2016-2017 PARISH PERSONNEL SURVEY
Comparisons are based on FTE’s, thus hours worked per week are essential.
	PARISH NAME: 
	     

	PARISH CITY LOCATION: 
	     

	FORM COMPLETED BY: 
	     
	
	     

	
	(NAME)
	(TITLE/POSITION)

	
	     
	     

	
	(Email)
	(Phone & extension)

	Is this parish part of a linked parish where employees’ responsibilities or wages may be split among more than one parish??   Check if Yes  FORMCHECKBOX 
     Name the parishes in the Link :
	     

	

	ABBREVIATIONS KEY:  FT=FULL TIME;  PT=PART TIME;  HRS/WK=HOURS PER WEEK

	1. 
Deacon: Has completed the Diocesan Diaconate Formation Program and is ordained as a permanent deacon. Serves in a variety of ministries including sacramental, charity and justice, liturgical, and pastoral based upon parish needs. Reports directly to the pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does Deacon provide services to more than one church/parish? 
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	# parishes sharing Deacon       

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	

	

	2.  Pastoral Associate:  Holds a Masters Degree and has completed Diocesan Certification process. Collaborates with the pastor and staff. May direct one or more specific ministries. May work with sacramental planning, educational formation, parish administration or pastoral ministry. Reports directly to the pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	3.  Pastoral Minister: Generally holds a Bachelors Degree or equivalent and/or may have completed Diocesan Commissioned Ministry Program for Business. May have completed Care Ministry Facilitator training. May work in a specific ministry such as: pastoral care, family enrichment, social concerns, or sacramental preparation. Reports directly to the pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	


	

	4.  Social Concerns Minister:  Coordinates the parish’s response to the social concerns of its parishioners and the community. Assists and supports the Social/Human Concerns Committee, especially through support of the chairperson and officers, to involve the parish in works of direct service, advocacy and justice education.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	

	

	5.  Director of Youth Ministry: Directs the activities of a youth program, with emphasis on middle and high school youth. Enables youth to become involved in all aspects of parish life, social, educational and service. Recruits and trains volunteers. Reports to the Pastor. Collaborates with Religious Education Director and other parish staff positions. Holds a Masters or equivalent in Youth Ministry. May also have Youth Ministry Certificate and/or completed Diocesan  Emmaus Program for Youth Ministry.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	

	6.  Coordinator of Youth Ministry: Directs the activities of a youth program, with emphasis on middle and high school youth. Enables youth to become involved in all aspects of parish life, social, educational and service. Recruits and trains volunteers. Reports to the Pastor. Collaborates with Religious Education Director and other parish staff positions. Holds Bachelor’s Degree or equivalent in Youth Ministry. May also have Youth Ministry Certificate and/or completed Diocesan Emmaus Certification Program for Youth Ministry.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	

	7.  Facilitator of Youth Ministry: Directs the activities of a youth program, with emphasis on middle and high school youth. Enables youth to become involved in all aspects of parish life, social, educational and service. Recruits and trains volunteers. Reports to Pastor and/or Director of Youth Ministry. Holds an advanced catechetical certification and/or completed Diocesan Emmaus Certification Program for Youth Ministry.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	8.  Director of Religious Education:  Holds a Masters Degree in Religious Studies and Diocesan Catechetical Certification (w/annual ongoing formation). Responsible for a comprehensive parish RE program including Adult Faith Formation. Supervises other RE personnel, manages the office, recruits and trains volunteers, plans programs for adults/teens/children, evaluates program curricula and acts as a parish resource in methods and some areas of theology. 

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	9.  Coordinator of Religious Education:  Holds a Bachelor Degree in Religious Studies or related field and Diocesan Catechetical Certification (w/annual ongoing formation). Or holds a Diocesan Emmaus Certification (or equivalent 18 credit hours of theology) and annual ongoing formation. Coordinates the parish RE program which includes managing the RE office, supervising staff, recruiting/training volunteers, planning programs for adults/teens/children and evaluating program curricula. 

