
  

 

 
 
 
 
 



  

 
 
 
 

POLICIES & FACULTY SHEET FOR THE DIOCESE OF PRINCE ALBERT 

 
1. SACRAMENTAL CONCERNS 

 
 1.1  Sacraments of Christian Initiation   
 

1.1.1 Baptism 
   1.1.1.1Baptismal Preparation Requirements  
 1.1.2 Confirmation 

1.1.2.1 Restoration of the Order of Sacraments   
1.1.3 Eucharist 

1.1.3.1 Adoration of the Blessed Sacrament  
1.1.3.2 Communion under Both Species and Extraordinary 
            Ministers of Communion 

1.1.4 RCIA 
   1.1.4.1 RCIA  
    

1.2 Sacraments of Healing 
 

1.2.1 Reconciliation 
 1.2.1.1 Reconciliation 
1.2.2 Anointing of the Sick 

   1.2.2.1 Ministry to the Sick  
  1.2.3 Funerals 
   1.2.3.1 Celebration of Funerals (CCCB)    
   

1.3 Sacraments of Vocation 
 
1.3.1  Holy Orders 
 1.3.1.1 Seminarians and Ordinations       

 1.3.2 Marriage 
   1.3.2.1 Marriage Preparation Requirements and Forms  
   1.3.2.2 Proper Place for the Celebration of Marriage  
   
    

2. CLERGY CONCERNS 
 

2.1  General 
 

2.1.1 Assignment and Placement of Priests  
2.1.2 Bishop’s Annual Appeal  
2.1.3 Clergy Retreats  
2.1.4 Funerals of Priests  
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2.1.5 Last Will and Testament  
2.1.6 License to perform Marriages  
2.1.7 Retirement of Priests at Age 75  
 

2.2 Financial 
 

2.2.1 Benefits the Parish is to Supply to the Priest  
2.2.2 Binations/ Trinations and Mass Stipends  
2.2.3 Clergy Remuneration  
2.2.4 Diocesan and Parish Responsibilities for the Pastoral Year  
2.2.5 Gifts to Priests  
2.2.6 Priests Holidays  

  2.2.7 Remuneration for Priests Providing Replacement Services  
  2.2.8 St. Laurent Pension Plan  
 
 

3.  PARISH CONCERNS 
 

3.1 Administration  
   

3.1.1 Cluster Parishes  
3.1.2 Signing of Contracts for Personnel  
3.1.3 Parish Annual Reports  
3.1.4 Communication 
 

3.2 Finance  
 

   3.2.1 Accepting Gifts for the Parish  
3.2.2 Church Fees  
3.2.3 Money Given to Other Charities  
3.2.4 Parish Expenditures Exceeding $10,000  
3.2.5 Sending Money Outside the Country Under the Auspices of the Parish  
 

3.3 Role of the laity    
3.4 Native Ministry     

 
 

4.  DIOCESAN CONCERNS 
 

4.1 Finance  
 

  4.1.1 Travel, Meals and Conference Expense Guidelines for Diocesan 
                                    Employees  

4.2 Protocols 
 

  4.2.1 Sexual Abuse Protocol  
  4.2.2 Ministry to Minors 
 



  

 

    

    

    

    

    

 
 

IN ORDER THAT THE MINISTRY OF JESUS CHRIST MAY BE MORE 
 

FULLY EXERCISED 
 

MOST REVEREND ALBERT THEVENOT 
 

BISHOP OF PRINCE ALBERT 
 

 
 
 
 
 
Grants the following faculties of                                                                            to  
       
 
              and authorizes him to perform  
 
 
ministry according to the diocesan faculty sheet. 

 
 
 
 
 

Effective from __   ____ until revoked or changed. 
 
