24 and Policy No. 15) where money is raised for special purposes. These can include special
projects either within a parish or beyond its confines.
2.

Intent of the directive

To provide assurance that funds contributed be used exclusively for the purposes for which they
were received.
3.

Policy

a.

According to Canon 1265, §1, no private juridical or physical person can begin a quest or
fund-raising activity for any pious or ecclesiastical institute or purpose without the written
permission of the proper Ordinary and the local Ordinary.

b.

In the Diocese of Sault Ste. Marie, any fund-raising proposal on behalf of the Church or one
of its works which is not covered by Policy No. 20 "Collections", must be submitted to the
office of the diocesan financial administrator for approval (See Policy No. 15). Annual parish
picnics, dances etc... which are traditional in parishes are exempt.

c.

The purpose for fund-raising activities must be clearly stated. A clause allowing for another
use of the funds if the initial purpose cannot be realized is to be part of the stated purpose.

d.

Fund-raising activities must refer in their literature to the permission received from the
appropriate diocesan authority.

e.

Civil laws relating to fund-raising activities such as, obtaining a license, reporting
requirements, etc., must be observed.

f.

Funds raised by any approved means are to be kept in a separate account from the general
account of the parish, work or diocese. These are restricted funds given for a specific cause
or work.

g.

Permission to raise funds carries with it the obligation to provide to the diocesan financial
administration office a periodic report on the results of the campaign and the use of the
proceeds.
Note that funds raised outside parish property will require a certificate of insurance. This may
be obtained by contacting the diocesan financial administration office. The request will
include the following:
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the location of the fund raiser (name of additional insured);
the time and date of the event;
the hours of operation;
the person responsible for the event.

h.

Any change in the use of the funds collected must be approved, beforehand, by the diocesan
financial administrator and have permission from the donors.

i.

Following Canon 1287, §2, and Decree No. 33 of the CCCB, the faithful shall be given an
account of the results of the fund-raising activity.
Lottery applications must be filed with the city as they are very specific.
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OFFERINGS OF THE FAITHFUL
1.

Term definitions

Offerings of the faithful are gifts/donations given on the occasion of the celebration of a sacrament,
a sacramental or other occasions.
2.

Intent of the directive

To make certain that the offerings of the faithful are disposed of according to their intentions and
that the parishes have the appropriate financial resources.
All amounts received (i.e. Official Tax Receipts) and disbursed must be managed in accordance
with CRA regulations (i.e. T4, source deductions, etc.).
3.

Policy

a.

All sums of money given by the faithful, in any form, with the exception of those listed below,
are to be turned over to the parish.

b.

From these sums, the parish is to pay for the maintenance of parochial buildings, the expenses
of worship, the upkeep of the rectory and priests' and employees' salaries.

c.

Pastoral sensitivity should guide the pastor or parish administrator in the matter of a stipend
for weddings and funerals (Policy No. 26).

d.

Musicians and vocalists are to be given a just honorarium/payment for weddings by the
families of the wedding party. If the honorarium is paid by the parish, this is taxable income
for the musicians and vocalists.

e.

Following Canon 1267, §1, unless the contrary is clear, offerings made to those in charge of
any ecclesiastical juridical person, such as a parish, are presumed to have been made to the
juridical person itself.

f.

Priests may retain personal offerings and gifts, provided the intention of the donor is clear that
the gift be for the personal use of the priest, and not of the parish or another pastoral work.
Income Tax receipts cannot be issued for such donations.

g.

All parishes are to use the envelope system for collections. This will allow for the issuing of
official receipts (Receipted Offerings per T3010) for Income Tax purposes as required by the
Canada Revenue Agency. (CRA)

h.

Parishes must ensure that their books are maintained in accordance with the methods set up
and approved by the Diocese of Sault Ste. Marie and Canada Revenue Agency (Appendix VI).
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POLICY No. 23
RETENTION OF ACCOUNTING RECORDS
AND PARISH ENVELOPE OFFERINGS
1.

Term definitions

Retention: the act of holding and preserving information and records.
Records: written parish financial transactions which have been collected and preserved.
Offerings: a contribution or donation made to the parish.
2.

Intent of the policy

To ensure that the RCECSSM is protected with reference to the retention of parish accounting
records and envelope offerings, and to comply with all legal obligations.
3.

Policy

a.

The general rule of subsection 230 (4) of the Income Tax Act allows a client to destroy certain
records after a period from two (2) to six (6) years following the end of the taxation year for
which the record was required. (Appendix VI)

b.

A general ledger must be kept for the life of a charity. It can be destroyed only two (2) years
after the charity has ceased to exist.

c.

All invoices, cancelled cheques, recording sheets, bank deposit books and bank statements
can be destroyed after six (6) years following the end of the fiscal period for which they were
issued.

d.

Church offering envelopes must be retained for a period of six (6) years following the end of
the fiscal period for which they were issued.

e.

Duplicates of issued Income Tax receipts must be retained for a period of six (6) years
following the end of the fiscal period for which they were issued.
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POLICY No. 24
BINGO AND OTHER GAMES OF CHANCE
See Policy No. 21
1.

Term definitions

Bingo and other games of chance: are fund-raising activities on church premises where winners
are given cash prizes and so come within the jurisdiction of the Alcohol and Gaming Commission
of Ontario as well as the local municipality.
2.

Intent of the directive

To make certain that parishes and church institutions do not rely excessively on games of chance
as their fund-raising activities.
3.

Policy

a.

Where it has been traditional to hold bingos and other games of chance on church premises,
as a fund-raising activity for the parish, all civil regulations must be observed.

b.

However, such games of chance should not be organized on a regular basis (for instance, each
week) due to the negative message they send to the people. Indeed, where possible, games of
chance should be eliminated.

c.

Where a bingo and other games of chance are held, separate accounting is to be kept for all
revenues and expenditures. The account books for these revenues are to be available to the
diocesan authorities at any time. Revenues should be reported on the appropriate line of the
annual financial statement.

d.

A parish that wishes to begin holding a bingo or other games of chance on a regular basis must
first consult the diocesan financial administrator.

e.

Revenue received from such activities is not subject to the diocesan administration expense
since a lottery license was issued for the activity.
Lottery applications must be filed with the city as they are very specific.
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POLICY No. 25
OFFERINGS FOR THE CELEBRATION OF MASSES
1.

Term definitions

Mass offerings: a gift freely given by the faithful to a parish for the celebration of Mass for a
specific intention.
"Announced" Mass: a Mass that is publicly announced, indicating the place, day and time of
celebration, as well as the intention for which it is being offered, and at which there is the
participation of the faithful.
Stipend: the amount paid to the celebrant of a Mass.
2.

Intent of the directive

To make certain that the intentions of the faithful are duly respected when offerings are made for
the celebration of Masses.
To avoid any semblance of trafficking or trading in the distribution of Mass offerings (Canon 947).
To implement CRA rules concerning offerings and honoraria and provide for greater transparency
and accountability. Such stipends are to be reported as income and the appropriate deductions,
where applicable, are to be made.
3.

Policy

a.

In accordance with the approved custom of the Church, any priest who celebrates or
concelebrates a Mass may accept an offering to apply the Mass for a specific intention (Canon
945, §1).

b.

Where the faithful are informed and accept the policy, an announced parish Mass may be
celebrated for more than one intention. However, in such cases, the celebrant only receives
the customary stipend.

c.

In the Diocese of Sault Ste. Marie, offerings for a Mass have a suggested maximum donation
of $15.00. (Appendix VII) The celebrant may celebrate for up to three intentions during one
mass. Of these paid intentions, the celebrant receives the stipend for one Mass daily and must
remit the bination funds to the Diocese of Sault Ste. Marie, and all other intentions to The
Clergy Benefit Fund of the Diocese of Sault Ste. Marie, under the Multiple Stipend heading.
This regulation also applies to parishes served by religious priests. (Appendix VIII)

d.

The stipend for a Mass celebrated privately is retained by the celebrant and is to be reported
as income with the appropriate deductions, where applicable, made.
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e.

Mass obligations and their offering must not be retained for more than one year. Any surplus
masses obligations must be forwarded to the diocesan financial administration office to
distribute them to the parishes, missions or priests (Canon 956).

f.

In the case of a sum of money left in a Last Will and Testament for Masses to be celebrated,
without any indication of the number of Masses, the following formula shall apply.
1.

No last will and testament shall bind for more than thirty consecutive Masses (based on
the age-old custom of the month's mind Mass).

2.

If the amount received totals less than the usual Mass offering for thirty (30) Masses,
Masses are celebrated according to the usual Mass offerings available.

3.

If the amount received totals more than the usual Mass offering for thirty (30) Masses,
then the thirty Masses are celebrated. The celebrant receives the customary stipend, the
parish or institution which received the bequest retains fifty (50) percent of the surplus
and the remaining fifty (50) percent is to be sent to the office of the financial
administrator to be put into the appropriate fund.

4.

Executors of last wills and testaments are to be informed of this policy before the legacy
is accepted. If objections are raised, the chancellor and the diocesan financial
administrator are to be consulted.

5.

If the number of Masses where a donation accepted is specified, then that number of
Masses must be celebrated. Canon 956 is also to be observed.

g.

Parish priests are required to celebrate the "missa pro populo" on Sundays and on other holy
days of obligation. A parish priest who is lawfully impeded from this celebration is to have
someone else satisfy the obligation on these days or apply it himself on other days (Canon
534, §1). No offering may be received for this Mass, however, in view of the present diocesan
legislation, a bination Mass may be used for this purpose.

h.

A visiting priest invited to celebrate a marriage shall receive the mass stipend. Any other
expenses are to be assumed by those who invited the celebrant.

i.

On the occasion of a parish concelebration, each concelebrant is entitled to receive one
"Community Mass" or "Mass without participation" offering. In the case of a community
Mass, (3c) of the policy is to be observed, however, according to Canon 951, §1, a priest who,
on the same day, celebrates a second Mass may not accept an offering for that Mass.

j.

See Policy No. 26 "Honorarium for Funerals and Weddings”. A distinct policy is in place for
the honorarium to be given on the occasion of funerals and weddings.
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k.

The norms relating to Mass offerings of Canons 945-958 are to be observed.

l.

In case of doubt as to the intention of the donors, the chancellor is to be consulted.

Revision # : 2.0

Revision Date : SEPT 8, 2016

81

Original Issue Date: OCT 2003

THIS PAGE INTENTIONALLY LEFT BLANK

82

POLICY No. 26
HONORARIUM FOR FUNERALS AND WEDDINGS
1.

Term definitions

Funeral: the celebration of Christian burial, in a church or approved chapel, or prayers for a
deceased person according to the appropriate funeral rite.
Wedding: the celebration of a marriage in a church with or without Mass according to the
prescribed ritual.
2.

Intent of the directive

To provide for uniform honoraria throughout the Diocese. It is to be noted that the suggested
donations for weddings or funerals are maximum amounts and may be reduced so as to not
unjustly burden the faithful.
3.

Policy

a.

The suggested maximum donation for funerals and weddings is $275.00 paid to the parish.
The parish pays $75.00 to the celebrant (priest or deacon) for a service celebrated at the parish,
cemetery or funeral home. This payment remains the same for any funeral or wedding
occurring on the same day.
Note: this policy applies whether the funeral rite is celebrated in the funeral home or the parish
church (Appendix IX).
Funerals held in funeral homes are the responsibility of the parish priest. If the pastor is unable
to fulfill this commitment, he may appoint a replacement, if not, the policy for funerals and
weddings applies.
Funerals of individuals who do not have affinity with a parish belong to the parish in the
geographical area of the residence of the deceased (see Appendix XIV for the geographical
boundaries of parishes within the diocese).

b.

Honoraria paid to organists, instrumentalists, cantors, choirs or any other service are in
addition to the suggested donation/offering for funerals and weddings. Such honoraria are
taxable to the recipient.

c.

If the family chooses to obtain the services of another member of the clergy.
1. The family is responsible for any remuneration over and above the suggested maximum
donation.
2. The parish priest must give his consent prior to inviting any visiting clergy to perform a
service.
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3. If the visiting clergy is from another diocese or ecclesial jurisdiction, the chancellor must
be consulted to provide the necessary faculties for the celebration.
d.

A memorial Mass celebrated in place of the funeral Mass with the body or cremated remains
present is considered a funeral Mass and, as such, the honorarium and mass stipend for
funerals applies.

e.

In the case of the validation of a marriage already celebrated, pastoral sensitivity will
determine if an offering/honorarium applies.
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PARISH FINANCE COMMITTEE MEMBERS – OATH
1.

Term definitions

Oath of office: the promise prescribed by canon law to be taken before assuming an ecclesiastical
office.
Ecclesiastical office: a position or responsibility as defined in canon law.
2.

Intent of the directive

To provide for good administration of temporal goods belonging to a parish.
3.

Policy

a.

As in Canon 1283 for those taking up an ecclesiastical office, before becoming part of the
parish finance committee, each prospective member shall take an oath of confidentiality.

b.

The oath shall be taken in the following or similar words:
"I, N.N., upon assuming membership in the Parish Finance Committee of N.N. Parish, do
hereby swear and promise to perform conscientiously the duties assigned to this committee in
its approved statutes and to observe the required secrecy relating to matters discussed in the
Committee."

c.

The oath shall be taken before the parish priest or his delegate. It need not be repeated when
the member begins to serve a consecutive term on the committee. In the interest of
transparency, this oath could be taken at a Sunday Mass. In this way, parishioners are kept
informed.
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POLICY No. 28
CHANGE OF PARISH PRIESTS
1.

Term definitions

A parish priest: is the priest appointed as pastor of a parish (Canon 519), or the administrator duly
appointed (Canon 539) to care for a parish community on a temporary basis.
2.

Intent of the directive

To provide for a smooth administrative transition when there is a change of parish priests.
3.

Policy

a.

When a parish priest (or parish administrator) is transferred to another parish or function,
before leaving the parish, he shall examine the parish inventory, sign and date it. This is to
correspond with the copy on file at the office of the diocesan financial administrator. He shall
also submit to the chairperson of the parish finance committee and the diocesan financial
administrator a signed inventory of personal property in the rectory being taken with him as
he moves.

b.

A financial report is to be prepared and forwarded to the office of the diocesan financial
administrator for the period of the fiscal year that has elapsed. This report is to be verified and
signed by the parish finance committee.
On the date of the appointment of the new pastor the Diocesan Financial Office will perform
an internal review of the financial statement prepared up to the said date. The Diocesan
Financial Office will also verify the compliance to all diocesan policies.

c.

The incoming parish priest (or administrator) is to receive a copy of the inventory, verify that
the items listed are really in the parish, and sign it.

d.

If necessary, the new parish priest (or administrator), upon assuming office, may ask to have
an audit of the parish finances undertaken at parish expense with the authorization of the
diocesan financial administrator.
Any changes in the status of employees in the parish are to be discussed with the diocesan
financial administrator. No one may be hired, or terminated unless Policy No. 41
"Employment contracts and dismissal of employees" is adhered to.
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POLICY No. 29
FINANCING OF ABSENCES
1.

