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The Episcopal Diocese of Virginia

Letter of Agreement between
The Rector and the Vestry of ___________ Church
in _______________, Virginia (“the Church”)
and ________________________, [Title] (“the Assistant”).

General Convention Canon III.9.3(c) 
A Priest serving as an assistant in a Parish, by whatever title designated, shall be selected by the Rector, and when required by the Canons of the Diocese, subject to the approval of the Vestry [Vestry approval required by diocesan canon, see below], and shall serve under the authority and direction of the Rector. Before the selection of an assistant the name of the Priest proposed for selection shall be made known to the Bishop and a time, not exceeding sixty days, given for the Bishop to communicate with the Rector and Vestry on the proposed selection. Upon resignation by the Rector, death of the Rector, or in the event of the dissolution of a pastoral relationship between the Rector and the Vestry, an assistant may continue in the service of the Parish if requested to do so by the Vestry under such conditions as the Bishop and Vestry shall determine. An assistant may continue to serve at the request of a new Rector. Assistants may have a letter of agreement with the Rector and the Vestry setting forth mutual responsibilities and containing a clearly articulated dissolution clause, subject to the Bishop's approval.
Diocese of Virginia Canon 12.1 
Any assistant ministers of a Church, by whatever name they may be designated, shall be selected by the Rector subject to the approval of the Vestry and in accordance with General Convention Canon III.9.3(c).
On the Participating in the Councils of the Church
The Assistant’s ministry includes not only activities directed to the parish and its wellbeing but also to the Episcopal Diocese of Virginia and the community. The Assistant shall attend Convention, Clergy Conferences, Connecting in Ministry, other “Councils of the Church,” and other such events as directed by the Bishop. The Assistant is encouraged to participate in a clergy support group and/or spiritual direction. 
Position Description: 
The responsibilities for which the Assistant is accountable include the following: 
[Include job description, or list specific duties in the areas of liturgical participation and preaching, pastoral care, Christian Education, outreach, youth work, committee staff work or others.]
Section A – Times of Work and Leave
1) The Assistant’s scheduled work week is ten (10) to twelve (12) blocks, where a block is defined as morning, afternoon or evening, and under normal circumstances the Assistant will work no more than two blocks per day. No more than three evenings per week is recommended. The Assistant is expected to preserve at least one continuous twenty-four hour period each week solely for personal and family use.
2) The Assistant will have the following periods of leave at full compensation:
a) National Holidays, to be taken so as not to interfere with worship for major occasions.
b) Four (4) weeks Annual Vacation which shall include five (5) Sundays. Vacation time does not accrue, and must be used in the year it is earned.
c) A minimum of ten (10) days Continuing Education leave each year.
d) Parental leave as follows: The Assistant is entitled to leave if the Assistant or the Assistant’s spouse/partner gives birth to a child or takes legal custody of a minor child who enters the Assistant’s home. This leave is for twelve (12) consecutive weeks with full pay. Up to four (4) additional weeks may be taken without pay; the Assistant may elect to use vacation leave or sick leave during this latter period. (Note: the Church Pension Fund can provide 70% of salary funding for women who give birth.)
Section B – Compensation and Benefits
1) The Vestry shall provide Total Assessable Compensation of $______, to be designated:
a) The Assistant’s compensation shall be based on an annual cash salary of $________, payable in installments consistent with the Church’s payroll cycle, to be reviewed and adjusted annually in light of the current Diocesan minimum clergy salary standard. Upon the Assistant’s request and with proper documentation, the Vestry will designate a portion of the total cash salary as "Housing Allowance" under the Federal Internal Revenue Code 
b) The Assistant shall be provided housing or a housing allowance. Should the parish provide housing, utilities shall be contracted for and paid directly by the Vestry, and expenses for repair, remodeling, and major appliances shall be paid by the Vestry in accordance to an annual plan and budget mutually agreed to by the Assistant, Rector and Vestry. [This clause should be deleted if no housing is provided.]
c) One half of the SECA contribution shall be paid per year to the Assistant as a salary supplement.
2) The Vestry shall pay the following benefits:
a.) Church Pension Fund Assessment on the sum of the Assistant’s total annual cash salary (including SECA, Housing, and Utilities Allowance)
b.) Health and Dental Insurance 
c.) Workers’ Compensation Insurance.
3) Said compensation and benefits to be designated as follows:
a) Total Assessable Compensation (TAC = a.i + a.ii + a.iii): $_____ 
i) Cash Salary & Housing $_____
ii) Utilities $_____
iii) SECA Contribution $_____
b) Benefits
i) Pension $_____ (18% of TAC)
ii) Health & Dental Insurance 
iii) Worker’s Compensation Insurance
Section C – Expenses
The Vestry shall pay the following expenses incurred by the Assistant in fulfilling the duties of office:
1) Normal local travel expenses will be reimbursed at the current IRS rates up to $________ annually for use of the Assistant’s privately owned vehicle (excluding one round trip per day between home and the Church)
2) If mobile phone coverage will be required, the church will pay up to $_______ per month as an expense reimbursement, when documentation of expense is supplied.
3) The normal expenses of performing the Assistant’s duties, such as internet access, postage, office equipment, supplies, and administrative support services.
4) A Continuing Education Allowance of at least $________ per year, to be reviewed annually, set aside in a special account, and paid to or on behalf of the Assistant toward expenses incurred in relation to continuing education leave.
5) All reasonable moving and travel expenses incurred in making the move from ________ to ________, Virginia shall be paid by ________. [Or the Vestry shall reimburse the Assistant for moving expenses incurred from ________ to ________, Virginia, not to exceed $_____.] 