 
 
 
 
 

________________________________   
+ Albert Thévenot, M. Afr. 
 Bishop of Prince Albert             
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SERVANT LEADERS IN THE LIFE OF THE CHURCH 
 

Priests are to follow a simple way of life and avoid anything which smacks of worldliness.  
Goods which they receive on the occasion of the exercise of an ecclesiastical office, and which 
are over and above what is necessary for their worthy upkeep, ought to be used for the good of 
the Church and for charitable works. (Can. 282) The code here seeks to give juridical expression 
to the recommendations made by Vat. II ‘…priests are invited to embrace voluntary 
poverty…priests and Bishops alike are to avoid everything that might in any way antagonize the 
poor. More than the rest of Christ’s disciples they are to put aside all appearance of vanity in 
their surroundings…’. The simplicity of life for which this canon calls will have to be evaluated 
carefully in accordance with the circumstances of time and place. (The Canon Law – Letter & 
Spirit, Notation 586) 

The parish priest has the obligation of ensuring that the word of God is proclaimed in its entirety 
to those living in the parish. He is therefore to see to it that the lay members of Christ's faithful 
are instructed in the truths of faith, especially by means of the homily on Sundays and holydays 
of obligation and by catechetical formation. He is to foster works which promote the spirit of the 
Gospel, including its relevance to social justice. He is to have a special care for the catholic 
education of children and young people. With the collaboration of the faithful, he is to make 
every effort to bring the gospel message to those also who have given up religious practice or 
who do not profess the true faith.  The parish priest is to take care that the blessed Eucharist is 
the centre of the parish assembly of the faithful. He is to strive to ensure that the faithful are 
nourished by the devout celebration of the sacraments, and in particular that they frequently 
approach the sacraments of the blessed Eucharist and penance. He is to strive to lead them to 
prayer, including prayer in their families, and to take a live and active part in the sacred liturgy. 
Under the authority of the diocesan Bishop, the parish priest must direct this liturgy in his own 
parish, and he is bound to be on guard against abuses.  (Can. 528) 

 

 
Working with the Laity 
 

1. The laity is made to share in the priestly, prophetical and kingly office of Christ.  
They have therefore, in the Church and in the world, their own assignment in the 
mission of the whole People of God.  (#2  Decree on the Apostolate of Lay People)   

2. It is a great joy to the Church to see growing day by day the number of lay people 
who are offering their personal service to associations and works of the apostolate, 
whether within the confines of their own country, or in the international field, or, 
above all, in the Catholic communities of the missions and of the young Churches.  
Pastors are to welcome these laypersons with joy and gratitude.  (#22 Decree on the 
Apostolate of Lay People)   

   
3. The parish offers an outstanding example of community apostolate, for it gathers into 

a unity all the human diversities that are found there and inserts them into the 
universality of the Church.  The laity should develop the habit of working in the 
parish in close union with their priests.  (#10 Decree on the Apostolate of Lay People)  



  

Priests should also be encouraged to develop the habit of working in the parish in 
close union with the laity.  At all times, collaborative ministry should be encouraged.   

 
 

Community Life 
 
4. Education must pay regard to the formation of the whole person, so that all may attain 

their eternal destiny and at the same time promote the common good of society. 
Children and young persons are therefore to be cared for in such a way that their 
physical, moral and intellectual talents may develop in a harmonious manner, so that 
they may attain a greater sense of responsibility and a right use of freedom, and be 
formed to take an active part in social life.  (Can 795)  Parents have the most grave 
obligation and the primary right to do all in their power to ensure their children’s 
physical, social, cultural, moral and religious upbringing. (Can. 1136). The priest 
should therefore insure that the parish set a good example by organizing social 
activities in which the physical, moral and intellectual gifts of, not just the young, but 
all parishioners can be cultured.   

 
5.  Knight’s of Columbus and Catholic Women’s League 

In the Church there are associations which are distinct from institutes of consecrated 
life and societies of apostolic life.  In these associations, Christ's faithful, whether 
clerics or laity, or clerics and laity together, strive with a common effort to foster a 
more perfect life, or to promote public worship or Christian teaching. They may also 
devote themselves to other works of the apostolate, such as:  initiatives for 
evangelization, works of piety or charity, and those which animate the temporal order 
with the Christian spirit. (Can 298)  Every parish priest must take it upon himself to 
both encourage and work in close association with these organizations.  In this way, 
he will be helping many in his parish to “foster an intimate union between faith and 
life.” (Can 327) 

         
6. Youth  

The pastor is to make particular provision that the faith of young people and adults be 
fortified, enlightened and developed through various means and endeavors.  (Can 
777.5)  It has been said that it takes an entire village to raise a child.  It could also be 
said that it takes an entire parish to raise a Christian.  Pastors must do all they can to 
aid the parents in their role of raising their children in the faith.  Special attention 
should be made to organize youth activities which will accomplish this. 
 