Term definitions

An absence: a period of time approved by the Bishop or his delegate, during which a priest may
undertake a renewal program, carry out a program of graduate studies, pursue non-ministerial
work, or any other initiative.
2.

Intent of the directive

To provide a leave for priests incardinated in the diocese.
3.

Policy

Absences
a.

According to Canon 279, clerics are to continue their sacred studies even after ordination. At
times determined by the law, they are to attend courses, theological meetings or conferences,
which offer them an occasion to acquire further knowledge of the sacred sciences and of
pastoral methods.

b.

The Bishop of Sault Ste. Marie or his delegate determines the duration of the absence.

c.

A priest who is granted a leave retains his office as assigned by the Bishop. The diocese is
responsible for: tuition, room, board, required books, travel and the priest's full salary, but not
personal items. The parish is responsible for the salary, room and board of the replacement
priest. These expenses come from the Ministry Formation Fund.

Sabbaticals
d.

After the completion of seven (7) years of active full-time ministry, priests may request a
sabbatical leave. Permission for a sabbatical leave depends upon the pastoral situation of the
diocese, the personal needs of the priest, and the availability of approved programs.

e.

Policy No. 33 "Remuneration, Replacements, room and board", shall be applied in the case of
priests assigned by the Bishop of Sault Ste. Marie for absences.
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POLICY No. 30
PAYMENT OF COSTS FOR RETREATS AND WORKSHOPS
1.

Term definitions

Retreat: the annual time that each cleric is obliged to spend in prayer and spiritual renewal, (Canon
276, §2, 4°).
2.

Intent of the directive

To provide for the expenses related to the annual retreat of clerics.
3.

Policy

a.

Each priest and deacon incardinated in the Diocese of Sault Ste. Marie is obliged to make an
annual retreat. The priest may attend the annual diocesan retreat or choose to attend another
one. If a priest chooses a different retreat, he is responsible for the difference in cost between
the diocesan retreat and the alternative. He is also entitled to one annual workshop at the
expense of the parish. The priest or deacon is responsible for the cost of transportation to the
retreat of his choice.

b.

The retreat varies from year to year. A retreat is held every year for the English and the French
priests separately. At times, a meeting or workshop is organized for both the French and
English-speaking priests of the diocese. This plenary session is usually held every other year
and all priests in active ministry are expected to attend.

c.

The parish is to pay for the retreat of each priest assigned to the parish.
Retired priests may attend retreats; all costs will be funded by the diocese.

d.

Likewise, the parish or institution is to pay the expenses for a replacement priest during the
retreat time, if required.

e.

The cost for workshops and days of renewal initiated and sponsored by the Renewal
Committee of the Bishop`s Council of Priests or Deacons is paid according to the budget of
the Renewal Committee.
The priest or deacon is responsible for his transportation.

f.

Those priests or deacons from outside the diocese of Sault Ste. Marie, who are invited to
preach a retreat are to have the organizers contact the chancery office so that letters of
recommendation and faculties may be granted to the visiting retreat master.

g.

For a priest who preaches a retreat or mission, the suggested honorarium is $300.00 a day plus
cost of transportation, if applicable. Sensitivity should be the guide. The question of per diem
costs is to be settled prior to engaging services.
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POLICY No. 31
ANNUAL STUDY WEEK
1.

Term definitions

Study week: the time of continuing education organized annually for priests with appointments in
the diocese.
2.

Intent of the directive

To provide appropriate arrangements for the annual study week for priests.
3.

Policy

a.

Each year, a study week is to be organized by the Bishop for all priests who have appointments
in the diocese.

b.

The study week is organized for both French and English speaking priests.

c.

The cost is covered by the parish to which the priest is assigned. The cheque is to be made
payable to the RCECSSM and remitted to the office of the diocesan financial administrator
prior to the study week or at least upon arrival at the session.

d.

The parish is to remunerate priests who replace the parish priest or curate during his absence
for study week.

e.

Where possible, weekday masses may be cancelled to allow the pastor to attend study week.
For pastoral reasons and by mutual agreement at least one parish in the area should provide
weekday mass during study week.

f.

A list of priests available for emergencies and funerals during the study week is to be prepared
by the deanery.
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POLICY No. 32
TRAVEL EXPENSES
1.

Term definitions

Travel expenses: costs associated with the operation of a motor vehicle incurred by its use for
added travel for pastoral or diocesan work.
2.

Intent of the directive

To provide suitable compensation for those who use their vehicles for their work or ministry as a
cleric, representative or employee of the parish or diocese.
3.

Policy

a.

Any priest, deacon or lay person who travels for employment purposes to attend to the regular
course of his or her duties is to be compensated. (Appendix X) Specifically excluded is travel
from the principal residence/rectory to and from the parish.
This compensation includes all pastoral services provided (i.e. hospital visits, long-term care
facility visits, school visits, parish meetings, bank deposits, parish supply procurements, etc.).
This policy excludes all personal travel.
When the Bishop of another diocese or a Religious Order representative visits their cleric who
has a ministry in our Diocese, reimbursement for travel expenses (km only within the diocese)
is submitted to the Diocese of Sault Ste. Marie and not to the parish.
As per Canada Revenue Agency (CRA)
 The reimbursement is based only on the number of business kilometers driven in a year.
 Personal use includes driving between the residence and the regular place of work. (i.e.
between the rectory and parish(es)).

b.

No flat-rate allowance is permitted.

c.

Individuals making claims for travel expenses need to provide vehicle log explanations and
number of kilometers recorded as supporting documentation for the reimbursement. CRA
requires supporting documentation for all claims of reimbursement for travel expenses.

d.

The Diocesan Financial Administrator is to pre-approve the use of other modes of
transportation for diocesan business. (Airfare, Train, etc…)
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POLICY No. 33
REMUNERATION, ROOM & BOARD, REIMBURSEMENTS AND
REPLACEMENTS
1.

Term definitions

Remuneration: the amount of money a member of the clergy can receive as compensation while
rendering service to the diocese, parish or institution.
2.

Intent of the directive

To implement Canon 281.
3.

Policy

a.

The salary of the Bishop, (auxiliary Bishop), and priests shall be calculated according to their
corresponding category.

b.

All priests appointed to a parish in the diocese, are to receive a monthly remuneration. This
remuneration is reviewed annually. Religious orders or communities are entitled to implement
their norms regarding remuneration. See Appendix XI for the chart of remuneration of
diocesan and religious priests, assistants and interns, with the corresponding deductions for
the current year.

c.

A tax value for room and board is added to the base remuneration as per the chart of
remuneration. Reimbursement for food costs should follow 3.f below.
For living accommodation, a deduction for room and board is taken from the salary as per the
chart of remuneration.

d.

A diocesan or religious priest, or a woman religious, who has an appointment in the diocese
and has to pay for room and board elsewhere, shall receive a monthly compensation to cover
the expense.
The amount to be paid is determined on a case by case basis by the Diocesan Financial
Administrator for the base rent (excluding utilities and expenses indicated in 3.e below)

e. Utilities, telephone, cable television, internet, parking, household supplies and any other costs
associated with living accommodations to be paid in full by the parish(es) upon presentation
of receipts. Personal long distance calls are excluded from reimbursement.
f.

Food costs are only reimbursed upon presentation of receipts. A food allowance (regular
reimbursement of a set amount) is not permitted by the diocese in order to prevent a taxable
benefit being deemed to the recipient as per CRA regulations.
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g.

Cell phones are an important communication tool utilized by the priests in their daily ability
to render services to the diocese, parish or institution. Parish(es) will reimburse the priests for
employment related charges from service providers. Included are the monthly plan costs and
all long distance calls for employment purposes (personal long distance calls are excluded).

h. As per the employment agreement between the diocese and the priests, they are entitled to
one month’s paid holidays in a calendar year, including all other established employment
contract terms. Specific terms include base remuneration, food reimbursement based on
receipts, cell phone and all other employment related expenses. The clergy room and board
income and deduction is maintained during the holiday period.
i.

The Office of the Diocesan Financial Administrator is available to clarify any questions
arising from the above policies. If it is believed that the priest reimbursements are higher than
normal, the Office of the Diocesan Financial Administrator should be informed, and the
matter will be reviewed to determine if reimbursements are reasonable.

j.

Upon approval by the Bishop, Priests who are required to be absent are to follow Policy
No. 29
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VISITING PRIESTS
1.

Term definitions

Visiting Priests
A visiting priest only provides ministry to a parish to which he is not assigned, including for
example, weekday and weekend mass coverage, weddings and funerals. Visiting priests do
not assume any administrative responsibilities or authorities for the parish. Compensation for
visiting priests is specified in section 3 of this policy.
Pastoral Replacement Priests
A replacement priest assigned to a parish is responsible for pastoral services and spiritual
needs of the parish community. He is also responsible for the daily administration but not
authorized to change any managerial policies of a parish during the absence of the pastor.
If the replacement priest is covering due to a medical leave or a sabbatical, he is responsible
for the good daily stewardship of the parish. No significant or material pastoral or
administrative decisions are to be implemented without the bishop’s written direction and
approval.
The replacement priest is compensated as per Policy No. 33.
2.

Intent of the directive

To provide for the suitable remuneration of priests who assist the pastor or, on occasion, replace
him.
3.

Policy

a.

Any priest who does not have diocesan faculties must obtain them from the Bishop, Vicar
General or their delegate before exercising ministry in the diocese.

b.

The parish priest may request the assistance of a priest for the celebration of Mass or other
pastoral duties as needed. If the priest is from outside the diocese, the office of the Bishop or
Chancellor must be informed of his presence and ministry in the diocese.

c.

If the priest is from another country, he must have the proper documentation in order to be
remunerated from a Canadian source. He requires a Social Insurance Number (S.I.N.), a
Canadian Visitor Record, a Work Permit, appropriate medical and benefit coverage, in
addition to required canonical documents and approvals. (Letter of Good Standing, Criminal
Record Check, Letter of permission from the Chancellor)

d.

Policy No. 35 shall be observed for priests not assigned to the parish, who live in the rectory.

Revision # : 2.1

Revision Date : MAY 1, 2021

99

Original Issue Date: OCT 2003

POLICY No. 34
VISITING PRIESTS
e.

If more than one visiting priest resides in the rectory, suitable arrangements shall be made
with the pastor, in consultation with the parish finance committee and the Diocesan Financial
Administrator.

f.

No visiting priest may be considered a full-time priest assigned to a parish or minister without
the written authorization of the Bishop of Sault Ste. Marie or his delegate.

g.

Visiting priests are to receive $75.00 per Sunday Mass, Holy Thursday, Good Friday, and
Christmas and $35.00 per weekday Mass plus a stipend for the intention.

h.

Mass and stipend amounts are taxable income and appropriate deductions are to be taken. If
the replacement priest has an assignment in another parish in the Diocese, payment of the
mass and stipends are to be paid directly to his assigned parish. His assigned parish is then
responsible for the appropriate disbursement of funds.

i.

Travel and food reimbursements are paid directly to the priest and are not considered taxable
income.

4.

Honoraria for non-resident clergy

a.

Facts
Occasionally a priest from a foreign land may offer to assist by providing ministry for a parish
in the diocese. Usually, they are not here for more than a month. In recognition of their
service, the parish wishes to pay them a fair and reasonable amount for assisting the
community. Any services provided by visiting clergy are subject to having met requirements
of Canon Law and diocesan policy. Such ministry must have the prior approval of the Bishop,
Chancellor or Vice Chancellor. Only then, can the priest provide ministry and service on a
contractual basis defined and approved by diocesan authorities. Tax compliance reporting is
required.
Long distance travel costs (airfare) and other related costs are not eligible for reimbursement.
The temporary relief priest is required to provide proof of medical coverage to the diocese
before active service.
Any services provided by a visiting clergy in the diocese are subject to prior approval, in
writing, by the Bishop, Chancellor or Vice Chancellor. The necessary faculties to minister in
the diocese will be granted, in writing, after the appropriate attestation letters are received
from the visiting priest’s bishop or superior.
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There is no commitment, in any fashion whatsoever, on the part of the diocese to an employer
employee relationship. As a result, there are no benefits, insurance, deductions, commitment for
assignment, or any other privilege. All and any services provided by a visiting clergy are
contractual in nature.
5.

Exemptions

More than one month of service, in the same parish or any other parish in the diocese would be
subject to the approval of the Bishop, Chancellor or their delegate. All matters concerning CRA,
health care and benefits and other insurance requirements will be dealt with on a case by case basis
by the Diocesan Financial Administrator or his delegate.

Revision # : 2.1

Revision Date : MAY 1, 2021

101

Original Issue Date: OCT 2003

THIS PAGE INTENTIONALLY LEFT BLANK

102

POLICY No. 35
PRIESTS NOT ASSIGNED TO THE PARISH
BUT RESIDING IN THE RECTORY
1.

Term definitions

A priest not assigned to the parish but living in the rectory: a diocesan or religious priest who has
no appointment to that parish.
2.

Intent of the directive

To make certain that parishes are adequately reimbursed for the expenses of priests living in the
rectory, but not assigned to the parish.
3.

Policy

a.

Priests residing in a rectory, but not assigned to the parish, are to pay room and board to the
parish, according to a fixed scale determined by the parish priest in consultation with the parish
finance committee. The tenant priest is to pay the amount determined by diocesan policy
(Policy No. 33, 3c).

b.

Parish priests may not waive room and board costs in exchange for services rendered to the
parish.

c.

A priest in residence is to receive the honorarium/stipends payable under the policy for visiting
priests (Policy No. 34) for celebrating Mass or performing other ministry in the parish. Travel
expenses are reimbursed as per Policy No. 15.

d.

The parish financial statement is to reflect both the amount received for room and board and
the amount paid to the priest for ministry. Net payments to the parish are not allowed.

e.

The permission of the Bishop of Sault Ste. Marie is required for any person other than a cleric
to live in the rectory for a period of more than one week.
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POLICY No. 37
PROCEDURES TO BE OBSERVED ON THE
OCCASION OF THE DEATH OF A PRIEST
1.

Term definitions

Priests in a parish: diocesan priests who hold a parochial office (i.e., parish priest, parish
administrator, associate pastor, priest in residence) in the Diocese of Sault Ste. Marie and who die
while in office. In the case of a priest who is a member of a religious institute or of a society of
apostolic life, the agreement with the Diocese of Sault Ste. Marie shall govern the procedures to
be observed.
2.

Intent of the directive

To enable the diocesan authorities to make suitable arrangements for the funeral of a deceased
priest and for the effective transfer of responsibilities.
3.

Policy

a.

The Bishop and chancellor are to be informed as soon as possible of the death of a priest
regardless of whether he is assigned to a parish or retired.

b.

The priest's Last Will and Testament will be read by either of the above mentioned persons in
order to determine whether or not there are any special requests relating to his funeral and
burial. The executor shall be notified by the Bishop or the chancellor.

c.

If the deceased priest was a parish priest or parish administrator, the priest appointed in the
interim to administer the parish shall observe the prescriptions of Canons 539-541.

d.

