[Sample Letter of Agreement for Curate/Assistant]

A LETTER OF AGREEMENT

between

The Wardens and Vestry of








  

in 





, New York

and 

The Reverend











who has been called as Curate/Assistant.  

TITLE III, Canon 14. Section (B):  

Assisting Clergy by whatever title they may be designated, shall be selected by the Rector, subject to the approval of the Vestry when required by Diocesan Canons, and shall serve under the authority and direction of the Rector.  Before the Selection of an assistant the name of the Member of the Clergy proposed for selection shall be made known to the Bishop and sufficient time, not exceeding thirty days, shall be given for the Bishop to communicate with the Rector and the Vestry on the selection.  Any assistant selected shall serve at the discretion of the Rector but may not serve beyond the period of service of the Rector except that, pending the call of a new Rector, the assistant may continue in the service of the Parish if requested to do so by the Vestry of the Parish and under such conditions as the Bishop and Vestry shall determine.

POSITION DESCRIPTION:  

The responsibilities for which the Curate/Assistant is accountable include the following:   

[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 Curate/Assistant's workweek is five (5) days, usually measured as ten to twelve units 
of mornings, afternoons or evenings in various combinations reflecting the demands of 
this ministry.  In general, no more than three evenings per week are expected.  The 
Curate/Assistant is expected to preserve at least one continuous twenty-four hour period 
each week solely for personal and family use.

2.
The Curate/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.
One month 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 days Continuing Education leave each year.


e. 
A minimum of seven weeks paid leave of absence upon the birth or adoption of a 



child. 

SECTION B - COMPENSATION
1.
The Curate/Assistant's annual cash salary will be $ 


, paid $


 on or before the 

 day of the month, to be reviewed and adjusted annually in light of changes in the New York Consumer Price Index and the current Diocesan minimum clergy salary standard.  Upon the Curate/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 

2.
The Curate/Assistant shall be provided housing or a housing allowance.  Utilities shall be contracted for and paid directly by the Vestry.  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 Curate/Assistant and Vestry.

3.
The Vestry SHALL pay the following benefits:


a.
The parish shall pay the Curate/Assistant a sum equal to 50% of the annual self-


employment tax.


b.
Church Pension Fund Assessment on the sum of the Curate/Assistant's annual 


cash salary (including Housing Allowance or the value of the church provided 


housing), plus the Curate/Assistant's self-employment tax reimbursement.  (Note:  


The Curate/Assistant must present proof to the vestry that he/she is enrolled in 


The Church Pension Fund.)


c.
100% of the premium costs for adequate medical and dental coverage for the 


Curate/Assistant and his or her dependents.  The Health Maintenance 



Organizations (HMOs) offered through the Church Insurance Medical Trust are 


considered adequate medical coverage.  (Note:  The congregation is not required 


to contribute more than the highest HMO rate for medical insurance.)  The dental 


plan offered through the Church Insurance Medical Trust is considered adequate 


dental coverage.


d.
A minimum of $500 per year is to be allocated for Continuing Education in a 


distinct budget line.  Money not used each year is to be accumulated, to be used in 


future years as needed, either for continuing education or to help fund the 



Curate/Assistant's sabbatical.  Any money carried forward does not reduce the 


Vestry's obligation to budget a minimum of $500 per year.


e.
Provide a fund for moving and travel expenses that is not to exceed an agreed 


upon amount.


f. 
Disability insurance and salary continuation in the event of disability.  Every 



congregation should have a written plan which details how the cleric will be paid 


in the event of an ongoing disability. During the first six months of medically 


certified disability, the cleric's congregation shall continue full compensation. 



Congregations are therefore urged to purchase disability insurance that will assist 


in funding an extended time of disability.

4.
It is STRONGLY URGED that the Vestry pay the following benefits:


a.
If housing is provided, an equity replacement plan should be offered, which is to 


be no less than 3% of what the cash housing allowance would be.  This amount 


must be matched by the Curate/Assistant and is to be invested in a 403b tax 



deferred annuity.


b.
Supplementary Life Insurance, beyond the minimum coverage provided to all 


active clergy through the Church Pension Fund, may be advisable.  The 



Curate/Assistant and Vestry should review the adequacy of current coverage. 


c.
In the event of the Curate/Assistant's death, the Vestry is urged to consider the 


short-term housing needs of the dependents of the deceased Curate/Assistant.



d.
Sabbatical time based on a minimum of two weeks per year of service, to be taken 


within every seven-year period of service.

SECTION C - EXPENSES

The Vestry shall pay the following expenses incurred by the Curate/Assistant in fulfilling 
the duties of office:

a.
Travel expenses, at the prevailing IRS rate, plus out-of-pocket transportation costs for church business, including parking fees, tolls, bus fares, etc. shall be reimbursed upon receipt of a detailed expense report. 


b.
The normal expenses of the church's office operation, such as telephone, postage, 


office equipment, and supplies.


c.
Expenses incurred in the course of professional activities on behalf of this parish 


shall be reimbursed upon receipt of a detailed expense report (subject to 



guidelines set by the vestry).

SECTION D - DISCRETIONARY FUND 

A Discretionary Fund will be provided to the Curate/Assistant by the parish, and from gifts given the Curate/Assistant for purposes of the Discretionary Fund. 

SECTION E - SUPPLEMENTARY COMPENSATION
The Curate/Assistant shall not charge fees for performing any rites of the Church (for example, baptisms, marriages, funerals) for members of this parish.  The Curate/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 - OTHER AGREEMENTS

(1)
The moving date shall be in the week of 



 .  The 



Curate/Assistant shall begin duties in the parish not later than 

 ,


unless delayed by adverse circumstances.


(2)
All pay and benefits shall become effective on 



.


(3)
This Letter of Agreement, and its related Position Description, shall be made part 


of the minutes of the next Vestry meeting following its signing.

CURATE/ASSISTANT









DATE








SENIOR WARDEN











DATE









RECTOR












DATE
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