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The Diocesan Human Resources department gives direct, one-on-one support to clergy and parishes

with:
[ ]
[ ]

employee relations

recruitment, employment agreements, employee vs. independent contractor
endings (termination, resignation, layoff, retirement)

performance management

leaves of absence

health & safety

sexual misconduct policy

responsible ministry: screening in faith policy and resources

clergy remuneration

The Clergy and Parishes also have access to one-on-one support through Ecclesiastical Insurance
for professional services through:

LegalConnex: access to lawyers for information and advice such as taxes, employment
contracts, leases, and other contractual obligations.

HRAssist: help to manage workplace issues such as developing policies, drafting
employment contracts, managing disabilities, and responding to employee issues.
Professional Assist: access to professional counsellors to discuss sensitive workplace issues
such as performance concerns, employee disputes and interpersonal challenges.

Clergy can also access management supports through the Employee Assistance Plan (through
TELUS Health). More information can be found on the Clergy Wellness page.

On the following pages you will have more details of further resources, policies, and resources the
Human Resources department provides to the clergy and parishes.
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https://www.toronto.anglican.ca/wp-content/uploads/2021/04/10-LegalConnex.pdf
https://www.toronto.anglican.ca/wp-content/uploads/2021/04/HRAssist.pdf
https://www.toronto.anglican.ca/wp-content/uploads/2021/04/Professional-Assist.pdf
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/wellness-employee-assistance-program/?lang=en
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Training
We offer several training workshops, including:

Diocesan Human Resources
for Clergy, Churchwardens, and Parishes:
Resources, Policies, Training

Workshop

Resource

Parish Leadership Workshop — HR Section

o Case Study, Contact Sheet, Parish HR Manual,

presentation, detailed PowerPoint

Sexual Misconduct Policy training resources for
parishes

Resources include:

Parish Workshop Kit

Learn to Spot it, Learn to Stop it video
Video Case Studies

Discussion Guide

PowerPoint presentation

Online Training portal

O O O O O O

Sexual Misconduct Policy training for clergy

(©]

April 17, 23, 30 and May 8

Retirement Planning Workshop for clergy

o June 18, 2024

Pre-ordination Screening, SMP, and Healthy
Ministerial Boundaries workshop

o September 11, 2024

Clergy Orientation

o October 10, 2024

Policies, Manual

The following policies for clergy and parishes are maintained by Human Resources:

e Sexual Misconduct Policy

e Responsible Ministry: Screening in Faith Policy
e Harassment Policy (when a cleric is involved)

e Human Rights Policy
e Preonancy and Parental I.eave Policy

e Sick Benefits Policy (included in the Parish HR Manual)
e (leroy Housing Allowance Policy and Policy Statement

e Fair Rental Value and Utilities
e Parish Human Resources Manual

Grants and Funding

The following grants and funds are administered or reviewed by Human Resources:
e DProfessional Development Grants and Continuing Education Plan reimbursements (through

HR to the Pension Office)

e Discretionary Medical and Dental Grant policy & form

e Post-Retirement Benefits Fund
e Pregnancy and Parental Leave Fund
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o%09https:/www.toronto.anglican.ca/parish-administration/parish-leaders-workshops/?lang=en
o%09https:/www.toronto.anglican.ca/parish-administration/parish-leaders-workshops/?lang=en
https://www.toronto.anglican.ca/parish-administration/sexual-misconduct-policy/sexual-misconduct-policy-training/
https://training.toronto.anglican.ca/
https://www.toronto.anglican.ca/uploads.php?id=4dc1b84ea1839
https://www.toronto.anglican.ca/uploads.php?id=4dc82c1e3be33
https://www.toronto.anglican.ca/uploads.php?id=5dd452212143e
https://www.toronto.anglican.ca/uploads.php?id=5dd451e7db621
https://www.toronto.anglican.ca/uploads.php?id=4dc1cb5bca9f1
https://www.toronto.anglican.ca/uploads.php?id=4dc814153a76b
https://www.toronto.anglican.ca/uploads.php?id=4dc811b0b6fcb
https://www.toronto.anglican.ca/uploads.php?id=4dc8139e6874e
https://www.toronto.anglican.ca/uploads.php?id=4dc45c470fdc0
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/professional-development/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=5c34d1e2d285a
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e Short Term Disability Fund
e Diocesan Retirement Allowance Fund