No one is allowed to remove anything from the church or the rectory without the consent of
the Bishop or his delegate. The executor of the Last Will and Testament is to take possession
of the personal effects of the deceased.

e.

The inventory of personal goods belonging to the deceased priest shall be read and his personal
property clearly identified.

f.

Funeral expenses are borne by the priest's estate, depending on the terms of the Last Will and
Testament and the accompanying instructions.

g.

Any special instructions of the priest regarding his funeral are to be followed if possible. The
priest may be waked in the church observing the appropriate liturgical discipline and local
custom. All arrangements, including the proper attire of the priest, are overseen by the Bishop
through the chancellor.
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h.

The funeral of a priest who died in active ministry would normally be celebrated in the parish
where he was stationed, unless there are funeral directions in his Last Will and Testament or
a separate document for the funeral. The family of the priest may also determine the place of
the funeral.
The funeral of a retired priest would be celebrated according to instructions in his Last Will
and Testament, the desires of his family or another document outlining the funeral
arrangements. Where there are no instructions, the Bishop in consultation with the executors,
shall determine the details of the funeral.

i.

Funeral arrangements shall be coordinated with the Bishop's office and the chancery.

j.

After the funeral, if the deceased priest was a parish priest or parish administrator, the
inventory of parish goods will be verified in preparation for the arrival of the new parish priest.

k.

Care must be taken to deal cooperatively with the executor of the estate and the family.
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PERMANENT DEACONS
1.

Term definitions

A permanent deacon: is one who has been ordained to the order of the diaconate and therefore
incardinated in the Diocese of Sault Ste. Marie.
Candidates to the priesthood, ordained to the transitional diaconate in anticipation of priestly
ordination, are not covered by this policy. The diocesan policy relating to seminarians applies to
them.
Permanent deacons may be asked by the Bishop to serve the diocese on a full-time basis, or on a
part-time basis.
2.

Intent of the directive

To provide the terms of reference for full-time or a part-time ministry and service of permanent
deacons in the Diocese of Sault Ste. Marie.
3.

Policy

a.

Permanent deacons, as such, do not receive a salary from the diocese or from the parish.

b.

Permanent deacons employed full-time for an official capacity in the diocese will receive a
salary according to Policy Nº 41 concerning employment in the diocese. A contract and job
description are required. Permanent deacons may be eligible for group insurance and other
benefits if employed under the same conditions as lay persons providing they fulfill the
necessary requirements.

c.

Married deacons who receive remuneration by reason of a civil profession or employment,
including pension income, are to take care of their own family's needs from the income
received from these sources.

d.

Permanent deacons who assist in parishes or other diocesan works on a part-time basis, are to
be reimbursed for out-of-pocket expenses incurred in the exercise of their ministry. This
remuneration is based on an agreement with the parish priest following the current diocesan
scale. An approved job description is recommended.

e.

The parish or diocesan work to which the deacon is assigned shall cover the costs of the annual
retreat and any pre-approved costs involved in continuing education programs sponsored or
recommended by the diocese for deacons.

f.

The Diocese of Sault Ste. Marie does not assume responsibility for the financial support of a
deceased deacon's widow or family. Suitable arrangements to this effect should have been
made before the candidate is ordained.
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POLICY No. 39
FINANCING THE COSTS OF STUDIES FOR SEMINARIANS
1.

Term definitions

A seminarian: a person sponsored by the Diocese of Sault Ste. Marie to study in preparation for
eventual ordination to the priesthood. He is following the prescribed course of studies in a
recognized house of formation, or is involved in a period of pastoral internship.
2.

Intent of the directive

To provide for the payment of some expenses related to the selection and preparation of candidates
to the priesthood for the Diocese of Sault Ste. Marie.
3.

Policy

a.

The selection of seminarians for the Diocese of Sault Ste. Marie is the prerogative of the
diocesan bishop. He may delegate part of this responsibility to other persons who assist in the
discernment and formation process for possible candidates for the priesthood.

b.

Once a candidate has been approved for study in a recognized house of formation, the Diocese
will pay for room and board. These costs will be deemed a scholarship and will require the
release of a form T4A information slip indicating the amount of the scholarship. The
seminarian is responsible for his tuition fee and personal expenses.

c.

A financial needs assessment will be filled out by the seminarian and given to the diocese.
The seminarian must apply for OSAP, if help is needed, in paying for his education. The
seminarian is asked to find summer employment and to use that money to further his
education. Because the seminarians come from a wide range of backgrounds and ages, the
needs assessment will assist the diocese in understanding their financial challenges.

d.

A seminarian who is assigned to a parish for the pastoral internship year will receive suitable
remuneration following diocesan norms.

e.

The diocese will fund the tuition fees and books. The seminarian pays for room, activity fees
and board. A loan request may be made if financial help is needed.

f.

Loans will be forgiven after 5 years of consecutive service following ordination as a priest for
the Diocese of Sault Ste. Marie.

g.

The diocese will pay a transitional deacon’s health benefits to the Clergy Benefits Fund of the
Diocese of Sault Ste. Marie. He should notify the office of the financial administrator of his
status before thirty days have elapsed from the date of his ordination.
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POLICY No. 40
SCREENING PROCESS FOR A HEALTHY AND SAFE ENVIRONMENT
SERVING THE PEOPLE OF GOD
1.

Intent of the directive

It is the intent of the Roman Catholic Diocese of Sault Ste. Marie to ensure that, as a faith
community, we fulfil our obligations to those we serve, especially our children and the vulnerable,
and to ensure the integrity, safety and reputation of our employees and volunteers.
2.

Policy

A. General Protocol
All employees and volunteers, who are hired, appointed, named, called or mandated to serve the
faithful of a Parish or of the Diocese of Sault Ste. Marie must complete the "Personal Information
Form". The parish or Chancery office of the Diocese is responsible for providing this form with
a "service description", or "job description". Every person, whether an employee or a volunteer,
must receive appropriate orientation and training. Ongoing supervision and evaluation is also
required.
B. Screening Criteria for Youth Volunteers aged 14 to 17 years old
The screening criteria for youth volunteers aged 14 to 17 years old, is the same as for adults with
the exception of a Police Record Check. Youth volunteers are not required to complete a Criminal
background check because they are not yet of age to receive these checks. When a youth volunteer
becomes eighteen (18) years of age, he or she is considered an adult and is required to obtain a
Criminal background check.
C. Protocol for different ministries and/or services
The Roman Catholic Diocese of Sault Ste. Marie, in keeping with our desire to create a healthy
and safe environment for all the faithful and to ensure that we do not impede upon the aspiration
of those who wish to serve, has established two groups of volunteers. All volunteers are essential
and no group is more important than the other. For the purpose of screening, employees are
members of the second group.
1.

Service Volunteers (to be of service)
The first group, hereinafter called "Service Volunteers", is for all volunteers whose services
do not implicate or call them to:
a) participate in activities dealing specifically with children, youth and those who are
vulnerable; and/or
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b) one on one situations such as interviews and home visitation; and/or
c) positions involving continued handling of parish or diocesan funds; and/or
d) any other position or situation designated by the pastor and the parish screening team as a
second grouping.
2.

Certified Volunteers
The second group, hereinafter called "Certified Volunteers", is for all ministry or services in
which the employee or volunteer is called to:
a) participate in activities dealing specifically with children, youth and those who are
vulnerable; and/or
b) one on one situations such as interviews and home visitation; and/or
c) positions involving continued handling of parish or diocesan funds; and/or
d) any other position, function or situation designated by the pastor and the parish screening
team as being in this grouping.

D. The ten steps of the screening process
All persons who are hired, appointed, called, named or mandated to serve the faithful within the
Diocese of Sault Ste. Marie are to be evaluated and supervised using the following steps.
1. "Service Description"
A written description of each service, function or position is to be created and maintained (job
description for each position; i.e. lector, leader of children's liturgy, usher, etc…). A service
description of every parish position must be written and available in every parish. This
description must define the tasks of the service, establish the ground rules for those involved
and set appropriate guidelines.
2. Determine the Group
As a matter of policy, all services, functions or positions are to be studied and evaluated to
establish the proper grouping, "Service Volunteers" or "Certified Volunteers".
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3. Recruitment Process
Whether requests for volunteers or employees are done publicly, through notices printed in
parish bulletins, church newsletters, announcements or other forms of public communication
or through a personal invitation, a "Service Description" is to be made available.
4.

Personal Information Form & Code of Conduct
A "Personal Information Form" is to be completed by all employees and volunteers and the
original copy is to be kept in the "Confidential Parish Volunteer or Employee File" which
must be kept at the parish or diocese. This is essential.
All persons who wish to work or volunteer in a parish or at the diocesan level must receive a
copy of the "Diocesan Code of Conduct". Once they have read the code of conduct, they must
sign an "Acknowledgment Form" stating that they will comply with it. This form will be added
to their "Confidential Parish Volunteer or Employee File".

5. Interview – Certified Volunteers
Interviews are to be carried out by at least two interviewers for all "Certified Volunteers". The
interview is to address questions about a person's background, skills, interests, and
availability. Concerns about the suitability of a candidate for the service in question are to be
addressed by the pastor or Diocesan Financial Administrator. Care must be taken in all
interviews not to antagonize those wishing to be a volunteer. Notes from the interview are
to be placed in the confidential parish volunteer/employee file along with the "Personal
Information Form" and the service description.
Nota Bene: In the event that a person changes parishes and he/she wishes to serve in his new
parish, he/she can request that his/her file be transferred to his/her new parish. All work
completed - police check, interviews, etc… - must be inspected by the pastor who is to decide
if further screening is necessary.
6. Reference Checks – Certified Volunteers
Reference checks are recommended for volunteers who are in the "Certified Volunteers"
group. References will be asked questions regarding the background and skills of the person
wishing to serve the parish or diocese. It is to be made clear to those providing references that
the individual is being considered for a specific position; i.e. with children, with other
vulnerable people, with money, etc. Reference check results are to be documented and kept
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in the "Confidential Parish Volunteer or Employee File".
In the case of Youth Volunteers, the parents or guardian(s) of the youth are to be contacted.
7. Canadian Criminal Background Check – Certified Volunteers
A Canadian criminal background check is necessary for all persons who have been designated
as belonging to the "Certified Volunteers" group, with the exception of Youth Volunteers.
The Diocese of Sault Ste. Marie has entered into an agreement with Sterling Talents Solutions
(MyBackCheck), a third party who specializes in a complete background checks (E-PIC). A
guideline has been provided to all parishes.
8. Orientation and Training
Appropriate orientation and training including guidelines for working as a volunteer or
employee is to be provided by the parish or diocese. They will also be required to sign the
"Training and Orientation Form" indicating that they have attended the required
training/orientation. The person providing the orientation and training must also sign this
form.
9. Supervision and Evaluation
The nature of supervision will vary according to the position held. In the case of "Certified
Volunteers", supervision and evaluation are to be recorded. A written record of the evaluation
is to be kept on file and shared with the volunteer or employee. Evaluations are to occur at
least once a year. The frequency and type of appraisal would vary according to the service
offered and at the discretion of the pastor or the parish screening team.
10. Participant Feedback
Regular and ongoing contact with the faithful who take part in an activity, ministry or program
ensures the parish or diocesan programs remain relevant and of high quality. It is vital that
pastors and program coordinators inform those involved in an activity, ministry or program
that regular supervision and evaluations are conducted as part of our desire to maintain a
healthy and safe environment.
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E. Other strategies in establishing a healthy and safe environment
When a position or service is classified in the "Certified Volunteers" grouping, efforts will be
made to manage or reduce any misconduct by applying one or more of the following
strategies:
1.

Eliminate the service
Activities or programs should be discontinued if they are seen or perceived as being
inappropriate.

2.

Modify the activity
Change the location, length, timing, personnel or mode of delivery of the activity or program
if it is seen or perceived as being inappropriate.

3.

Transfer or Share Liability
Involve other organizations or service groups that may be better prepared to handle the specific
service or program in question.

4.

Tasks
Design all employee and volunteer tasks with the "healthy and safe community environment"
in mind. Ensure appropriate screening, orientation and training of individuals. Incorporate
ongoing supervision and evaluation of employees and volunteers.

F. Confidentiality and record keeping
The Diocese of Sault Ste. Marie abides by the "Information Access and Protection of Privacy"
(IAPP) legislation. The very nature of screening employees and volunteers involves the collection,
use, disclosure, and retention of sensitive personal information. The diocese and parishes are
required to keep this information in a safe place with limited access. These records are to be kept
permanently on file and they are to be updated annually as long as the person is involved in the
parish or diocesan community.
Employees and volunteers have the right to access their personal and confidential file. To view
their personal file, a written request must be made to the Pastor or the Bishop.
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Prior to undertaking a review of their file, a "Statement of Access to my Personal File" must be
signed. The pastor or a member of the finance committee must be present when an employee or
volunteer reads his/her file. In accordance with this Policy, the employee or volunteer has a right
to obtain a copy of his personal file. However, the diocese or parish may withhold information
that relates to a third party.
Employees or volunteers may request that any inaccuracies or misinformation in their file be
corrected by the diocese or parish. This is to be made in writing. If there is a disagreement
regarding the information to be corrected, the Chancery office of the Diocese of Sault Ste. Marie
is to be contacted.
G. Implementation
The screening process is a permanent feature of diocesan and parish operations. Everyone
involved as a "Service Volunteer" or "Certified Volunteer" will be screened. One person from
each parish and mission must be appointed to take on the role of administrator of the screening
process. Where possible a screening committee would be created – larger parishes who have many
volunteers.
3.

Term definitions

Adult
Civilly, the age of majority is the legally defined age at which a person is considered an adult, with
all the attendant rights and responsibilities of adulthood. It is also the age at which a person is
liable for their own actions, such as contractual obligations or liability for negligence. In Ontario,
the age of majority is eighteen (18) years old.
Children
For the sake of this document, it is anyone who has not attained the age of eighteen.
E-PIC
Enhance police information check
Infant / Youth
Canonically, it is a person who has not completed the seventh year of age and is considered
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incapable of personal responsibility.
Minor
Canonically, a person who is presumed to have the use of reason, eight years old, and who has not
completed their fourteenth year.
Service
A position to discharge a duty or function, to help persons, to be part of a ministry, to assist persons,
to be of service.
Service description
Also known as a position description or job description. It is a document that states the essential
requirements, duties and responsibilities attached to a ministry or service.
Screening
An appropriate and consistent process designed to create a safe and healthy environment for those
who serve in our parishes or our diocese, whether as employee or as volunteers.
Vulnerable persons
The vulnerability of the person or persons must be taken into consideration when screening.
Participants who have difficulty protecting themselves from harm, temporarily or permanently, are
considered vulnerable. Those at risk because of age, disability, handicap, or other circumstances
such as emotional distress or grief may also be vulnerable to a greater or lesser degree.
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POLICY No. 41
EMPLOYMENT CONTRACTS AND TERMINATION OF EMPLOYEES
1.

Term definitions

Contracts: a legal agreement regarding terms of employment with the RCECSSM.
Termination: the official dismissal from employment and the conclusion of the work contract.
Employee: any person employed by a parish or by the Diocese, whether part-time or full-time, and
who is remunerated on a regular basis.
2.