Section D – Discretionary Fund
In accordance with the canons of the General Convention, and under the guidelines of the Manual of Business Methods, a Discretionary Fund is to be established. The Assistant’s Discretionary Fund shall be subject to audit in accordance with Diocesan Canon 13.4.
Section E – Supplementary Compensation
The Assistant shall not charge fees for performing any rites of the Church (for example, baptisms, marriages, funerals) for members of this parish. The Assistant may, however, receive income from other sources, such as: 
· Sacramental services on behalf of persons not in any way related to this parish.
· Fees and honoraria for professional services performed on personal time for groups unrelated to this parish, or for sermons, books or articles published outside the parish.
Section F - Revisions
This letter may be revised by mutual agreement at the time of the annual mutual ministry review or as deemed necessary by the Bishop, the Vestry, the Rector, and the Assistant. Compensation and other expense revisions shall be mutually agreed upon in a separate budget process.
Section G – Other Agreements
1) The Assistant shall begin duties in the parish on ________.
2) All pay and benefits shall become effective on ________.
3) This agreement shall be effective the date all required signatures are affixed (below). This agreement supersedes all previous agreements.
4) A record of this Letter of Agreement, and its related Position Description, shall be made part of the minutes of the next Vestry meeting following its signing. A fully signed copy of this agreement will be maintained in the employee’s file.
5) It is the expectation of the Bishop of Virginia that the Assistant will participate in the clergy continuing education program of the Diocese of Virginia.
6) If the Assistant is canonically resident in another diocese, the Assistant will apply to be clergy under license for the first year of employment. After the first year, the Bishop of Virginia may require the Assistant to apply for Letters Dimissory. 
7) [bookmark: _Hlk130300532]Prevention of Misconduct Training: If three years have elapsed since certification, the clergy shall submit to the Safe Church officer certificates of completion for all required modules of the Misconduct Prevention training as soon as possible after the date this agreement is signed. Training must have been completed within the past three years or be re-taken.
Section H – Ministry Review
There shall be an annual discussion and review between the Rector and the Assistant – involving other parties at the request of the Assistant or discretion of the Rector – in order to: affirm that which has gone well in the previous year; establish goals for the coming year; and isolate areas of conflict or disappointment which have not received adequate attention and may be adversely affecting ministry. 
In the event of a conflict that leads to separation, the Rector and Assistant shall seek the counsel and guidance of the Bishop of Virginia. If separation occurs, the goal is to preserve the relationship between presbyters.
Section I – Separation

In accordance with Title III, Canon 9.3. (c), this agreement may be dissolved:

1) At the resignation, retirement, or death of the Rector, unless requested by the vestry to continue in the service of the parish, under such conditions as the Bishop shall determine.
2) At the discretion of the Rector.
3) By the Assistant, giving 60 days written notice to the Rector. 
[Optional] Section J – Sabbatical Leave
After a period of at least five (5) years, but no more than seven (7) years, a two (2) to three (3) month sabbatical leave for the Assistant shall be provided. During this time, the Assistant will receive full compensation and benefits. The sabbatical should be uninterrupted by the daily work of the Church (e.g., a three-month sabbatical should not be taken as six weeks in the spring and six in the fall, but 12 continuous weeks). Planning for the sabbatical leave shall begin at least one year advance, with the objectives clearly stated and agreed to by the Assistant, Vestry and the Rector. 




Signatures
_____________________________	_________	______________________
Assistant					Date		Preferred Email

_____________________________	_________	______________________
Rector						Date		Preferred Email

_____________________________	_________	______________________
Senior Warden				Date		Preferred Email

_____________________________	_________
Bishop						Date
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