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	10.  Facilitator of Religious Education –Responsible for implementing and overseeing a narrowly conceived RE formation program or one facet of a total parish program. Usually supervises volunteer staff, recruits catechists, plans/chairs meetings, schedules classes/facilities, orders materials/books and generally carries out program organizational details for the Pastor, RE Director or Coordinator. Holds or working towards a Diocesan Emmaus Certification (w/annual ongoing formation) and related experience.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	11.  Adult Faith Formation Minister: Responsible for conducting and directing adult faith activities/established programs. Serves as a direct contact/resource for small groups and facilitates prepared educational programs. Operates with oversight and assistance by the Pastor and requires a Bachelor's Degree in a related field or equivalent experience/education.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	12.  Stewardship or Volunteer Coordinator:  Directs parish Stewardship activities with help of parish committee members. May also coordinate parish volunteers.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	


	

	13. Worship/Liturgy Director:  Directs the worship program of the parish, including the preparation of seasonal liturgical preparations, sacramental services, and the formation of annual liturgical calendar. Collaborates with pastor and musical ministers in preparing liturgical programs. Participates in Liturgy Committee meetings. Recruits, trains and supports volunteer ministers for assistance. Reports directly to pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	

	14.  Music Director:  Directs the parish music program, possibly serving as head accompanist for mass. Collaborates with the Liturgy Director in weekly and special liturgical celebrations. Schedules musicians. Prepares and manages music budget and understands copyright regulations. May direct the choirs and musical groups of the parish. May assist parishioners in music preparation for weddings and funerals.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes.   FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes.   FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	

	Does your parish pay a weekly/monthly or per Mass stipend to one or more directors of parish music groups, chorus groups, musicians or cantors? If yes, please provide position & details below:

	

	     
	Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     
	Hrs per Month
	     

	position

	     
	Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     
	Hrs per Month
	     

	position

	     
	Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     
	Hrs per Month
	     

	position

	     
	Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     
	Hrs per Month
	     

	position

	     
	Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     
	Hrs per Month
	     

	position

	

	15. Do you utilize the services of a professional state certified Interpreter for the Deaf for liturgy?  If yes, please provide details below.

	Yes   FORMCHECKBOX 
 
	No   FORMCHECKBOX 
  

	           Amt per Mass: $
	     
	Amt per week?
	     
	Per practice $
	     
	per month $
	     


	

	

	16. Business Administrator: Generally holds a Master’s Degree in a related field with significant professional level experience. Directs the financial and physical properties of the parish. Manages an accounting system involving computer operation and application. Prepares and administers annual and monthly budget process in collaboration with Pastor and Finance Council. Collaborates further with the Pastor and Personnel Committee in development and implementation of personnel policies for parish employees. Coordinates maintenance and security of buildings and grounds. Reports directly to pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	17. Business Manager: Generally holds a Bachelors Degree or equivalent. May have completed Diocesan Emmaus Certification Program. Has work history of related professional duties.  Directs the financial and physical properties for the parish.  Manages an accounting system involving computer operation and application. Prepares and administers annual and monthly budget process in collaboration with Pastor and Finance Councils. Collaborates further with the Pastor and Personnel Committee in development and implementation of personnel policies for parish employees. Coordinates maintenance and security of buildings and grounds. Reports directly to pastor or parish director.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	18. Office Manager:  Handles budgets, bookkeeping, payroll, collects parish financial data and enters into computer system for accounting and tax record keeping. Prepares bank deposits and records receipts. Prepares purchase orders and payment of invoices. Provides Administrative Assistance services. Does some duties that would normally be handled by a Business Manager or Business Administrator. 

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position


	
	
	


	
	
	

	
	
	

	19. Bookkeeper/Administrative Assistant:  Provides bookkeeping and payroll services to the parish office. Collects parish financial data and enters into computer system for accounting and tax record keeping. Prepares bank deposits and records receipts. Prepares purchase orders and payment of invoices. 

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	


	
	
	


	
	
	

	20. Secretaries – Parish/RE/School:  Provides clerical support for the pastor and/or staff. Performs administrative services for the parish/school. Receptionist duties as necessary, typing/word processing, office record keeping, bulletin preparation, and membership lists. May also be involved with posting of parish contributions, tuition, and mailing of contribution statements to parishioners. Supervises volunteers during major office projects.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	What % of time is spent supporting the Parish? 
	     
	% Supporting the School? 
	     