Intent of the policy

To assure that the RCECSSM and its employees are protected with reference to employees’ rights.
To ensure that all termination of employees and of their work agreements are just and legal.
3.

Policy

a.

No person may be hired in the name of the RCECSSM without having a signed work
agreement. This agreement shall cover, among other things, the duration of employment, the
work to be carried out, the person to whom the employee is accountable, the salary and
benefits, holidays and vacations, accountability and evaluation of performance, possible
renewal of the contract, termination of employment for just cause, and so forth. See Appendix
XII for the Employment Agreement.

b.

A detailed job description must be attached to the work agreement; it must be signed by the
employer and the employee.

c.

Work agreements shall be entered into on behalf of the RCECSSM by the diocesan financial
administrator at the diocesan level, and by the parish priest at the parish level.

d.

In all work agreements, the applicable norms of civil law shall be observed (Canon 1286).

e.

All employees are to be made fully aware of Policy No. 40 “Screening - Serving the People
of God”, receive a copy and comply with said policy.

f.

Before an employee is terminated, the diocesan financial administrator must be consulted.
Proper procedures shall be observed. If necessary, legal advice will be obtained before any
action is taken.
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POLICY No. 42
SOURCE DEDUCTIONS
1.

Term definitions

Employer: the RCECSSM, or the parish or pastoral work to which a diocesan priest, permanent
deacon or lay person is assigned.
2.

Intent of the directive

To provide for the prompt payment of contributions which are to be paid on an employee's salary,
or which are to be paid for other purposes.
3.

Policy

a.

The diocese, the parish, or the diocesan institution must remit the employer's and employee’s
share of the Canada Pension, Employment Insurance and Income Tax to the Canada Revenue
Agency (CRA).
Note that there are two portions for:
 employer portion (parish);
 employee portion (priest or lay person).

b.

The applicable civil and ecclesiastical legislation must be observed.
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POLICY No. 43
LAY EMPLOYEE SALARIES AND BENEFITS
1.

Term definitions

Lay employee: any layperson employed in the Diocese of Sault Ste. Marie receiving a salary or an
hourly wage for services rendered.
2.

Intent of the directive

To assure that lay employees are justly served and protected concerning salaries, health care and
benefits.
3.

Policy

a.

Hours of work

The regular work week for all salaried lay employees (full-time) shall be between thirty-five (35)
and forty (40) hours per week, consisting of a minimum of five (5) seven (7) work hour days,
Monday through Friday. The seven hours are to be completed in an eight (8) hour period after
starting work with one (1) hour for unpaid lunch. Hourly or contractual workers shall refer to their
job description and work agreement in order to determine hours of work (Appendix XII).
b. Vacation
The diocese grants annual vacations to all lay, regular full-time and part-time employees. All
employees are asked to submit their vacation requests (by e-mail or by hard copy) to the employer
and to include the departure date and the return date of the vacation period. Vacations may be
taken at any time of the year. An employee may divide his/her vacation into daily sections on
request.
Length of allowed vacation time is calculated based on years of service from January 1st:
Vacation time is prorated for part-time employees
b1) Less than one (1) year: one (1) day for each month (to a maximum of 10 days)
b2) One (1) year to four (4) years: ten (10) days (2 weeks)
b3) Five (5) years to nine (9) years: fifteen (15) days (3 weeks)
b4) Ten (10) years and more: twenty (20) days (4 weeks)
Vacation time during the Christmas season will be granted providing employees apply for this
vacation time prior to December 1st in any year.
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Vacation pay on termination
An employee who terminates employment before completing one year of service, will receive four
(4) per cent of total wages calculated from the first day worked.
The employee’s vacation pay entitlement must be paid within one (1) week of termination of
employment.
c.

Statutory Holidays

The following eleven (11) statutory holidays will be granted to all employees at the full rate of
pay:
New Year’s Day
Easter Monday
Civic Holiday
Christmas Day

Family Day
Victoria Day
Labour Day
Boxing Day

Good Friday
Canada Day
Thanksgiving Day

Employees who are required to work on any of the paid holidays shall be paid at the rate of time
and one-half (1½) of their regular rate.
To qualify for paid holiday, an employee must work his/her full regularly scheduled hours
immediately preceding and his/her regularly scheduled hours immediately following the holiday.
If any of the above named holidays occur on any employee’s regular scheduled day off or during
his or her vacation period, the employee will receive an additional day off. The additional day can
be added to the vacation of the employee by mutual consent.
An employee does not qualify for a paid holiday if he or she:
c1) is employed for less than three (3) months;
c2) does not earn wages on twelve (12) days of the four (4) work weeks preceding holiday;
c3) does not work his/her scheduled regular day of work preceding and following the
holiday;
c4) having agreed to work on a public holiday, does not report for work without reasonable
cause;
c5) is employed under an arrangement where he/she may elect to work or not when
requested to do so.
d. Sick leave
Every employee shall be entitled to a one-half (1/2) sick day for each month worked for a total of
six (6) days per year. These days are not cumulative.

Revision # : 2.01

Revision Date : MAY 1, 2021

126

Original Issue Date: OCT 2003

POLICY No. 43
LAY EMPLOYEE SALARIES AND BENEFITS
Absences from work for the following reasons are considered as “sick days”:
 an unscheduled absence due to unforeseen events;
 having to stay home to care for a sick child or sibling;
 a doctor`s appointment.
A certificate or note from a qualified medical practitioner must be remitted to the diocesan
financial administrator following a period of three (3) consecutive days of absence caused by
illness. The note should indicate the employee’s inability to attend to his/her duties. The note
should approve the absence and not justify or identify the medical condition.
This information will be added to your employee file to keep records up-to-date.
e.

Bereavement leave

The diocese shall grant the following days of paid bereavement leave:
 five (5) working days for the funeral of father, mother, spouse, brother, sister, child,
father-in-law, mother-in-law, legal guardian, grand-parent, grand-children, brother-inlaw, sister-in-law, son-in-law, daughter-in-law;
 one (1) working day for mourning shall be granted when an employee is unable to
attend, because of distance, the funeral of a member of his/her immediate family.
In the case of any member of a religious order who is an employee of the diocese, the bereavement
policy of a five-day leave is to apply to all members of their order.
f.

Maternity leave - Parental leave

The Federal Code provides seventeen (17) weeks of maternity leave. In addition, as of December
31, 2000, an employee who assumes actual care of a newborn or newly adopted child is entitled to
parental leave of thirty-five (35) weeks. However, the total duration of the maternity and/or
parental leave must not exceed fifty-two (52) weeks.
The seventeen (17) week pregnancy leave may be taken at any time during the period that begins
seventeen (17) weeks before the expected date of delivery and ends seventeen (17) weeks after
the actual delivery date.
Parental leave may be taken any time during the fifty-two (52) week period starting the day the
child is born or the day the child comes into the employee’s care.
An employee must give the employer written notice at least four (4) weeks before beginning either
pregnancy or parental leave. The notice must advise the employer of the expected dates of
departure and of return.
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During the pregnancy and/or parental leave, the employee continues to participate in the group
insurance program and the contributions must be pre-paid. Upon return, the employee retains
his/her regular position or the equivalent and also retains all benefits.
g.

Paid leave for court attendance

If an employee is required to serve as a juror in any court of law, or is required to attend as a
witness in a court proceeding in which the Crown is a party, or is required by subpoena to attend
a court of law or coroner’s inquest, the employee shall not lose regular pay because of this,
provided that the employee:
h1) notifies the employer immediately of the employee’s notification that he/she will be
required to attend at court;
h2) presents proof of the writ requiring the employee’s attendance.
h. Inclement weather days
Occasionally, severe weather such as significant snowfalls, prevents a sufficient number of
employees from reporting for work. This can result in an employer having to close its operation or
business either for the whole day or for part of the day. An employer is not obligated to pay
employees who do not report for work because of adverse weather conditions. Under such
circumstances, payment of wages is a discretionary matter for the employer.
We recommend that employees place a telephone call to the Diocesan Centre indicating the
weather conditions in their area of residence. This message should be received within two (2)
hours of your scheduled work time (i.e.: employees should leave a message by 10:30 a.m. that
they are unable to report for work due to weather conditions).
Delays and unforeseen events do happen to everyone, so please take every possible step to advise
your employer as to why you are not present during your scheduled working hours. When you do
arrive, confirm your presence with the administration office rather than having a colleague do it.
i.

Lay employee health benefits plan

Enrollment to the Lay Employees Health Benefits Plan is mandatory for all part time employees
(i.e.: one who works more than fifteen (15) but less than twenty-four (24) and full time employees,
i.e.: those who work twenty-four (24) plus hours a week). Our Health Insurer requires that all
parish employees be registered for the minimum coverage of insurance (Life Insurance, Long
Term Disability and Accidental Death & Dismemberment). Medical and Dental coverage is
optional. Payments are forwarded to the Office of the Diocesan Financial Administrator as per the
quarterly invoices.

Revision # : 2.01

Revision Date : MAY 1, 2021

128

Original Issue Date: OCT 2003

POLICY No. 43
LAY EMPLOYEE SALARIES AND BENEFITS
j.

Lay employee RRSP contribution

All full time employees who regularly work twenty-four (24) hours per week are entitled to a
RRSP contribution or an equivalent cash payment from the parish. The payment will equal 3% of
earnings to a maximum of $1,000. (Appendix XIII)
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POLICY No. 44
CLERGY PERSONNEL FILES
1.

Term definitions

Clergy personnel files are all documents the Diocese of Sault Ste. Marie keeps on record in
regard to each clergy member.
2.

Intent of the directive

At no point will any information contained within any of the clergy files be communicated publicly
without the prior written consent of the cleric, unless required by law or as permitted under the
Freedom of Information policy.
Notwithstanding the above, clergy may not review any documentation that would violate the
confidentiality of another cleric.
3.

Policy

A. Clergy rights – File access
Clergy shall be allowed to review their files. Clergy who wish to review their files must submit
a request to view the files a minimum of 5-10 business days prior to the date of review. Clergy
must be accompanied by a delegate of The Roman Catholic Episcopal Corporation For The
Diocese of Sault Ste. Marie, in Ontario, Canada. while viewing their file(s).
B. Clergy rights – Accuracy
Clergy may challenge the accuracy of documentation in their personnel file(s), request that
corrections be made, and request that a written note of their comments be added as an
annotation to the documentation.
C. Clergy rights – File reproduction
Clergy may request copies of documentation included in their personal file(s).
D. Clergy rights – Extended to former clergy
Any clergy ministered in the Diocese of Sault Ste. Marie and who requests access to his
personnel file(s) must provide photo identification. The request and viewing processes shall
be the same as for current clergy of The Roman Catholic Episcopal Corporation for the
Diocese of Sault Ste. Marie, in Ontario, Canada.
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E. Third party access
Any third party who requests access to clergy personnel file(s) must provide photo
identification and written authorization stating that they are permitted by the cleric to
review their file. The request and viewing processes shall be the same as for current clergy
of The Roman Catholic Episcopal Corporation for the Diocese of Sault Ste. Marie, in
Ontario, Canada. Note: only those documents such as the Last Will and Testament or the
Power of Attorney will be made available.
F. File ownership
All information maintained in the clergy personnel files are the sole property of The Roman
Catholic Episcopal Corporation For The Diocese of Sault Ste. Marie, in Ontario, Canada.
The removal of any documentation or information from personnel files by clergy or third
parties is strictly prohibited.
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POLICY No. 45
DOCUMENT RETENTION
1.

Term definitions

Retention: the act of holding and preserving information and records.
Documents: collected and preserved information.
2.

Intent of the directive

The retention of documents and the maintenance of well-managed parochial and diocesan archives
serve to preserve the history and patrimony of the Christian community as well as to assist the
Church in carrying out its pastoral mission. Retention for those documents that do not form part
of the history and patrimony of the Church.
All formal Acts of the Chancery (i.e. certificates of ordination and installation of various
ministries) form part of this history and patrimony.
3.

Policy

As a general principle, all those documents that the Code of Canon Law prescribes are to be
retained, are to be carefully kept and filed.
Among these, we could mention the following:
 Canon 482, §1: acts of the curia; these would be acts which have juridical effect, that is,
those which are signed by the Ordinary and countersigned by the chancellor (see Canon
474). Acts of the Bishop or Ordinary, which do not have juridical effect, need not be
kept in the archives (such as personal correspondence);
 Canon 486, §2: documents concerning both the spiritual and the temporal affairs of the
diocese;
 Canon 489, §2: documents relating to ecclesiastical criminal cases concerning moral
matters (with particular norms for their retention);
 Canon 491, §2: historical documents;
 Canon 535, §1: sacramental records, as well as death registers;
 Canon 535, §4: local archives (parishes, etc.): documents relating to spiritual and
temporal matters, necessary or useful documents;
 Canon 1082: marriage dispensations granted for occult cases;
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 Canon 1133: records of marriages celebrated in secret;
 Canon 1283, 3°: copies of inventories of temporal goods;
 Canon 1284, §2, 9°: copies of documents and records establishing the rights of the
Church to its temporal goods;
 Canon 1306, §2: copies of documents relating to the establishment and governance of
canonical foundations;
 Canon 1339, §3: copies of warnings and corrections in criminal cases;
 Canon 1475, §2: judicial acts and documents obtained in processes.
In addition, the following provisions are applicable in the Diocese of Sault Ste. Marie as particular
law.
A. Priest personnel files
I.

Incardinated priests
1.

Seminary records and letters of appointment are retained since they could be used
for history and for other canonical procedures which may affect the good of the
priest himself.

2.

All personnel files of priests’ incardinated or serving in the diocese are to be
reviewed by the Chancellor of the diocese on a yearly basis. Letters of complaint
or comments are retained for two full years, unless there is a complaint involving
a criminal matter either ecclesiastic or civil. In this latter case, these letters are
retained until the matter has been resolved and then for ten years after the final
decision.

3.

All psychological and/or medical documents are treated as strictly confidential
and are retained only for as long as necessary to be of assistance to the priest and
the diocese.

4.

If a priest came from another diocese or religious institute and was subsequently
incardinated into the diocese of Sault Ste. Marie, the documentation relating to his
incardination is retained for historical reasons.

5.

If an incardinated priest transfers to another diocese or is on loan outside of the
diocese, these documents are retained. However, if the priest is excardinated, then
the documents and letters of excardination and subsequent incardination are
retained.
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II.

III.

Religious or other Priests serving temporarily in the Diocese
6.

Letters of permission to serve in the Diocese of Sault Ste. Marie, as well as letters
of appointment and, if applicable, immigration documents, are retained.

7.

If the priest leaves the diocese to return to his religious institute or diocese of
incardination, these documents and letters are retained.

8.

If the priest is asked to leave the diocese, these documents and letters to their
appropriate Superiors are retained for a minimum of ten years.

Priests who left the Diocese
9.

If a priest has requested a dispensation from the obligations of the clerical state,
the records of the granting of the dispensation from the Holy Father as well as a
copy of the entire file that was prepared to support the request is retained.