7. Home Visitations 
The pastor is the proper shepherd of the parish entrusted to him. (Can 519)    So that 
he may fulfill his office of pastor diligently, the parish priest is to strive to know the 
faithful entrusted to his care. He is therefore to visit families, sharing in their cares 
and anxieties and, in a special way, their sorrows, comforting them in the Lord. If in 
certain matters they are found wanting, he is prudently to correct them. He is to help 
the sick and especially the dying in great charity, solicitously restoring them with the 
sacraments and commending their souls to God. He is to be especially diligent in 
seeking out the poor, the suffering, the lonely, those who are exiled from their 



  

homeland, and those burdened with special difficulties. (Can 529)  One of the best 
ways for a priest to get to know his flock is through home visitations.   
 

8. School Visitations 
The Christian faithful are to foster Catholic schools by supporting their establishment 
and their maintenance in proportion to their resources.  (Can 800.2)  The appeal is 
made not only to the parents whose children attend, but to all Christ’s faithful; it also 
implies support and assistance of all kinds.  The parish priest should be a leader in 
this support by making his presence known at the school(s) on a regular basis. 

 
9. Hospital or Home Visitations to the Sick 

Priests, particularly parish priests … should remember that it is their duty to care for 
the sick by pastoral visits and other acts of kindness.  Priests should stir up the hope 
of those present and strengthen their faith in Christ who suffered and is glorified.  
(#35 Pastoral Care of the Sick)  The presence of the priest at the bedside of a sick 
person cannot be overestimated.  Parish priests of the diocese should make a special 
effort to visit those in their charge on a regular basis. 
 
 

Financial Matters 
 
10. The Christian Faithful are obligated to assist with the needs of the Church so that the 

Church has what is necessary for divine worship, for apostolic works and works of 
charity and for the decent substance of ministers.  (Can 222.1) 
They are also obliged to promote social justice, and to assist the poor from their own 
resources. (Can 222.2)   
Pastors should first and foremost lead by example.  They must be ready to organize 
any parish incentives that are necessary to carry out this work.  They are not only to 
promote and support these parish and diocesan endeavors, but be the first in their 
respective parishes to financially support them. 
 
The Church is to provide proper support for the clergy (Can 1254.2) Priests deserve 
the remuneration that befits their condition, taking into account both the nature of 
their office and the conditions of time and place. It is to be such that it provides the 
necessities of their life and for the just remuneration of those whose services they 
need. (Can 281.1)  These needs should be covered by the salary received.  (Policy 
#10)  If this salary is not sufficient for his needs, then the priest should talk to the 
bishop.  The practice of soliciting funds from parishioners for personal use is an 
abuse of the priest’s position and is strictly forbidden. 
 
 

Ministerial Associations  
 
11. Since concern for the restoration of the unity of all Christians belongs to the entire 

Church, all Christian faithful, especially pastors of the Church, shall pray for that 
fullness of unity desired by the Lord and work zealously participating in the 
ecumenical work brought about by grace of the Holy Spirit. (# 902 Directory for the 
Application of Principles and Norms on Ecumenism) All Pastors are strongly 



  

encouraged to get involved in the local Ministerial Associations.  There are many 
areas in which they can work together both to evangelize and to heal the divisions 
that exist.   
 
 

Personal Ministry of Hospitality 
 
12. “But be doers of the word, and not merely hearers who deceive themselves.” (James 

1:22) “Faith without good works is dead.” (James 2:20)  A picture is worth a 
thousand words.  The reality is we preach a lot more by what we do, than by what we 
say.  Great care must be taken to insure that the example we portray through our 
personal actions is worthy of our life as a priest 