Diocesan Human Resources
for Clergy, Churchwardens, and Parishes:
Resources, Policies, Training

There are also Sabbatical Grants available through the National Church

Forms

The following forms are also available on the Diocesan website and not listed above:

o  Accessibility & customer service (feedback form)

e Moving costs — Parish reimbursement form

e Short-term disability — parish reimbursement form

e Continuing Education Plan enrollment form
e DProfessional development evaluation form

e Benefits — application for changes (Manulife)

e Benefits — dental claim form (Manulife)

e Benefits — enrollment form (Manulife)

e Benefits — medical claim form (Manulife)

e Benefits — optional life insurance application (Manulife)

e Benefits — Request for Approval of Brand Name Drugs

e Benefits — Retirees health care spending account (Manulife)

e DPension & L'TD — change of information form
e Pension & L.TD — enrollment form

e Pension — application for retirement pension

Diocesan Website Resources

Topic Sub-Topic Website Resource
Human Resources for includes links to helpful e ESA guide
Parishes government resources such as: e ESA calculator tools (statutory

holidays, termination, severance)
OHSA

e AODA

e WSIB

e CRA payroll deduction calculator
Parish HR Manual Manual
Employee vs. Independent e Emplovee Vs Contractor information
Contractor

Independent Contractor Agreement
template

Employment Agreement Templates —
Permanent and Fixed Term Employees
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http://www.anglicanpension.ca/wp-content/uploads/Application-for-Sabbatical-Grant.pdf.
https://www.anglicanpension.ca/
https://www.toronto.anglican.ca/uploads.php?id=4f036a0b83ea5
https://www.toronto.anglican.ca/uploads.php?id=5a29737fd2a32
https://www.toronto.anglican.ca/uploads.php?id=4dcaef2c35f29
https://www.toronto.anglican.ca/uploads.php?id=4dcc3b7198a7f
https://www.toronto.anglican.ca/uploads.php?id=4d753c4c26461
https://www.toronto.anglican.ca/uploads.php?id=4dc829d644d2e
https://www.toronto.anglican.ca/uploads.php?id=4dc82a682ab2a
https://www.toronto.anglican.ca/uploads.php?id=4dc82aa24c40e
https://www.toronto.anglican.ca/uploads.php?id=4dc82a3b0dd68
https://www.toronto.anglican.ca/uploads.php?id=4dcc3aa6306b0
https://www.toronto.anglican.ca/uploads.php?id=52fa68827656b
https://www.toronto.anglican.ca/uploads.php?id=4dc82b0a901ad
https://www.toronto.anglican.ca/uploads.php?id=4dcc3b41227ba
https://www.toronto.anglican.ca/uploads.php?id=4dcc3afb9dc7b
https://www.toronto.anglican.ca/uploads.php?id=4dd6c3acd3fbe
https://www.ontario.ca/document/your-guide-employment-standards-act-0/infectious-disease-emergency-leave
https://www.labour.gov.on.ca/english/es/tools/index.php
https://www.labour.gov.on.ca/english/hs/faqs/ohsa.php
https://www.ontario.ca/page/accessibility-laws
http://www.wsib.on.ca/
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/payroll-deductions-online-calculator.html
https://www.toronto.anglican.ca/uploads.php?id=4dc45c470fdc0
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/employee-v-contractor/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/employee-v-contractor/?lang=en
https://www.toronto.anglican.ca/wp-content/uploads/2020/11/independent_contractor_agreement_sample.docx
https://www.toronto.anglican.ca/uploads.php?id=6167365da08fa
https://www.toronto.anglican.ca/uploads.php?id=61673793181af
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Diocesan Human Resources
for Clergy, Churchwardens, and Parishes:
Resources, Policies, Training

Job Descriptions (staff)

Ministry Descriptions (volunteers)