10. If a priest is exercising ministry outside the Diocese, then the letters of agreement
and eventual excardination are retained.
11. In the case of those who have left active ministry, but have not yet asked for the
appropriate dispensation, their file is maintained until their status in the Church
has been clarified; in the meantime, the retention policies for personnel files of
active priests are applied.
IV.

Priests who have died
12. In the case of priests who have died, whether they were incardinated in the Diocese
were serving in it at the time of death, if the Diocese of Sault Ste. Marie is notified
of their death, their letters of appointment, formation records and death notice are
retained. In those instances where the Chancellor or the Diocese was named
Executor of the will, a record of the execution of their Last Will and Testament as
well as any record of final settlement for health care and pension are retained.
13. In the case of priests who have left the diocese or the priesthood, if the Diocese is
notified of their death, this notice is also retained in their file.

B. Financial records and pastoral reports
14. All financial records involving the ordinary diocesan and parochial administration
shall be retained for ten years.
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15. Documentation relating to acts of extraordinary administration and of alienation
of stable property, (such as the erection, suppression, modification of a parish; the
sale of diocesan or parochial assets) is to be retained due to its historic value.
16. Annual pastoral reports from the parishes are to be retained for ten years.
C. Insurance Policies
17. Given the present environment in Canada concerning the Church in general and
the Diocese in particular, for the protection of the Diocese and Parishes all
insurance policies whether expired or not are to be retained indefinitely.
D. Access to documents and responsibility for retention policy
18. It falls primarily to the Chancellor of the diocese to regulate access to documents
in the archives and Chancery. Priest personnel files are strictly confidential and
may not be accessed by non-Chancery personnel without the prior permission, in
writing, of the priest himself, of the Chancellor and of the Diocesan Bishop.
19. The application of the retention policy is the responsibility of the Chancellor. Time
periods for the retention of documents may be modified at the discretion of the
Chancellor, with the previous consent of the Diocesan Bishop.
20. Documents may be preserved and retained electronically in PDF format or any
other secure format accepted by the Chancellor and the Diocesan Bishop.
21. In cases involving any criminal or civil matter, the retention policy is waived and
all documents are to be retained.
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Facility Usage Agreement
1.

Term definitions

Facility: Any parish owned property or real estate that is pastor approved to be used by any nonparish related entity and/or arm’s length group.
2.

Intent of the directive

To ensure that the Diocese of Sault Ste. Marie is not liable for any risk associated with pastor
approved events occurring on or in their properties.
3.

Policy

A facility Usage agreement is required to be completed (see Appendix XVI),
Election Ontario and Election Canada have their own agreement, which has been approved by
Catholic Mutual (see Appendix XVII & XVIII)
The group need to provide an insurance certificate naming the parish and diocese as Additional
Insured, or utilize the Pearson-Dunn insurance.
Access to Person-Dunn insurance can be done online at the following link:
https://pearsondunn.com/acbo_insurance_applications/new?locale=en
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APPENDIX I

IMPLEMENTATION OF THE 1983 CODE OF CANON LAW
* REVISED DECREE *
DECREE NO. 38: MAXIMUM AMOUNT FOR ALIENATION
OF CHURCH PROPERTY
In accordance with the prescriptions of Canon 1292 §1, the Canadian Conference of Catholic
Bishops decrees that the maximum amount for the alienation of Church property or for debts which
may be contracted without needing recourse to the Holy See be henceforth established at
$3,500,000 CDN within all the territory of the Conference. This amount will be annually adjusted
according to the cost-of-living in Canada, taking 1 January 1993, as the point of reference.
COMMENTARY
Decree No. 38 was approved by the Conference on 20 March 1992 and reviewed by the Holy See
(Letter of Apostolic Nunciature, Prot. No. 4211/93, 8 September 1993).
1. On 26 March 1982, the Congregation for the Clergy had determined that the maximum amount
allowed for acts of alienation without recourse to the Holy See was $1,000,000 CDN. This
amount has now been increased to $3,500,000 CDN and applies to acts of alienation, both in
the strict sense of sales, conveyances, etc., and in the broad sense of acts which could jeopardize
the patrimonial condition of a juridical person.
In addition, the sum has been indexed, using 1 January 1993 as the benchmark. Thus, each year,
revised figures will be determined, depending on the cost-of-living index.
At its meeting of 23-24 March 2021, after taking into consideration the 2020 national costof-living increase of 0.7%, the Executive Committee determined that the current
maximum amount allowed for acts of alienation without recourse to the Holy See is
$5,745,931 CDN.
2. Decree No. 9 of the Conference (Official Document, No. 536; see also amended decree, Official
Document, No. 536-1) provides that non-recurring acts which exceed 5% of the maximum
amount approved by the Conference are to be considered acts of extraordinary administration.
COPIE CONFORME
d’un document officiel

No : 38 (R2021)

TRUE COPY
of an official document

Document officiel de la CECC

Date : March 2021

CCCB Official Document
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Decree No. 10 of the Conference (Official Document, No. 537-1) determines that for acts of
alienation of property the minimum amount applicable in cases to which canons 1292 and 1295
apply is 10% of the maximum amount approved by the Conference.
Therefore, the following amounts would apply:
1) For acts of extraordinary administration (goods belonging to the diocese):
 up to $287,297 CDN (5% of maximum): the diocesan bishop can perform alone
acts of extraordinary administration (see revised Decree No. 9);
 from $287,297 CDN: the diocesan bishop needs the consent of the college of
consultors and the diocesan finance committee (Canon 1277).
 It should be noted, though, that in virtue of Canon 1277, the diocesan bishop is to
determine, in view of the financial situation of the diocese, those acts of major
importance which would require the advice of the college of consultors and the diocesan
finance committee.
2) For acts of alienation:
 up to $574,593 CDN (10% of maximum): the diocesan bishop may carry out such
acts alone (see Decree No. 10);
 from $574,593 CDN to $5,745,931 CDN: the diocesan bishop needs the consent of
the college of consultors, the diocesan finance committee, and the interested parties
(Canon 1292, §1);
 over $5,745,931 CDN: in addition to the threefold consent mentioned immediately
above, the consent of the Holy See is also required (Canon 1292,
§2).
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Catholic Mutual. . .”CARES”
REVIEW OF PARISH ACCOUNTS AND
FINANCIAL CONTROL GUIDELINES
The financial control guidelines outlined below are recommended to all parishes. These
guidelines are not intended as an all-inclusive money-handling guide, but have been
developed as a guideline, which will prevent the majority of embezzlements from
occurring.

Internal control


All accounts using the parish and/or school’s federal ID number must be approved and
controlled by the parish council. All account statements must go to the parish and be
accessible to the parish finance council.



The individual who prepares checks should not be authorized to sign checks.



The person who signs checks should not be allowed to balance monthly bank statements.
Monthly bank reconciliations should be submitted with the monthly statements for
review by the Finance Council, or review by a knowledgeable individual other than an
authorized signer.



Budgets should be developed and approved. Disbursements not specified in the approved
budget should not be allowed without the direct approval of management or the Finance
Council.



Each month, a report comparing actual to budget should be made available for the
Finance Council. Significant variances should be investigated, explained, and resolved.



Clearly define the type of expenses than can be paid with specific funds. Define expenses
that are inappropriate. Define the employee’s job function as it relates to the account and
disbursement function.



Each check issued by a parish should be signed by at least two individuals. Again, the
person preparing the check should not be an authorized signer.



Signature stamps should not be used to sign checks.



Checks should not be signed in advance or be signed without documentation.
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Sequentially numbered checks should be used.



The individual responsible for preparing checks should be required to take an annual
vacation.



Key responsibilities should be separated. One individual should not handle billing,
collections, and bank deposits. One of these tasks should be completed by a second
individual.



Comprehensive pre-employment screening should be conducted, including a criminal
background check, the verification of educational data, verification of employment
history, and checking of references.

Physical control


Each parish should own a safe. Collections and all cash should be stored in the safe. The
safe must be kept locked at all times (even during parish business hours).



Deposits should be made on a regular basis. Accumulations of cash and checks totaling $
1,000 or more should not remain in the parish safe for a time period longer than 48 hours.



If possible, parishes should make arrangements for evening and Sunday deposits. Also,
many banks will provide facilities for money counting.



CHURCH MONEY MUST NEVER BE TAKEN HOME BY ANYONE.

Cash Receipts/Money counting


Ideally, each parish should have five teams of money counters (consisting of three
members per team). If five teams cannot be formed, there must be at least two. There
should be at least three members per team. Members of teams must also be shuffled on a
periodic basis. Also, husbands and wives should not be allowed on the same team.



All checks received should be immediately endorsed to the appropriate account. A selfinking endorsement stamp is recommended for this purpose.



A tape of the cash and checks to be deposited, along with the deposit, should be prepared
by one of the individuals. A tape of the receipts of envelopes, along with a summary of
totals by account classification should be prepared by the second individual. The totals
should then be compared to verify that the amounts are the same. All members of the
money counting team should sign the collection summary tape to verify the amount of the
collections.
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The recap of the receipts or envelopes along with the tape should then be given to the
bookkeeper for entry into the books of record. The deposit slip and second tape should
accompany the cash and checks and be deposited intact the day of collection by the team
of money counters.



A comparison of the total of the receipts to the deposit slip must be done by the
bookkeeper.



CASH WITHDRAWAL FROM THE DEPOSITS MUST NOT BE ALLOWED.



A yearly “giving” statement should be distributed to all parishioners.

Annual financial review


It is strongly recommended that each parish conduct a review of parish accounts on an
annual basis. Accordingly, each parish should form a review committee composed of at
least two individuals. Signers and preparers of checks should not, under any
circumstances, participate nor have the opportunity to be a member of the parish financial
review team. Also, trustees or business managers should not be on the review team. It is
highly recommended that the parish’s finance committee (unless members are the
individuals noted above) be allowed to handle the review.



The attached Catholic Mutual Parish Financial Review Verification form can be used by
the financial review team. Any questions on how to complete the “self” review should be
directed to the Risk Management Department at (800) 228-6108.
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Catholic Mutual Parish Financial Review Verification Form
Parish name:
Parish address:
Date(s) of review:
Arch/Diocese:
1.

All parish checking accounts must be inspected by the financial review team for accuracy
and irregularities. Examples of parish accounts are home and school accounts, bingo
accounts, cemetery accounts, athletic booster accounts.

2.

The review team must inspect canceled checks from each account for several months to
ensure that checks are written for legitimate purposes and to businesses with which the
parish does business. Please ensure that checks have been cashed and that each cashed
check was endorsed by the proper party. Also, verify that checks were not altered prior to
cashing.

3.

The review team should verify that payroll tax returns are being filed on a timely basis.
Additionally, it should be verified that payroll taxes are being paid on time.

4.

If irregularities are found in parish accounts, on canceled parish checks, on the payment
of payroll taxes or tax returns, or if the parish is not complying with the financial control
guidelines, contact your Arch/Diocesan financial manager.

Members of Parish Review Team:

Print name

Signature

Date

Print name

Signature

Date

Print name

Signature

Date

Print name

Signature

Date

PARISHAC (10/01)
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PARISH INVENTORY FORM
Rectory Inventory
Parish: ____________________________________
Address: __________________________________
__________________________________
__________________________________
__________________________________

Inventory date: __________________________
The purpose of this form is to catalogue all furniture, furnishings, fixtures, appliances, and personal
property found in the rectory of the above mentioned parish. In addition, the condition of the
premises should also be noted when appropriate, including newness and/or condition of carpets,
paint, floors etc....
The parish finance committee should catalogue, check and note the condition and/or working
condition of each item in the rectory. Immediately after, the parish priest shall review and check
all listed items, indicating his agreement or his disagreement with regards to the contents and their
condition. The parish priest and the parish finance committee shall then sign this document in
acknowledgment of the presence and condition of the catalogued items including the following:

Item

Condition

Priest assessment:
Agree/disagree & reason
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Item

Condition

Priest assessment:
Agree/disagree & reason

Parish Finance Committee chair: _________________________

Parish Priest: ______________________________
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Date : _____________

APPENDIX IV

Diocèse de Sault-Ste-Marie
Centre diocésain
30 Ste-Anne Road
Sudbury, Ontario P3C 5E1
Tel: (705) 674-2727
Fax: (705) 674-9889

Annual Financial Report – ______
Parish
Name:
Parish Code:
Address:
City:
Postal Code:
Pastor:
Assistant:
Parish Finance Committee
(Please indicate number of year(s) on committee and number of year(s) of experience)

Chairperson:
Address:
Other member of the finance committee
Name:
Name:
Name:
Name:
Name:
Person(s) to contact for additional information
Name:
Telephone
Home:
Office:
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Income Statement
For the year ended December 31, ______
Receipts
Sunday Collections (include loose change)
New Year's Day (include loose change)
Easter Sunday (include loose change)
Christmas Collection (include loose change)
Non approved Parish collections (building fund, etc…)
Total taxable revenues
Diocesan tax exempt pre approved parish collection
Description of project including deadline for collection for funds
for the project (amount is exempt from D.A.E., Bishop must
have approved the collection)

Parochial organizations (socials, bingo, lotteries etc…)

Aboriginal Sector (special collection)
Development and Peace / Share Lent (special collection)

Seminary (special collection)
The Pope’s Pastoral Works (special collection)
Needs of the Church in Canada (special collection)
World Mission Sunday (special collection)
The Bishop’s Annual Appeal (special collection)
Weddings, Funerals (parish portion receipts only)
Religious articles, candles, literature, etc...
Bequests, special donations (please identify donor)
Miscellaneous revenue (hall rentals, rebates, etc…)

Grant received from Parish Assistance Fund
Interest earned from deposit with Parish Assistance Fund

Loan received from Parish Assistance Fund
Other revenues (indicate sources)
Total non taxable revenues
Grand total of receipts
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Income Statement
For the year ended December 31, ______
Expenditures
Diocesan administration expense (D.A.E.)
Debt repayment to Parish Assistance Fund (loan)
Interest paid on debt to Parish Assistance Fund
Deposit to Parish Assistance Fund
Special Collections (7 approved collections)
Donations forwarded elsewhere (Please enumerate below)

Candles, religious articles, literature, etc... (cost)
Mass wine, vestments, altar bread, vessels, etc...
Sacramental preparation programs (operating cost)
Lay Employee benefits plan (contribution to Green Shield)
Lay Employee pension plan (yearly pension contribution)

Salaries Lay employees (net)
Salary Parish Priest (net)
Clergy Benefit (pension plan contribution)
Clergy Benefit (Green Shield contribution, health/dental)

Payroll deductions paid to Revenue Canada
Insurance (rectory only)
Property taxes (rectory only)
Operating costs (rectory only)
Office expenses (photocopier, computer, software, etc...)