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	21. Maintenance Person or Supervisor: Provides supervision and direction for paid/volunteer/summer staff assisting in maintenance/custodial/janitorial/grounds keeping duties. Provides and/or arranges for the performance of routine and preventive maintenance for parish HVAC Systems. Exhibits high level of skills/knowledge with mechanical/electrical systems. Arranges for and oversees outside contract services as needed and approved.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	What % of time is spent supporting the Parish? 
	     
	% Supporting the School? 
	     

	Is this position contracted or outsourced?
	Check if Yes  FORMCHECKBOX 


	Is this position seasonal?
	Check if Yes  FORMCHECKBOX 

	If seasonal - How many months of the year?
	     

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	
	
	

	22. Maintenance/Custodial/Janitorial Assistants: Positions may be paid or volunteer, seasonal or part-time. Staff provides cleaning, painting, grounds care, snow-clearing, and general maintenance projects under direction of supervisor, pastor or building and grounds committee.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	What % of time is spent supporting the Parish? 
	     
	% Supporting the School? 
	     

	Is this position contracted or outsourced?
	Check if Yes  FORMCHECKBOX 


	Is this position seasonal?
	Check if Yes  FORMCHECKBOX 

	If seasonal - How many months of the year?
	     

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position


	
	
	

	
	
	

	23. Housekeeper:  Performs cleaning and laundry services for the rectory. Cleans rectory according to established schedule. Maintains cleaning supplies and orders as needed. Assures rectory staff that laundry is washed, dried and ironed as specified.

	Check if N/A   FORMCHECKBOX 

	Comments:
	     

	

	

	Is this position filled by an unpaid or volunteer person?
	Check if Yes  FORMCHECKBOX 


	Does this position provide services to more than one church/parish? 
	Check if Yes  FORMCHECKBOX 


	Is this position contracted or outsourced?
	Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	24. Are there other positions for which your parish has employees that are not listed here? If so, please fill in the space below with a title or short description of duties and the wages paid.

	Position
	     

	Shared by other parishes? Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	
	$
	     
	Hourly or $
	
	Annually
	
	Yrs in Position

	
	
	

	Position
	     

	Shared by other parishes? Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	
	
	

	Position
	     

	Shared by other parishes? Check if Yes  FORMCHECKBOX 


	Percentage of salary this parish pays? 
	     
	Is Salary & Hrs noted the % this parish pays?
	% Pd   FORMCHECKBOX 
 Full Pay   FORMCHECKBOX 


	FT
	 FORMCHECKBOX 

	PT
	 FORMCHECKBOX 

	Hrs/Wk
	  
	$
	     
	Hourly or $
	     
	Annually
	  
	Yrs in Position

	     


	
	
	

	SURVEY USE QUESTION

	Was this survey easy to use/complete?  


	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Suggestions to improve::
	     

	

	
	
	


Survey format adapted from Parish Personnel Survey, Archdiocese of Milwaukee, Parish and School Personnel Office, Department for Human Resources. Used with Permission

SECTION II: EMPLOYEE BENEFITS OFFERED BY THE PARISH
Please note that the requirements of this section are regulated by the “Personnel Manual for Parish & School Employees Administrator’s Version”, February 16, 2009 edition. Refer to Bishop Ricken’s letter dated 
February 13, 2009 in the front of the manual.
Full-time Employee - A full-time employee is one who is hired on a continuous basis for at least 40 hours per week. Full-time employees are eligible for benefits available in accordance with Diocesan policies and/or plans in effect at the time.
Primary Part-Time Employee - A Primary Benefit-Eligible Part-Time employee is one who works at least 20 hours per week and less than full-time on a continuous basis, with a minimum of 1000 hours per year; or an employee who holds a 50% contract. Primary part-time employees are eligible for benefits on a pro-rated basis in accordance with policies and/or plans in effect at the time. Such benefits are pro-rated according to a percentage based on hours worked compared to full-time hours.
	If all of your employees are non-benefit eligible part time (less than 20 hrs/wk, less than 1000 hrs/yr) and do not qualify for benefits - check YES here and do not answer any of the benefits questions below. 
	 FORMCHECKBOX 

	YES
	
	

	
	
	
	
	

	1.) Does your Parish offer a full time full time employees the Arise Health Insurance plan? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	To Primary (benefit-eligible) Part-Time employees also? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	What is the Percentage of Premium paid by Parish?
	     

