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                                   St. Joseph’s United Church     Sample Term Contract
987 Oak Street

Smallville  ON  M7T 5H0
June 1, 2015
Mary Smith
123 Acorn Street

Smallville ON M7T 5H0
Dear Mary:

We are pleased to confirm the following details concerning your appointment as Church Office Administrator in St. Joseph’s United Church, effective 1 July, 2015:

1) Legal Status – you will be considered a 0.5 FTE employee of St. Joseph United Church, effective July 1, 2015 to June 30, 2016. While in this position you are protected by and subject to the Employment Standards Act of the Province of Ontario. 
2) Job Description – the Church Office Administrator’s job description is attached to this offer letter.  The job description will be reviewed annually by the Administrator and the Ministry and Personnel Committee of St. Joseph’s United Church. Changes to the position description require the approval of the Official Board, upon recommendation of the Ministry and Personnel Committee.
3) Accountability – the Church Office Administrator is accountable to the Official Board of St. Joseph’s United Church through the Ministry and Personnel Committee.

4) Working Hours – the official full-time work week used for salary calculations is 40 hours per week.  At 0.5 FTE, the Church Office Administrator’s work hours are 20 hours per week.

Your schedule will be Tuesday – Friday, 10:00 a.m. – 3:30 p.m. with an unpaid 30 minute break for lunch.
5) Financial Remuneration – You will be paid a wage of $20.00/hour. Overtime of 5 hours /week or less will be compensated according to the Ontario Employment Act standards. Overtime of more than 5 hours/week will be compensated with time in lieu.  Your salary will be paid by direct deposit into your bank account on the second last banking day of the month 
6) Benefits – your benefits include:

a) United Church of Canada Pension and Group Insurance Plan – you will be a member of the United Church Pension and Group Insurance Plan. Enrollment in the Pension and Group Insurance Plan will be effective the first day of work following the probationary period (see below).
b) Vacation – As a 0.5 FTE employee, you will be entitled to 7.5 full days of vacation annually. Vacation is calculated on an anniversary date system and is accrued on a monthly basis.  You will be earning .625 days per month. Vacation may be taken up to the point of credit earned at anytime during the year upon approval of the Ministry and Personnel Committee.

7) Office and Equipment – office space will be provided for the Administrator at St. Joseph’s United Church, and equipment supplied will include basic telephone (excluding personal long distance calls) and a computer with internet access.

8) Probationary Period – this contract includes a six month probationary period, which begins on the first day the Administrator begins work for St. Joseph’s United Church.  The Ministry and Personnel Committee will conduct a performance review of the Administrator during the probationary period, and will recommend to the Official Board whether the probationary period has been satisfactorily completed.  The Official Board reserves the right to terminate your employment at any time during your probationary period with a notice period which meets Ontario employment standards.
9) Conflict Resolution – if conflicts or perceived conflicts arise, the Church Office Administrator will work with the Ministry and Personnel Committee to resolve these conflicts in accordance with Section J6 of The Manual of the United Church of Canada (2013).
10) Police Records Check – a satisfactory police records check that includes a Vulnerable Sector check, is to be provided at the Church Office Administrator’s expense prior to beginning work in this position.

This offer is in effect until June 10, 2015. If you agree with the above terms, please sign and date all copies of this letter where indicated below, retain one for your personal files, return two copies to the Church Office, one to the attention of the Official Board Secretary, June Jones, and the other to the attention of the Chairperson of the Ministry and Personnel Committee, John Doer.
We look forward to having you join the staff of St. Joseph’s United Church, and we value the skill you bring to the important role of Church Office Administrator.

Sincerely,

June Jones, Secretary of the Official Board

St. Joseph’s United Church
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I agree with the terms and conditions outlined above for the position of Church Office Administrator, St. Joseph’s United Church, Smallville, Ontario:

________________________________________________

_________________





Name





Date