Insurance (parish only)
Utilities (electricity, heat, water, telephone, fax, etc...)
Ordinary repairs and maintenance for church
Extra-ordinary repairs and maintenance for church (specify)

Professional fees (accountant, lawyer, etc…)
Purchase of new equipment for Parish
Bank charges and fees (if any)
Grand total of expenditures
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Balance Sheet
As at December 31, ______
Assets
Bank (Parish general account balance)
Bank (Parish Mass account)
Petty cash
Accounts receivable
Investments (Parish Assistance Fund)
Investments (other investments)
GST receivable
Total assets
Liabilities
GST payable
Accounts payable
Ordered and special collections
Masses owed to celebrants (and to Diocese)
Loan payable
Deferred revenue - unsaid masses as of December
31(amount should be equal to the Paris Mass account in
Assets above)

Total liabilities
Net financial position
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Additional Information
Financial Institution:
Address:
Postal Code:
Telephone:
Account Name
Institution #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Transit #

Account #

Account Name
Institution #
Account Name
Institution #
Account Name
Institution #
Financial Institution:
Address:
Postal Code:
Telephone:
Account Name
Institution #
Account Name
Institution #
Account Name
Institution #
Account Name
Institution #

151

APPENDIX IV

Additional Information
(Please list here any cheque that was sent to the Diocesan Center in ____, for items that
should have been paid in ____. For example any DAE payment, special collections, Lay
employee and clergy Benefits etc…)

Cheque #

Date of Cheque

Purpose
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Amount
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Additional Information
Risk Management Questions for all insured parishes:
1. Number of Lay Employees in the Parish
2. Number of the Lay Employees who are in High Risk Ministry*
3. Number of Lay employee that handle money
4. Number of volunteers in the Parish
5. Number of Volunteers in the Parish in High Risk Ministry*
6. Number of volunteers that handle money
7. Number of children under the age of 18 in parish programs
8. Number of people who as part of their regular duty handle or have
custody of money and securities in the parish

*Note: High Risk Ministry is a Screening Committee designation given to those who are in proximity
to children and/or vulnerable persons or have custody of money and securities in the parish.
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Books and records
A registered charity must keep adequate books and records. A charity's books and records must
allow the Canada Revenue Agency (CRA) to:




verify revenues, including all charitable donations received;
verify that resources are spent on charitable programs; and
verify that the charity's purposes and activities continue to be charitable.

Books and records include:
Governing documents (incorporating documents, constitution, trust document), bylaws, financial
statements, copies of official donation receipts, copies of annual information returns (Form
T3010, Registered Charity Information Return), written agreements, contracts, board and staff
meeting minutes, annual reports, ledgers, bank statements, expense accounts, inventories,
investment agreements, accountant's working papers, payroll records, promotional materials, and
fundraising materials.
Books and records also include source documents. Source documents support the information in
the books and records, and include items such as: invoices, vouchers, formal contracts, work
orders, delivery slips, purchase orders, and bank deposit slips.

I.

Where should books and records be kept?

Books and records must be kept at the Canadian address that the charity has on file with us. This
includes all books and records related to any activity carried on outside Canada. The charity's
books and records cannot be kept at a foreign address.

II.

How long must a charity hold on to its books and records?

A charity must keep books and records as follows:




Copies of official donation receipts (other than for 10-year gifts) - Must be kept for a
minimum of two years from the end of the calendar year in which the donations were
made.
Records for 10-year gifts - Must be kept for as long as the charity is registered and for a
minimum of two years after the date the registration of the charity is revoked.
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III.

Minutes of meetings of the directors/trustees/executives - Must be kept for as long as
the charity is registered and for a minimum of two years after the date the registration of
the charity is revoked or, in the case of a corporation, for two years after the day the
corporation is dissolved.
Minutes of meetings of the members - Must be kept for as long as the charity is
registered and for a minimum of two years after the date the registration of the charity is
revoked.
Governing documents and bylaws relating to the charity - Must be held for as long as
the charity is registered and for two years after the date the registration of the charity is
revoked.
General ledgers or other books of final entry containing summaries of year-to-year
transactions and the accounts necessary to verify the entries - Must be kept for six
years from the end of the last tax year to which they relate, while the charity is registered,
and for two years after the date the registration of the charity is revoked or, in the case of
a corporation, for two years after the day the corporation is dissolved.
Financial statements, source documents and copies of annual information returns
(T3010 forms) - Must be kept for six years from the end of the last tax year to which
they relate or, if the charity is revoked, for two years after the date of revocation.

Can books and records be kept in electronic format?

Yes, however:






Electronic records are subject to the same rules and retention periods as described above.
Books and records that are created and maintained in electronic format must be kept in an
electronically readable format, even if the charity has paper printouts of the electronic
records. An electronically readable format means information supported by a system
capable of producing an accessible and useable copy that would allow auditors to process
and analyze the electronic records on CRA equipment.
If any source documents are initially created, transmitted, or received electronically, they
must be kept in an electronically readable format.
Scanned images of paper documents, records, or books of account that are maintained in
electronic format are acceptable if proper imaging practices are followed and
documented.
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IV.

What are the responsibilities for properly maintaining books and records?

A registered charity is responsible not only for keeping books and records, but for maintaining,
retaining, and safeguarding these records as follows:







V.

If the charity hires a third party to maintain its records, the charity is still responsible for
meeting all requirements. Third parties include bookkeepers, accountants, Internet
transaction managers, and application service providers.
The charity should keep all its books and records in one area for easy access. This will
make it easier for the charity in the case of an audit or when there is a change to the
governing board.
The charity should also keep copies of its books and records in a separate location
(preferably off-site) for backup purposes.
The charity is responsible for making its books and records available to CRA officials.
These officials are authorized to inspect, audit, or examine a charity's records, as well as
make or have made copies of any records, including electronic records.

What are the consequences of improper record keeping?

Failure to keep adequate books and records may result in the suspension of a registered charity's
tax receipting privileges, or the loss of its registered status.
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Celebrated Mass Intentions Distribution
Up to 3 intentions per celebration/mass (Policy No. 25 3.b.)
1st Celebration/Mass
1st Intention --------------------------- Paid to celebrant
2nd Intention -------------------------- Multiple Stipend
3rd Intention--------------------------- Multiple Stipend
2nd Celebration /Mass
1st Intention --------------------------- Bination
2nd Intention -------------------------- Multiple Stipend
3rd Intention--------------------------- Multiple Stipend
Pro Populo masses which are celebrated do not include a stipend. Canon 534 states that the pastor
is obligated to apply a Mass for the people entrusted to him on each Sunday and Holy Day of
obligation. This means that the 1st Intention of the 1st Celebration would be the Pro Populo mass
and no stipend would be paid to the celebrant on those days. That is why the pastor salary is higher
than the associate salary. (see Appendix XI).
The Bination cheque is issued to the Diocese of Sault Ste. Marie.
The Multiple stipend cheque is issued to the Clergy Benefit Fund.
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Diocese of Sault Ste. Marie
Funeral Guidelines
The Current Situation
To begin with, it is to be noted that the policies of November 2002 written by the Diocese at that
time still apply. It is a well written document that should have had the desired effect of allowing
all clergy of the diocese the flexibility to respond to the varied needs and requests of those who
are burdened with grief. Most have been very good at doing their best to help people put order and
peace back into the chaos created by the death of a loved one.
Unfortunately, there have been some who have made up their own rules. Each of the Funeral
Directors indicated that there are several "idiosyncrasies" that they have to deal with depending on
the priest or clergy they are attempting to arrange a funeral service with.
At the same time different demands are being made concerning death and funerals. The trend has
become much more prevalent to have a Funeral Home service or a Memorial Mass at the parish at
a convenient time. "Immediate disposal" of the remains of a person with no service of any kind
has become more common place. A definite sense of "one stop shopping" and for the least cost, at
the most convenient time for the family is the experience of many of our clergy and pastoral
workers.
There is also the problem that many Funeral Celebrations, especially at the Funeral Home are not
recorded in any parish register. The question of stipends and who celebrates some of these liturgies
has also become problematic. Funeral Directors across the Diocese and in many other locations in
North America have had to deal with various difficulties in trying to find someone to provide some
form of liturgy for those who have died.
Possible Solutions
1) Education
The first thing to be noted is that it is NOT the time to try to enforce discipline while preparing a
funeral with a family. It may well be that their understanding of what is appropriate for a service
does not match the current liturgical discipline of the Church. It is time we became more proactive
in addressing the problems we encounter than reactive in our responses to some requests. In this
light then, it may be that the whole subject of death, dying, how we celebrate death and why we
celebrate at all can be taught at various times of the year. Two times come to mind immediately.
One being the month of November when there is an emphasis in the Church and in our society on
remembering the dead with All Saints Day and All Souls Day as well as Remembrance Day. This
month could provide a very good stage to look at questions of how we as Christians and Catholics
celebrate and deal with death. The time of Lent, Holy Week and Easter Season is clearly a prime
time to explore many of the same questions. After all, the suffering, death and resurrection of the
Lord is the basis for our hope in eternal life. The celebrations of Holy Week are truly the centre of
our teaching and discipline concerning Christian funerals.
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2) Accountability
The second question concerns accountability. This is not a simple matter and so will have to be
dealt with in parts. The Church has lines of accountability clearly drawn up that were designed to
assist in providing consistent service to the people. It is not a question of absolute conformity, but
rather a consistent level of service in all of our parishes. Some of our clergy indicated that there is
no sense in having a policy if it is not enforced. This has been our experience in the diocese and in
the Church as a whole. It was clear in the recent consultation on the upcoming Synod for the
Family that we have wonderful documents that are well written, but not well read, understood or
implemented.
a)

Chain of responsibility in resolving problems with funerals

In order to avoid continued difficulties, our own diocesan structures will be utilized to make sure
that diocesan policy and guidelines are followed. If there is a difficulty, in this case with questions
involving funerals, the first person responsible to look into the situation will be the Regional Chair.
The hope is that the matter can be dealt with at the local level. The basis for this are the
responsibilities of the Vicar Forane outlined in Canon Law. This priest used to be called the Dean,
we now refer to them as Regional Chairs. If it is not possible to have the matter dealt with by the
Regional Chair, then the Episcopal Vicar responsible for the area or sector is to attempt to solve
the difficulty with the clergy in question. If this fails, then the Chancery will become involved. It
is sincerely hoped that such measures will not have to be used.
b) Questions of refusal
Some of the areas of accountability that have fallen through the cracks are: 1) ease of contact with
the parish priest and a response within a reasonable time, 2) refusal of funerals due to geography,
church attendance, registration in the parish, time of the week (my day off or during my vacation)
and 3) location of the requested service (I don't do funeral home services).
In the case of those seeking some form of service for their departed all of these remarks amount to
a large No or refusal to aid the family in their time of need. The word NO or a refusal is all that
the family burdened with dealing with a death will hear. They do not hear the logic or reasoning
or the possibilities they have heard only No and feel rejected. This is not who we are. We are not
guards or police making sure people follow the rules. We are to be Pastors who are to assist and
comfort our people with the Good News. Therefore, no request for a funeral service may be refused
without the expressed permission of the Diocesan Bishop or his Vicar General. Any such refusal
will be dealt with as described above.
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c)

