NEW PASTOR ORIENTATION HANDBOOK

Section 9 – Salary and Benefits
Administrative Services

This section addresses some important decisions and paperwork – so that your employment translates into regular pay cheques. It’s important that you address this paperwork now – please don’t procrastinate on this. 
As you read through this outline (central payroll, group benefits, pension plan and clergy residence deduction will be addressed), print off the forms you can, ask for the ones you need, complete your part of forms, ensure that your treasurer completes and signs all pertinent forms, then forwards all completed documents ASAP to Roseline Isaac at roseline.isaac@fmcic.ca, by fax at 905-848-2603, or to her attention at:
The Free Methodist Church in Canada

Administrative Services-Attn. Roseline Isaac

4315 Village Centre Court 
Mississauga, ON   L4Z 1S2

You can call Roseline with any questions you have at 905-848-2600 ext 210.
Your employer is the local church, not the FMCiC as a denomination. Any documentation that requires an employer signature is handled at the local church level by an appropriate officer of the church – eg. Board chair, Treasurer, etc. This covers local church building and personnel insurance needs; payroll, benefit and pension forms; and any paperwork needed for securing personal mortgages, to name a few. Your mortgage company may require a document stating that you are in good standing with the denomination and if that’s the case, contact the Director of Personnel, Rev. Kim Henderson at kim.henderson@fmcic.ca. 
The term ‘employment’ deals with your relationship with the local church, whereas ‘appointment’ is a term that describes your connection to the FMCiC Conference. ‘Appointed’ does not automatically mean a pastor is employed and ‘employed’ does not automatically mean a pastor is appointed. A pastor may be employed and appointed, employed but not appointed or appointed but not employed. You will ‘fit’ in one of those three categories!
CENTRAL PAYROLL
This is a service provided by the Ministry Centre that is mandatory for all churches. Detailed information is available at http://www.fmcic.ca/index.php/en/Central-Payroll/centrall-payroll.html 
There are two forms, downloadable from the above link, that need to be filled out and returned to the Ministry Centre: 

1. Employee Information Form  (you complete the first part and the church treasurer completes the rest), and;
2.  TD1. There is a link to the government website for the TD1 so please make sure you select the correct province. 

CLERGY RESIDENCE
This is important information for determining the salary/housing allowance amounts as well as for when you file your taxes. It’s good to check the information at the following link to ensure that you meet the both status and function requirements for this deduction, but if you’ve been hired as a pastor, chances are that you do!

http://www.fmcic.ca/index.php/en/Clergy-Residence/clergy-residence.html 
If this new position has also involved a physical move and the purchase or rent of a home, be in contact with a real estate agent and request a written letter stating the fair market rental value of your housing. Share this with your treasurer so that the salary/housing allowance values can be calculated. You also need to keep all utility bills for the year – that’s also part of the calculation for the tax deduction, along with the information provided by the realtor. Please note that utilities do not include property taxes. To download the form for the deduction calculation (T1223) and guidelines for completing the form, access the above link. 

Keep all of the documents on file – including the letter from the real estate agent. You’re not required to submit everything when you file your taxes, but you may be required to produce the documentation at any time. 

(If you have moved into a parsonage, have a conversation with the treasurer regarding this process. It’s quite likely that a letter from a realtor is already on file and utility amounts are recorded and covered by the church.)
BENEFITS

If someone is employed for 20 hours/week or more by the local church, s/he is eligible for group benefits. This covers all pastoral staff whether appointed or not, as well as other employees.  Benefits must be part of the salary package of full time appointed pastors and associates/assistants*. We encourage all who are eligible to participate. 
Benefits coverage includes: Life Insurance; Dental; Dependent Life Insurance; Long Term Disability; Supplementary Health Expense; Accidental Death and Dismemberment and Emergency Travel Assistance. 

(*While this is mandatory for pastors, if you or your spouse are currently covered for Medical and Dental under another Benefits Carrier, you may opt out of those. Life and LTD remain mandatory.)
Go to http://www.fmcic.ca/index.php/en/Group-Benefits/group-benefits.html to access the Group Benefits Application Form and complete it. THIS IS TIME SENSITIVE!  If it is completed within 30 days of the start date at your appointment, no medical history is required.
If your paperwork is late, there is a different form to complete and medical history is required.  Access the web link above and select ‘Late Entrant’ under ‘Forms’. It’s a much longer form and takes a lot longer to complete, and you have to wait for approval from the Insurance Company. All of those delays means it takes longer for your coverage to begin. 
PENSION PLAN

If someone is employed for 35 hours/week or more, s/he qualifies for the pension. If someone is employed part-time, s/he can qualify for the pension plan after two years. For appointed pastors and associates/assistants employed 35 hours/week, participation in the pension plan is mandatory. 
The Pension Plan is a Defined Contribution Plan, so the part that is ‘defined or fixed is how much you contribute to your pension. How big your pension cheques are when you retire is not fixed – that depends on how much has been contributed to the plan by you and your employer plus investment returns. 
As a member, you must contribute a minimum of 3% of your earnings and are allowed to contribute up to a maximum of 12% of earnings. Your employer is required to match your contributions dollar for dollar on the first 6%:

	Member Contribution
	Employer Contribution

	3%
	3%

	4%
	4%

	5%
	5%

	6%
	6%

	7%
	6%

	8%
	6%

	9%
	6%

	10%
	6%

	11%
	6%

	12%
	6%


Contact Roseline Isaac to receive the Pension Enrollment Form by email at roseline.isaac@fmcic.ca or by telephone at 905-848-2600 ext 210.
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