3 sample Job Descriptions and 74 volunteer
Ministry Positions

Hiring Staff Info including step-by-step guide, Human
Rights, sample interview and reference
questions, and links to relevant legislation

Supervising Staff e Information

e Incumbent and Parish Staff guide

Parish Staff Compensation

Information, including Pension & Benefits

Giving Feedback

Information, including Performance
Review template

Human Resources for
Clergy

Professional Development

Information on CEP and PD Grants

Leaves

Overview to the 8 types of leaves

Part-Time Clergy

Information on Units, Interims, Lay readers
and students

Remuneration and Benefits —
Active

e Overview
e C(Clerov Remuneration Information

Memo (2024)

e Housing Policy Statement

o Discretionary Medical and Dental Grant

Remuneration and Benefits —
Retired

e Overview and forms

o Post-Retirement Benefits Criteria
o Post-Retirement Benefits Bulletin

Retirement Planning

e Information and resources

e Diocesan Retirement Allowance Fund

Wellness

FEAP information and 100+ of newsletters
on wellness topics

Retreat Centres

Information and links

Health & Safety

General H&S

e  Guide booklet

e Info, training resources, and links to
government resources

e Sample Policies and Templates:
— H&S policy, and H&S program
— Hazard Reporting

— Incident Investigation

— Accident or Critical Injury Report

— Fire Emergency Response

— Ladder use policy

—  Working Alone
— Inspection Procedure

— Inspection Checklist
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https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/job-descriptions/
https://www.toronto.anglican.ca/parish-administration/screening/ministry-descriptions/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/hiring-staff/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/supervising-staff/
https://www.toronto.anglican.ca/uploads.php?id=4dc45e7426f68
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/parish-staff-compensation-2/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/giving-feedback/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/professional-development/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/clergy-leaves-of-absence/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/part-time-clergy/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/remuneration-and-benefits/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=654a4932ad09d
https://www.toronto.anglican.ca/uploads.php?id=654a4932ad09d
https://www.toronto.anglican.ca/uploads.php?id=4dc811b0b6fcb
https://www.toronto.anglican.ca/uploads.php?id=568fedafaf32c
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/remuneration-and-benefits-retired/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4dc81352580bd
https://www.toronto.anglican.ca/uploads.php?id=4dc8199299a31
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/retirement/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4dc813140120f
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/wellness-employee-assistance-program/?lang=en
https://www.toronto.anglican.ca/parish-administration/human-resources-for-clergy/retreat-centres/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4d8a5f316893a
https://www.toronto.anglican.ca/uploads.php?id=4d8a5f316893a
https://www.toronto.anglican.ca/parish-administration/health-safety/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4d8a603011682
https://www.toronto.anglican.ca/uploads.php?id=51366d09d49c0
https://www.toronto.anglican.ca/uploads.php?id=51366f1062ecf
https://www.toronto.anglican.ca/uploads.php?id=51366ea652493
https://www.toronto.anglican.ca/uploads.php?id=4d8a60d4658db
https://www.toronto.anglican.ca/uploads.php?id=513f82e053f1c
https://www.toronto.anglican.ca/uploads.php?id=51366f5f9b93f
https://www.toronto.anglican.ca/uploads.php?id=51366f97adb61
https://www.toronto.anglican.ca/uploads.php?id=51367027b5372
https://www.toronto.anglican.ca/uploads.php?id=4dc44fc5d00e7
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H&S Checklist
Orientation Checklist

Workplace Violence &
Harassment

Guide to the legislation and links to
government resources
Risk Assessment Template

Sample Harassment Policy

Sample Violence Policy

AODA (Accessibility for
Ontarians with Disabilities Act)