Accessibility

There is no question that there are many demands upon priests today, and that there should be
provision for days off and vacation. At the same time, death does not take a holiday and is not
always convenient. It is therefore the responsibility of the pastor to make sure that he can be
contacted at all times in the case of a funeral request, or provide for a replacement who will be
responsible for funerals during his absence, or have other contact numbers so that the Funeral
Home may give a timely answer to their request for funeral services in a matter of hours and not
days.
d) Celebrant of funeral liturgies
It is the responsibility of the parish, whether by territory or by membership or by long previous
membership, especially for those who are in long-term care facilities, to provide funeral services
for those who have died. No one is without a parish in the structure of the Church envisaged in the
Code of Canon Law. If for one reason or another, such as the priest is already booked for another
funeral and the family cannot change the time or day, then the funeral homes are directed to use
the list of names of those who have been appointed and approved and appointed by the diocese to
perform these liturgies at the funeral home or in a parish church or some other suitable location in
their area.
3) Record Keeping
Tied to the questions of accountability are also the questions of record keeping, honoraria and
offerings for funerals. With regard to record keeping, it is the parish priest who is responsible to
keep accurate records of all funeral services within the parish whether in the parish church, at the
funeral home or even in some other location such as a community centre. In many cases this has
not been done. The parish, at times, has no idea that one of the clergy attached to the parish has
conducted a funeral service. At times priests have felt that since the funeral service did not occur
in the church there is no need to record it in parish records. This is false. All services are to be
recorded in the parish registers.
4) Suggested Donations
With regard to the suggested donations attached to funeral services there was no consistency. In
some parishes the offering is given to the parish and then a supplement for the organist and then
another for the cantor and so on. It can become a rather costly proposition when you consider that
some parishes are adding supplemental charges to the whole celebration. This has given us a very
bad image and made us look like we are nickel and diming the people at the time of a funeral.
Some have seen it as a punishment for not being practicing members of the parish. In response to
this inconsistency, the suggested donation for a funeral celebration will be two hundred and
seventy-five dollars. The funeral rite includes the liturgical celebration in the Church or service in
a funeral home, as well as the wake service and burial of the remains, whether ashes or a body.
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The suggested donation amount of up to two hundred and seventy-five dollars will be paid to the
parish whether it took place in the church or at the funeral home. This will help to guarantee that
the appropriate records are kept at the parish and that the donation is not a fee for services
rendered. A funeral, as envisaged by the Church with ashes or a body, a memorial mass with or
without the presence of ashes or a service at the funeral home or some other suitable location with
the presence of a body or ashes consists of three specific moments: the wake service, the funeral
rite itself and the burial.
Each parish is to notify the funeral homes in their area concerning the extra amount for
honorariums the funeral home is to collect for organists, musicians, cantors and choirs if
applicable. The supplemental amount and the donation is to be remitted to the parish who will then
pay the musicians. It is desirable that the cheque be itemized to clearly indicate the suggested
donation amount and then the amount for the musicians.
5) Dignity of Human Remains
This brings up the question of what to do with various types of human remains. It is true that in
the present liturgical books there is a distinction as to how liturgical celebrations are to be
conducted with the presence of a body and with the presence or absence of ashes or body. All
human remains are to be given the same dignity. New liturgical norms are in the making and will
be published at some date.
There is a new trend to divide the ashes of the deceased among the surviving relatives by using
little urns or even putting some of the human remains in jewelry. This practice is one that is
difficult to comprehend let alone condone. At the same time it is a reality for some families and
parishes. Therefore, at any celebration there should be only one urn or container representing the
human remains and not multiple containers or urns. What is done with the human remains after
the service is the responsibility of the family. Yet, they should be encouraged to treat the human
remains with the dignity and respect that they deserve. In areas where the funeral home has
developed what they are calling an Arch to bring in the human remains as ashes, the preference of
the family is to be respected in this matter.
6) Memorial Masses
There is the further question of the growing demand to have a memorial mass at the church, usually
with ashes, but no involvement of the funeral home as far as visitation or the reception of donations
to various causes, even the parish. There are those who would prefer a direct answer on this issue
to say that these requests are to be denied. It is not as simple as it looks. Our purpose is to try to
bring some form of order and peace to a chaotic situation with death. In many of our rural locations,
the normal location for visitation is at the parish church. This usually involves the collaboration of
the funeral home.
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There are three parts to this question:
First, we are not funeral homes and do not want to be in competition with the many funeral
directors who do such a great job at trying to guide people in what is best for the grieving family.
They too feel the change in attitude to death and are also caught up in trying to adapt to the needs
of those they serve. At the same time, there are those who simply cannot afford what would be
considered a "proper funeral."
Secondly, the fact of the matter is that many of our people for various reasons are choosing not to
have a 'traditional funeral' with visitation and all the rest. These situations, at present, represent a
small minority of those we deal with. On this point it is best that there be an honest discussion with
the funeral home who is dealing with the arrangements so that an appropriate response can be
framed.
Thirdly, it is the responsibility of the pastor, with the collaboration of the funeral home and the
family to make a decision that truly reflects the best for all concerned. This team approach will
avoid partiality and the sense that the priest has decided on his own what would happen. The more
we work together as collaborators the sooner we will come to an appropriate response to the ever
changing demands of our ministry, especially in the face of death.
7) Words of Remembrance
The question of words of remembrance is still a touchy topic since there have been some negative
experiences of these presentations. The fact of the matter is that some people have a need to express
their grief through sharing in a public forum some of their memories. The use of words of
remembrance may not have been part of our Catholic tradition, but it would not be the first time,
in our history, that something that was not even Christian in origin has been incorporated into our
liturgies. It would seem that there are two possibilities for the insertion of these words of
remembrance. First, right at the beginning of the liturgy, before the penitential rite. The second
would be after the prayer after communion and before the final commendation and farewell. Both
of these places offer a liturgical pause for this kind of remembrance. It will be up to the celebrant
to aid the people in developing an appropriate presentation.
8) Music
There is also the prevalent question of appropriate music for the celebration. In the church it should
be sacred music. There are numerous liturgical norms indicating that sacred and not secular music
should be used in our celebrations. Yet what can be done when the family really wants a piece of
music that was designated by the deceased as their favorite song and they want it played at the
funeral? It would seem that there are some possibilities. 1) The song could be played at the funeral
home even during the Wake Service. 2) It could be played at the reception. 3) It could be played
at the graveside. 4) It could be played before the service in the church begins. 5) It could be played
as part of the words of remembrance at either of the two possible spots in the mass mentioned
above. Once again where the song would be most appropriately played would have to be discussed
with the pastor and the family so that the dignity of the liturgy is preserved.
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Obviously, services in the Funeral Home are more open to the insertion of secular music before,
after or during the celebration itself. It is still important to try to assist the family in using music
that would best meet the needs of the family and at the same time respect the dignity of the
occasion.
Conclusion
Finally, these are guidelines not rules to be used to limit what can be done to assist those who come
to us for solace and direction in the face of death. Certainly, we are to gently try to guide the family
to a dignified service for their loved one. Christian celebrations are not only a celebration of their
life here on earth, but rather a rejoicing in the redemption gained for us by Christ and an expression
of our faith in eternal life.
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Employment Contract
This Contract of Employment shall be effective as of (Insert date).
Between The Employer:
(Parish Name), a parish of the The Roman Catholic Episcopal Corporation For The Diocese of
Sault Ste. Marie, in Ontario. Canada. herein referred to as the ‘Parish’
(Name of Hiring Manager)
(Address)
(Phone Number)
(E-mail)
And the Employee:
(Employee Name) herein referred to as the ‘Employee’
(Address)
(Phone Number)
(E-mail)
The Parties Shall Agree as Follows:
General Terms
The Employee’s period of fixed-term employment with the Parish will begin on (Insert date) for a
period of 1 year and will terminate on (Insert date) without the requirement of any notice or
severance payments.
In accepting your position, it shall be deemed that you have accepted all the terms and conditions
set out within this Employment Contract.
These terms and conditions of employment annul any previous agreement whether verbal or
written given to you at any time from the Parish.
The Employee agrees that he/she has been given time and the opportunity to seek, and obtain,
independent legal advice in regards to this Employment Contract.
The Employee agrees that he/she has entered into this Employment Contract under his/her own
volition, and is of sound mind and body.
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Job Description
The Employee agrees to provide services to the Parish aligned with his/her skill set.
The Employee agrees that he/she has reviewed and signed the attached job description.
The Employee further agrees that position titles, job duties, responsibilities, and expectations can
change in order to meet the needs of the Parish. In the event of substantial changes in job
expectations, the Parish will provide advanced notice aligned with the requirements under the
Ontario Employment Standards Act.
During the course of your employment with the Parish you may be demoted or promoted to
alternate roles as required by organizational demands and employee skill set. Any changes to your
core job duties or compensation will be done with appropriate notice, as per applicable
employment legislation.
Conditions of Employment
As discussed within the recruitment process, this offer of employment is conditional based on the
following bona fide occupational requirements.
The listed bona fide occupational requirements were established due to the interaction with
vulnerable clients and level of financial accountability of your role with the Parish.



Criminal Reference Check: provided to parish within 60 days after the start date.
Vulnerable Sector Screening: provided to parish within 60 days after the start date.

The Parish, in its sole discretion, will determine if the results provided through the condition of
employment requirements pose an unacceptable risk to the safety and security of the parish and its
employees, clients, customers, or volunteers and may rescind this employment offer immediately.
If you still have not fulfilled the conditions of employment within 90 days after the start date or if
you fail to meet the expectations of the conditions of employment, this contract will be terminated
immediately with no requirement for notice, payment in lieu of notice or any other obligation as
deemed under employment and/or human rights legislation.
Additional Conditions
Over the course of your employment with the Parish, you may be required to attend a medical
examination by a registered medical practitioner selected by the Parish. Requests to attend an
independent medical examination will be paid for by the Parish and limited to one of the following
conditions:
1. Assisting the Parish in determining appropriate accommodations in order to support bona fide
medical restrictions caused by illness, injury, or disability;
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2. Following a serious workplace accident as part of the investigation process; and/or
3. Determining if you are fit for duty provided that the Parish has reasonable concerns related to
your fitness to perform your work responsibilities
Probationary Period
The Employee will be under probation for the first three (3) months of employment with the Parish.
During this period, your performance and conduct will be monitored. During the probationary
period you will be subject to the Parish’s policies and procedures.
If at the end of the probationary period your work performance or conduct does not meet the
Parish’s expectations, your probationary period may be extended for a period of one (1) month
depending on requirements.
This contract may be terminated, by either party within the first three (3) months of work with no
requirement of notice or payment of notice.
Following three (3) months of employment but still during the probationary period, either party
can terminate this contract by providing one week of written notice. The Parish can provide the
required week as a payment in lieu of notice.
Compensation and Deductions
The Parish agrees to compensate the Employee in the amount of (List Salary or Hourly Wage
Amount).
The Parish currently issues payroll on a (Weekly, Bi-Weekly, Monthly) basis. Payroll schedule
and deposit dates are subject to change at the discretion of the Parish.
Payroll is directly deposited into employee bank accounts. The Employee must provide a void
cheque or deposit sheet to the Parish. Any changes in employee bank account information must be
provided at least 2 weeks to ensure proper payment.
The Parish agrees to deduct all requisite taxes and submit all payable deductions as required by
law including, but not limited to Employment Insurance, Income Tax, and Canada Pension Plan.
The Parish shall not recoup from the Employee, through payroll deductions or any other means,
any cost(s) incurred by the recruiting and/or retaining of the Employee. These may include, but
are not limited to, any amounts payable to a third-party staffing agency or recruiter.
Bonuses
Bonuses are provided at the discretion of the Parish.
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Work Location
The Employee’s work duties will primarily be performed at (Insert address and location).
The Employee could be expected to perform work duties at other locations or sites deemed
reasonable by the Parish.
Hours of Work
The Employee shall work (X) hours (Per Day, Week, Month) in accordance with the Parish
requirements, and legislative regulations.
The Employee’s typical hours of work shall be (List proposed work schedule). The Employee may
be required to work extra hours in the (evenings/weekends/mornings) to meet work demands.
Extra hours must always be pre-approved by (Insert Title).
Working hours and schedules are subject to change at the discretion of the Parish.
The Employee will be provided scheduled breaks and meal periods as per employment legislation
and in alignment with parish practice.
The Employee is entitled to overtime after 44 hours in a work week. Extra hours are banked and
available for the Employee to take paid time off of work. Please see the Parish’s banked time
policy for more information on the required process.
Parish Dress Code
The Parish has a professional work environment and employees are expected to comply with the
Parish’s Dress Code.
Employees who are not in compliance with the Dress Code policy risk progressive discipline and
being sent home without pay to become compliant.
Group Benefits
After three (3) months of consecutive employment and working at least fourteen (14) hours per
week, the Employee shall be entitled to the Company’s benefit plan for life, accidental death and
dismemberment, dental and health insurance benefits.
The Employee is responsible for completing and returning benefit enrollment forms within thirty
(30) days from start date. Late enrollment may result in the benefit company requiring additional
medical information that could result in a reduction or the complete loss of the entitled benefits.
Parish benefits are mandatory unless the Employee has comparable coverage or if the benefit
provider denies coverage.
Parish benefits are subject to change at the discretion of the Diocese of Sault Ste. Marie.
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Parish benefits will automatically cease if the employee is absent from work, regardless of injury
or disability, for a period of six (6) months.
(Update wording to reflect parish actual situation)
Parish benefit premiums are co-paid between the company and the Employee. The Employee is
responsible for paying (Insert percentage) of the premium. Premiums are deducted (Insert
timeframe) from payroll.
RRSP Contribution
The Parish provides employees with a personal RRSP contribution. To be eligible, employees must
work a minimum of twenty-four (24) hours per week. The Parish will contribute 3% of annual
income up to a maximum of $1,000. The Employee may elect to receive a cash payment in lieu of
the RRSP contribution.
Entitlements
Entitlements are subject to change at the discretion of the Parish. Entitlements may be deemed a
taxable benefit as per Canada Revenue Agency guidelines and as such will be processed
accordingly through payroll.
Time Away From Work
The Employee is entitled to (X) days of vacation. Vacation time must be booked in accordance
with company practice.
The Employee is entitled to six (6) days of sick leave. A certificate or note from a qualified medical
practitioner must be remitted to the employer following a period of three (3) consecutive days of
absence caused by illness. The note should indicate the employee’s inability to attend to his/her
duties. The note should approve the absence and not justify or identify the medical condition.
The Employee is entitled to the recognized statutory holidays as per policies of the Diocese of
Sault Ste. Marie and Ontario Employment Standard Act. The Employee must fulfill the obligations
under legislation in order to ensure payment and recognition for the outlined holidays.
Time away from work above and beyond the outlined entitlements will be unpaid and provided in
accordance with recognized and applicable employment legislation. Extended time away from
work may require the employee to provide medical information ensuring that he/she is fit for duty.
Required medical information could include but is not limited to: a functional abilities assessment
and/or a second medical opinion by a registered medical practitioner selected and paid for by the
Parish.
Workplace Safety Insurance (Workers’ Compensation)
The Parish agrees to register the Employee under all relevant provincial government insurance
plans.
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The Parish agrees not to garnish funds from the Employee's wages for the purposes of paying this
type of insurance.
The Employee agrees to comply with the requirements within the provided workplace safety
insurance.
Best Efforts
The Parish agrees to act in good faith, through consistent practice and clear expectations.
The Parish agrees to provide policies and direction related to parish expectations.
The Employee agrees to read, review, and seek to fully understand the Parish policies, practices,
direction, and expectations as they relate to (his/her) role within the Parish.
The Employee agrees that (he/she) will at all times perform (his/her) job duties in a faithful,
industrious manner to the best of (his/her) abilities, and perform all of (his/her) required job duties
to the reasonable satisfaction of the Parish.
Workplace Concerns
The Parish recognizes that from time to time conflicts or disagreements may happen and as such
has developed a process for employees to address workplace concerns.
The Employee agrees to address all concerns related to the workplace, including but not limited
to, performance, wage, discipline, safety, harassment, discrimination, human rights, termination,
conduct or other violations through the Parish’s Conflict Resolution process.
Outside Employment
The Employee shall devote the focus of (his/her) time, attention, knowledge, and skills solely to
the business and interest of the Parish, and the Parish shall be entitled to all of the benefits, profits,
inventions, ideas or other issues that arise from or are incidental to all performance of work,
services, and professional advice produced by the Employee.
Nothing contained within this contract shall be deemed to prevent, discourage or limit the rights
of the Employee of investing any of (his/her) funds or capital in any publicly-owned or regularly
traded in any public exchange, nor shall anything contained herein be deemed to prevent or
discourage the Employee from investing or limiting the Employee's right to invest funds or capital
in real estate.
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Confidentiality
In working for the Parish, the Employee shall not divulge, disclose, provide, or disseminate any
confidential information to any third party not employed by the Parish at any time, unless the
Parish gives prior written authorization. Furthermore, confidential information shall not be used
for any purpose other than its reasonable use in the normal performance of employment duties for
the Parish.
Confidential material shall be defined as any materials or information relating to:
•
•
•
•
•
•
•
•

Project management
Technical management
Investment plans
Supply chain information
Human resource planning
Parish financial information, status and statements
Any information, or documentation labeled "Confidential" by the Parish, or listed as such by
separate memorandum, or e-mail that informs of confidential status
Any information pertaining to the Parish's parishioners