	
	
	
	
	

	2.) Does your parish offer the full-time employees the Delta Dental Insurance plan?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	To Primary (benefit-eligible) Part-Time employees? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	What is the Percentage of Premium paid by Parish?
	     

	
	
	
	
	

	3.) Does your parish offer the full-time employees the Superior Vision Insurance plan?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	To Primary (benefit-eligible) Part-Time employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	What is the Percentage of Premium paid by Parish?
	     

	
	
	
	
	

	4.) Does your parish offer ½ sick day per month to benefit-eligible employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	(
	If you offer more or less sick days how much does the parish give per month?:
	     

	
	
	
	
	

	5.) Does your Parish offer Vacation Days to full-time employees (requirements below)?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	To Primary (benefit-eligible) Part-Time employees (requirements below)? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	(
	The Vacation offering is:

	
	
	    Two Weeks for first day through end of 5 years

    Three Weeks for 6th year through end of 10 years

    Four Weeks after 11th Year and over

	
	(
	If plan offers more or less vacation, please describe:
	     


	
	
	
	
	

	6.) Does your parish offer the 2 required paid Personal Days to benefit-eligible employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	If more or less than 2, please describe: 
	     

	
	
	
	
	

	7.) Does your parish offer the required Funeral Leave to benefit-eligible employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	

	8.) Does your parish offer employees the required Jury Duty Leave?  
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	Do you provide a pay differential?  
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	

	9.) Does your parish provide the required 6% retirement contribution to benefit-eligible employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	If more than 6% is offered, please describe: 
	     

	
	
	
	
	

	10.) Does your Parish offer a Life Insurance benefit to full time employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	To Primary benefit-eligible Part-Time employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	If Yes, What formula do you use for determining Life Insurance limits 
(example: 1x annual salary)? Please describe:

	
	     
	

	
	
	
	
	

	11.) Does your parish offer employees an Employee Assistance Program?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	(
	If yes, please describe:
	     

	
	
	
	
	

	12.) Does your parish offer eligible employees the 403(b)
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	(
	If yes, please describe:
	     

	
	
	
	
	

	13.) Does your parish offer eligible employees a Flexible Spending benefit (to cover medical/dental/vision or dependent care expenses pre-tax)? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	

	13.) Does your parish offer eligible employees a Premium Only Plan (POP) (to pay insurance premiums pre-tax)? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	

	14.) Does your parish offer full time employees/new parents a Leave of Absence? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	
	
	

	(
	To Primary (benefit-eligible) Part-Time employees?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	Is the leave a paid leave?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	If yes, number of weeks paid:
	     

	
	
	
	
	

	13.) Does your parish offer full time employees a Leave of Absence for other reasons? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	(
	If yes, please describe:
	     

	
	
	
	
	


SUMMARY OF DIOCESAN BENEFIT PROVISIONS 

As referenced in Bishop’s letter in the “Revised Parish Personnel Manual for those who Administer within the Catholic Diocese of Green Bay,” we want to make sure that the employees in every parish are accorded equitable and fair treatment. Thus, the following benefits MUST be offered to primary part-time and full-time employees:

· Unemployment Compensation

· Health Insurance

· Dental Insurance

· Vision Insurance

· COBRA

· Retirement 

· Tax Shelter – 403(b)

· Sick Time 

· Long Term Disability (LTD)

· Vacations

· Personal Time Off

· Holidays

· Funeral Leave

· Jury Duty

· Maternity/Paternity and Parental Leave

· Military Leave

· Personal Leave of Absence

· Social Security Tax (FICA) – all employees

· Workers’ Compensation – all employees

Return Survey by September 9, 2016
to

Stewardship & Pastoral Services Dept.

Diocese of Green Bay

PO Box 23825

Green Bay, WI  54305-3825

or

email completed survey to pastserv@gbdioc.org

For questions and concerns contact Deb Wegner-Hohensee at (920) 272-8286 

or toll-free at: 877-500-3580 ext. 8286 or via e-mail at: dhohensee@gbdioc.org