AODA info and resources

Mental Health o Government of Ontario mental health
supports
o Centre for Addiction and Mental Health
Responsible Ministry: e Overview e Police Record Check Form
Screening in Faith e Theological Foundation e Understanding the PRC process
e Screening Process e Sample list of ministry positions
e Planning the Screening e Ministry position template
Process e  Sample ministry descriptions
e Assessing Risk e Risk assessment checklist
L] Implementing SCI‘Ceﬂil’lg ° Screenjng checklist
Standards e Application form
e Obtaining Police Record e Interview questions
%c.ks and FAQS. e Training attendance form
[ ] .. . .
_g—gll\)/[ak.m. the Screenin e Ministry guidelines
ecision )
- ) e Reference check questions
e Ongoing Review
= . e One-on-one record form
e Ministry Descriptions
B e Parental Consent form
e Screening Workshops
- o  Acceptance letter
e Screening Forms and B
e Refusal letter
Resources ) )
. e Implementing screening standards chart
e Screening FAQs )
e Screening steps worksheet
e Ten steps of screening
e DParish screening communication plan
e (Covenanting service
¢ Commissioning liturgy
e Screening PowerPoint presentation
[ ]

Screening praver
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https://www.toronto.anglican.ca/uploads.php?id=4dc4502b69746
https://www.toronto.anglican.ca/uploads.php?id=4dc44ffb55ac2
https://www.toronto.anglican.ca/parish-administration/health-safety/workplace-violence-and-harassment/?lang=en
https://www.toronto.anglican.ca/parish-administration/health-safety/workplace-violence-and-harassment/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4dc4512aafaf6
https://www.toronto.anglican.ca/uploads.php?id=4dc450b851db1
https://www.toronto.anglican.ca/uploads.php?id=4dc450ec466cd
https://www.toronto.anglican.ca/parish-administration/human-resources-for-parishes/aoda-for-parishes/?lang=en
https://www.ontario.ca/page/covid-19-support-people#section-4
https://www.ontario.ca/page/covid-19-support-people#section-4
https://www.camh.ca/en/health-info/mental-health-and-covid-19
https://www.toronto.anglican.ca/parish-administration/screening/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/theological-foundation/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/planning-the-screening-process/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/planning-the-screening-process/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/assessing-risk/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/implementing-screening-standards/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/implementing-screening-standards/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/obtaining-police-record-checks/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/obtaining-police-record-checks/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/making-the-screening-decision/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/making-the-screening-decision/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-process/ongoing-review/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/ministry-descriptions/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-workshops/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/forms-and-resources/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/forms-and-resources/?lang=en
https://www.toronto.anglican.ca/parish-administration/screening/screening-faqs/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4dc83c5343d8a
https://www.toronto.anglican.ca/uploads.php?id=4f79c11fe212b
https://www.toronto.anglican.ca/uploads.php?id=4dc846e202e5d
https://www.toronto.anglican.ca/uploads.php?id=4dc8470732ee4
https://www.toronto.anglican.ca/parish-administration/screening/ministry-descriptions/?lang=en
https://www.toronto.anglican.ca/uploads.php?id=4dc847592a891
https://www.toronto.anglican.ca/uploads.php?id=4dc84927c2803
https://www.toronto.anglican.ca/uploads.php?id=4dc8494496f93
https://www.toronto.anglican.ca/uploads.php?id=4dc8496b87d47
https://www.toronto.anglican.ca/uploads.php?id=4dc8499cf2709
https://www.toronto.anglican.ca/uploads.php?id=4dc849c8a2659
https://www.toronto.anglican.ca/uploads.php?id=4dc849e465936
https://www.toronto.anglican.ca/uploads.php?id=4dc84a0ab4be6
https://www.toronto.anglican.ca/uploads.php?id=4dc84a2c85310
https://www.toronto.anglican.ca/uploads.php?id=4dc84a4d12bb6
https://www.toronto.anglican.ca/uploads.php?id=4dc84a6c50f59
https://www.toronto.anglican.ca/uploads.php?id=54b006d0093ce
https://www.toronto.anglican.ca/uploads.php?id=514773ae6328a
https://www.toronto.anglican.ca/uploads.php?id=4dc846ab644fb
https://www.toronto.anglican.ca/uploads.php?id=4dcd4d21f3105
https://www.toronto.anglican.ca/uploads.php?id=4dc82e0eed2d3
https://www.toronto.anglican.ca/uploads.php?id=4dc82de29453c
https://www.toronto.anglican.ca/uploads.php?id=4dc83bd25b9a3
https://www.toronto.anglican.ca/uploads.php?id=4dc835dd04950

