Letter of Introduction

for

Parish Employee Handbooks
Templates for Parish Consideration

At the training sessions held in September, 2008 throughout the diocese, the suggestion that all parishes need to develop handbooks for their employees was promulgated by our legal counsel. As a result, Art Martinucci of the Quinn Law Firm provided us with a sample to help us get started. 

In our attempt to modify this document into a more “parish friendly” model, and to “jump start” the process for parishes with limited staffing, the language in terms of titles and the more general industrial terminology needed revision to assist in the “translation” of the Quinn model. 
As a result, the following are submitted for parish consideration. They appear in Word format for anyone to copy, add, delete, rework or “steal” for use in another format at their pleasure.

· Example A:  The Quinn Law Firm template

· Example B:  The Quinn Law Firm template, modified with parish-specific terms and provided as a model for consideration. The actual Handbook attached has been adopted for use by St. Thomas the Apostle and St. Elizabeth Parishes in Corry, Pa. 
· Example C:  A draft of the St. Thomas/St. Elizabeth Handbook with tutorial comments. Several pastors have asked for this feature which might serve as an aid to them as they work on developing handbooks for their parishes.
As stated in the tutorial  which appears in Example C, any description regarding amount of vacation time, benefits, or other items do not follow a diocesan prescription nor should they be construed to be a suggestion or veiled hint about “what the diocese wants us to do”. The Corry model contains details that fit their financial and operational limits only. These kinds of specific details are the responsibility for determination by each individual parish.

The examples provided utilize a narrative style which could also be reduced to an outline format if that would work best for an individual parish’s needs. Some detail could also be eliminated to reduce its length (see the tutorial note, Example C), or they could follow the Quinn template to make sure all the bases are covered; it’s up to the parish!
Parishes with handbooks already in place should review the tutorial to insure that they include statements of policy (per Art’s advice) regarding Equal Opportunity and Non-harassment.  
PLEASE NOTE THIS DISCLAIMER:
These examples are provided to assist parishes as they develop their own employee handbook for their staff / employees. In no way do they represent a dictate, format or style that should in any way be construed as a mandate from the Diocese in terms of content that can be interpreted as “Diocesan Policy”, “This is what the Diocese told us to do”, or worst of all: “Let’s just copy it as is without legal review by the Parish and it’s resources.” 
Please look this over and feel free to call me or Art (814.833.2222) for any assistance you need.
Your Companion on The Journey,

Deacon Bill Saborsky

August 31, 2009 