The Employee agrees that any dissemination of confidential information to any third party may
create an adverse reaction to the Parish, and will constitute a breach of this contract. As a result of
any breach of contract wherein confidential information is disseminated, the Parish is entitled to
seek damages through legal means.
The Employee agrees not to disseminate any confidential information for the duration of (his/her)
employment with the Parish and after the termination of the Employee's employment for any
reason.
Ending of Employment Contract
This Employment Contract may be terminated by the Employee by providing fourteen (14) days
written notice.
The Parish reserves the right to end employment at any time without cause. In the event
employment is ending without cause, the Employee will be provided with notice or pay in lieu of
notice in accordance with the Ontario Employment Standard Act. All benefits and entitlements
owed to the employee will be maintained during the required notice period.
In the event that the employee is unable to work for a consecutive period of six (6) months, it will
be deemed a frustration of contract and the Employee will be provided with notice or pay in lieu
of notice as well as any severance entitlements in accordance with the Ontario Employment
Standard Act. All benefits and entitlements owed to the employee will be maintained during the
required notice period.
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The Parish can terminate this agreement at any time for just cause in the event that the Employee
breaches any term or condition of this contract or for reasons listed under the Ontario Employment
Standard Act including but not limited to: insubordination, abuse of company policy and practice,
dishonesty, theft, violence, harassment, violations of the Parish code of conduct, refusal of
reasonable alternative work, unforeseeable or unpreventable causes beyond the control of the
Parish and refusal to return to work following a temporary layoff. During a just cause termination
the employee will not be entitled to any notice or compensation. The Parish uses a process of
progressive discipline based on the seriousness of the offense. The typical process of progressive
discipline involves (Include number of steps, e.g., five steps including an unpaid suspension) with
the final step resulting in a just cause termination. The Parish reserves the right to advance steps
based on the seriousness of the offence.
In the event of economic downturn or changes within the business, the Parish may enforce layoffs
in accordance with the Ontario Employment Standard Act. In situations such as this, the Parish
will provide notice or payment in lieu of notice, any applicable severance entitlements and benefit
coverage as outlined within the Ontario Employment Standard Act and any other applicable
legislation.
If the ending of employment is a result of the discontinuance of business, the Parish will align with
provincial legislation on the continuance of business expectations and/or the notice or payment in
lieu of notice, any applicable severance entitlements, and benefit coverage applicable under the
Ontario Employment Standard Act and any other applicable legislation.
Modification of the Employment Contract
Any modification of this Employment Contract (or any additional obligation assumed by either
the Employee or the Parish in connection with this Employment Contract shall be binding only if
supported by written documents signed by each party or an authorized representative of each party.
Effect of Partial Invalidity
The invalidity of any portion of this Employment Contract will not and shall not be deemed to
affect the validity of any other provision. In the event that any provision of this Agreement is held
to be invalid, both the Employee and the Parish agree that all remaining provisions shall be deemed
to be held in full force and effect as if they had been executed by both parties subsequent to the
deletion of the invalid provision.
Legal Compliance
All agreements, covenants, and declarations in this agreement have been designed to comply with
the employment laws of Ontario. This contract will be subject to all applicable employment
legislation.
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Any legal action, special proceeding, or other proceeding that may be brought arising out of, in
connection with, or by reason of this Agreement, the laws of Ontario shall be applicable and shall
govern to the exclusion of the law of any other forum, without regard to the jurisdiction in which
any action or special proceeding may be instituted.
No Waiver
Where either party fails to enforce any of the terms or conditions of this Employment Contract,
this shall not be grounds for the waiver of this Employment Contract.
Regardless of any previous failure to enforce the terms or conditions of any part of this
Employment Contract, the validity of this Employment Contract will remain un-impeached and
remain in full force and effect as if no such failure or waiver had transpired.
In witness whereof the parties state that they have read and accepted all the terms and conditions
stipulated in the present contract.
Acknowledgements and Agreements
This Employment Contract was prepared on (Insert date) by (Insert name and position title), on
behalf of the Parish.
I acknowledge that I have the legal authority and authorization to represent the Parish through the
offer of this Employment Contract.
Employer Representative Name
Position Title
Authorized Signature Date
I accept these Terms and Conditions of Employment as set out within the Employment Contract.
DATED at ___________________, this ___ day of ______________, 20(XX).

________________________________
the Employee

________________________________
Authorized Signature
_____________________________
Date
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Additional Note:
Each page of the employment agreement should be initialise by the employee and the parish
representative to demonstrate that the whole document was reviewed with the employee.
If there is any question about any portion of this agreement or wish to remove a section, the parish
should consult with the Diocesan Financial Administration Office to ensure that it is acceptable to
do so.
If you need help to create certain parish policies in order to comply with this employment
agreement, you may contact the Diocesan Financial Administration Office for sample policies if
not included in this manual.
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ANNUAL EMPLOYEE RRSP CONTRIBUTION
As of January 1, 2007, all employees who work 24 or more hours per week are entitled to a
contribution paid to their RRSP by the parish. This contribution represents 3% of the
employee's gross salary, up to a maximum of $1,000.00 per year.
Employee Information
Name:
Position/Title:
RRSP Contribution Calculation
(A) - Employee Gross Annual Salary for ________
(year)

(B) - (A) X 3% (max. $1,000)
Contribution Options

c (1) Direct Transfer to an RRSP
Please included the following information when you return this form:
Notice of Assessment for the previous taxation year
c
Signed authorization statement below
c
Name and address of RRSP trustee
c
RRSP Policy Number
c
Must be 71 years of age or less
c

c (2) Lump Sum Payment
c

Signed authorization statement below
Amount will be paid out as part of your salary
with applicable deductions

I ,_________________________ hereby authorize the above contribution option for
payment.
Signature ___________________________________

Date____________________

See reverse for instructions
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When should this form be completed?
This form should be completed in January following the taxation year (i.e. For 2007 this form
should be completed in January 2008). The parish must disburse this payment before the end of
February. The employee must choose one of the two contribution options.
RRSP Contribution Calculation
(A) Enter employee's annual gross income. (this include all gross income between January 1 to
December 31 of the year in question)
(B) Multiply the number in line (A) by 3% (0.03) and enter on line (B). The allowable maximum
is $1,000.00. (A salary of $33,333.33 would represent a contribution of $1,000.00.)
Contribution Options
Please note that the payment should be made once the employee has completed this section.
(1) If this option is chosen, the parish should obtain the required information and file it in their
records along with this form. Make the necessary deduction for Canada Pension Plan (CPP) of
4.95%, and Employment Insurance (EI) of 1.73%. The cheque for the net contribution amount
must be made directly to the order of the RRSP trustee (i.e. Scotiabank, Manulife Financial, etc...)
and sent directly to that institution and the various deduction to CRA
(2) If this option is chosen, please proceed in calculating the proper deduction. This can be done
on-line on the CRA website (see below). You must enter the employee's regular payroll
information and then add the contribution amount in the bonus field in order for the calculation to
be made. Please ensure to take the various deductions indicated as "deduction on bonus" in the
third section of the report in order to calculation the net contribution. Make a payment to the
employee for the net amount and send the various deductions to CRA.
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/payrolldeductions-online-calculator.html
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GEOGRAPHICAL BOUNDARIES
NORTH BAY AND SUROUNDING AREAS
Parish

Area Served

Holy Name of Jesus
with St. Alphonsus, Callander

Catholics living in West Ferris and Callander

Pro-Cathedral of the Assumption

Catholics living in the downtown area, South of Hwy 17 By-pass
and South of Trout Lake Rd.

St. Peter the Apostle with
St. Elizabeth, Temagami and
St. Ursula, Bear Island, Lake
Temagami

Catholics living on the North side of Hwy 17 By-pass and North of
Trout Lake Road, along with St. Elizabeth in Temagami and St.
Ursula, Bear Island, Lake Temagami

St. Vincent de Paul

French Catholic population living within the City of North Bay
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SAULT STE MARIE AND SUROUNDING AREAS
Parish

North
Boundary

East Boundary

South
Boundary

West Boundary

Holy Family
*Polish Catholic
population living within
the City of Sault Ste.
Marie

Fourth Line

Goulais Ave.

Wallace Terrace
- Base Line

Gros Cap

O.L. of Good Counsel

Northern Ave. Tilley Rd. McNabb St.

Black Rd.

MacDonald Ave.
Ontario Ave. Wemyss St.

Wilson St.

O.L. of the Highways
with Mother of God,
Goulais River &
St. Boniface,
St. Joseph Island

Third Line

Great Northern
Rd.

Northern Ave.

Carmen’s Way

Ontario Ave. Hamilton Ave.

Pine St.

Waterfront

Carmen’s Way

Precious Blood
Cathedral

French Catholic population living within the City of Sault Ste. Marie along
Ste-Marie-du-Sault
with Immaculate
with Immaculate Heart of Mary, Garden River
Heart of Mary, Garden
River
Hayden

Black Rd.

McNabb St.

Great Northern
Rd.

St. Gregory

Fourth Line

Carmen’s Way

Northern Ave. Comee Ave. Wallace Terrace

Korah Rd.

St. Jerome

McDonald Ave.

City Limits

Waterfront

Pine Street

Fourth Line

Korah Rd.

Waterfront

Goulais Ave.

St. Gerard Majella

St. Veronica
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SUDBURY AND SUROUNDING AREAS
Parish

North
Boundary

East Boundary

South
Boundary

West Boundary

Christ the King

Lasalle Blvd.

Junction Creek
York St. From
intersection with Regent St. to
CNR tracks to
Ramsey Lake
Ramsey Lake

Frood Rd. from Kathleen
St. to Lorne St; Lorne St.
from Frood Rd. to
Regent St. S. from Lorne
St. to York St.

Holy Redeemer

Kingsway

Moonlight
Beach

Ramsey Lake

Wesses St.

Our Lady of Hope
with
St. Anthony

CNR tracks

Gino St. at
Copper St.

York St.

Big Nickel Mine Dr. to
Southview Dr.

St. Andrew the
Apostle

Maley Dr.

Falconbridge
Rd.

Kingsway

Notre Dame Ave. from
Lasalle Blvd. to CNR
tracks

St. Casimir

Polish Catholic population living within the City of Greater Sudbury

St. Patrick

York St.

Town of Nickel
Centre

Killarney

Copper St.

St-Dominique
(french)

Church St.
(Garson)

CNR tracks et
Lasalle Blvd.

Kingwasy

Church St.
(Garson)

St-Ignace-de-Loyola
(bilingual)

Professors, staff and students of Laurentian University Campus

St-Jean-de-Brébeuf
(french)

Paul St.

Mountain St.

Kathleen St.

Melvin Ave.

Ste-Anne-des-Pins
(french)

Burton Ave.,
Melvin Ave.,
Kathleen St.

Bancroft Dr. to
Laberge Lane

Long Lake Rd.

Frood Rd.,
Big Nickel Mine Dr.,
Kelly Lake Rd.

Sveti Marko

Croatian Catholic population living within the City of Greater Sudbury
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CHEQUE ISSUING GUIDELINES
1. Make cheques payable to The Clergy Benefit Fund Corporation S.S.M. for the following:
a) Clergy Benefits Medical/Dental & Pension quarterly billing
b) Multiple Stipends
c) Donations – any donations to this Fund to be sent to the Diocesan Office. Income Tax
receipts for this Fund can only be issued by the Diocese of Sault Ste. Marie
2. Make cheques payable to The Parish Assistance Fund Corporation S.S.M. for the following:
a) Deposits to the P.A.F. account
b) Loan payments
c) Interest payments on Loans
3. Make cheques payable to R.C.E.C.S.S.M. or Diocese of Sault Ste. Marie for the following:
a) D.A.E. monthly payments
b) Bination masses
c) Lay Employee Health Benefits
d) All Special Collections – identify the Special Collection on your cheque:
Native Sector
Share Lent
Needs of the Church in the Holy Land
Ministry Formation
The Pope’s Pastoral Works
Needs of the Canadian Church
World Mission Sunday
Canadian Missions Initiative
Note: All Special Collections to be sent to the Financial Administration Office as soon as they are
collected. The charities rely on the Diocese to disburse these collections as soon as they are taken, in
the year in which they are collected.
Exclusive to Special Collections you can issue one cheque, which includes multiple remittances.
Please provide details (the amounts) in order to associate the funds with the correct collection.
e) Surplus Stipends (non-celebrated masses) to be distributed by the Diocese of Sault Ste. Marie
f) Any other payment to the Diocese of Sault Ste Marie (i.e. World Youth Days)
Please include your parish code on all cheques.
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APPENDIX XVI
FACILITY USAGE/INDEMNITY AGREEMENT
The Facility Usage/Indemnity Agreement is compulsory when non-parish sponsored or affiliated
groups use parish facilities on a short-term basis such as for one day or one week as well as weekly
or monthly. The following groups are examples of non-parish sponsored or affiliated groups that
should sign the Facility Usage/Indemnity Agreement:
1. Girl Guides, Scouts, Knights of Columbus or other similar organizations that use parish
facilities for meetings or fundraisers.
2.

Sport teams or non-parish sponsored sport classes/clinics.

3.

Parishioner and non-parishioner families that rent or use parish facilities for wedding
receptions, family reunions, anniversary parties or other similar activities. Please note that
funeral luncheons are parish sponsored events.

4.

Any other organization, municipality or county organization that uses parish facilities for a
meeting or function that is non-parish sponsored.

The Facility Usage/Indemnity Agreement requires the facility user to provide the parish with a
Certificate of Insurance documenting general liability coverage for $1,000,000 per occurrence.
This Certificate of Insurance must name the parish and the Arch/Diocese as an additional insured.
It is not adequate to obtain a Certificate of Insurance, which names the parish as a “Certificate
Holder.”
It is often asked what criteria an organization must meet to be parish sponsored or affiliated. In the
event of an insurance claim involving a potential non-parish sponsored activity, the following
questions would be asked to further determine if a group was parish sponsored and eligible for
insurance coverage:
1.

Did the parish have full control over the group or function?

2.

Did any costs or fees associated with the function flow through parish accounts?

3.

Was the function or group open to all parish members?

4.

Was the purpose of the function or group to facilitate learning, raise revenue for the parish
or provide a social service on behalf of the parish?

5.

Was the teacher or leader of the group a parish volunteer or employee?

In general, a group which does not meet the definition of an affiliated organization or is unable to
answer the above five questions in the affirmative would not be parish sponsored. Accordingly,
that group must sign the Facility Usage/Indemnity Agreement and supply the parish with the
necessary insurance documentation.
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FACILITY USAGE/INDEMNITY AGREEMENT

PARISH:

_________________________________________________________________

PARISH is understood to include the Arch/Diocese of

FACILITY USER:

_____________________________

___________________________________________________________

DATES OF FACILITY USAGE: _______________________________________________

TYPE OF FACILITY USAGE:

_______________________________________________

The above named FACILITY USER agrees to defend, protect, indemnify and hold harmless the
above named PARISH against and from all claims arising from the negligence or fault of the above
named FACILITY USER or any of its agents, family members, officers, volunteers, helpers,
partners, organizational members or associates which arise out of the above identified FACILITY
USAGE at the above named PARISH.
FACILITY USER agrees to provide a Certificate of Insurance to the PARISH, which provides
evidence of general liability coverage of not less than one million dollars ($1,000,000) per
occurrence. FACILITY USER also agrees to have the PARISH named as an “Additional Insured”
on its general liability policy for the DATE(S) OF FACILITY USAGE in relationship to the TYPE
OF FACILITY USAGE for claims which arise out of FACILITY USER’S operations or are
brought against the PARISH by FACILITY USERS’ employees, agents, partners, family
members, students, customers, function attendees, guests, invitees, organizational members or
associates. FACILITY USER also agrees to ensure that its liability insurance policy will be
primary in the event of a covered claim or cause of action against PARISH.
If FACILITY USER fails to comply with the above (second) paragraph, then the above named
FACILITY USER agrees to protect, defend, hold harmless and fully indemnify the above named
PARISH for any claim or cause of action whatsoever arising out of or related to the usage which
takes place during the above identified DATE(S) OF FACILITY USAGE that is brought against
the PARISH by the above named FACILITY USER or its employees, agents, partners, family
members, students, customers, function attendees, guests, invitees, organizational members or
associates, even if such claim arises from the alleged negligence of the PARISH, its employees or
agents, or the negligence of any other individual or organization. This paragraph does not relieve
FACILITY USER’s responsibility to comply with the above (second) paragraph.
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If any sentence or paragraph of this agreement is held invalid, it is agreed that the balance thereof,
shall continue in full legal force and effect.

SIGNED BY: __________________________________________________________________
(Must be an official agent of FACILITY USER)

NAME (Please print):

DATE:

______________________________________________________

__________________________________________________________________
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