 
13. Reception of Visitors   

On more than one occasion individuals found themselves not entertaining mere 
humans but God himself.  Jesus himself told us, “Whatsoever you do to the least of 
my brother or sisters you do unto me.” (Mt 25:40)  Whether it is a parishioner, a 
brother priest, or a member of the diocesan staff, every effort should be made to be 
hospitable to them.  This may be as simple as providing a cool drink on a hot day, or 
providing a hot meal to those who are coming to do a presentation in your parish.  In 
our ministry as priests, great care must be taken to insure that the servant model of 
priesthood is not overshadowed by the hierarchical model of priesthood.  “If anyone 
wants to be first, he must make himself last of all and servant of all.”  (Mark 9:35) 
 

  
14. Dress Code 

Clerics are to wear suitable ecclesiastical garb in accord with the norms issued by the 
conference of bishops and in accord with legitimate local custom.  (Can 284)  This 
canon pertains both to liturgical vestments and regular attire.  It has long been a 
custom in this diocese to wear clerical attire at: Sunday Celebrations, Funerals, 
Weddings, Parish Reconciliation Services, School Visitations, Official Civil functions, 
and all Liturgies.  It is our bishop’s desire that this continue. 

 
  

15. Punctuality 
In the parable of the “Ten Bridesmaids” the five who showed up late did not get into 
the wedding feast.  Parishioners expect their priests to show up on time and prepared 
for meetings and liturgies.  Not to be prepared, showing up late, or not showing up at 
all is not only inconsiderate of the Body of Christ, it is a sign of rudeness on the part 
of the priest.  As leaders in the Christian community, we must be first and foremost 
willing to lead by example.   

 
 
16. Cellular Phones 

Cellular phones are quickly becoming an important aspect of communication.  
However, the use of cellular phones during meetings is disruptive to the meeting and 
disrespectful of others.  Care should be taken to turn them off at the beginning of all 
meetings or services.  



  

1.1.1.1 
 

 
 
 
 
 
 
 
Normal preparations for the celebration of infant baptisms should involve three 
sessions. 
 
Baptisms should be celebrated communally and preferably during the Sunday 
Celebration unless a valid pastoral reason dictates otherwise. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date: 

 
 

BAPTISMAL PREPARATION 
REQUIREMENTS 



  

1.1.2.1 
 
 
 
 
 
  
Sacraments of Initiation for Children 

 
The policy of the Diocese for the Baptism of Children can be found under Baptism. 
 
At this time in the Prince Albert Diocese, the order of the Sacraments of Initiation 
for Children has been restored to the original order so as to be in line with the 
baptismal catechumenate, which is the model for all catechizing activity. (GDC 90-
91) 
 
This means that the Sacrament of Confirmation will be conferred before the 
Sacrament of First Eucharist is received at the same Eucharistic Celebration. 
 
For children who have not been baptized as infants  
There are two streams for addressing children who come to receive the Sacraments 
of Initiation and who have not been baptized.  
 

1) If the child is under 7, parents would attend the required classes of 
preparation in their parish and the child can continue with the preparation 
for the Sacraments of Confirmation and First Eucharist.  The Baptism of the 
child would need to occur prior to the reception of the Sacraments of 
Confirmation and First Eucharist. 

2) If the child is 7 or older, they are at an age when they can take part in their 
preparation for reception into the parish community following a modified 
R.C.I.A. program. 

 
 
Suggestions for resources for preparing children and/or youth for full initiation into 
the Church community can be obtained through the Diocesan Children’s Catechist 
Office. 
 
 

1 of 2 

 
RESTORATION OF THE ORDER OF 

SACRAMENTS  



  

For children who have been baptized as infants 
The norm is that when the child reaches the age of reason (age 7) and the parents 
feel that their child is ready, the child is prepared to receive the Sacraments of 
Reconciliation, Confirmation and Eucharist.   
 
Even though the Sacrament of Reconciliation is not one of the Sacraments of 
Initiation, it will be celebrated prior to the celebration of the Sacraments of 
Confirmation and First Eucharist in the Diocese of Prince Albert. 
 
Parents are expected to participate in their child’s sacramental preparation by 
attending the classes of preparation with them, by continued learning of the faith in 
their homes, and by witnessing the faith to their child through their own faith 
practice. 
 
Suggestions for resources and training for catechists of sacramental prep can be 
obtained through the Diocesan Children’s Catechist Office. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date 
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1.1.3.1 
 

 
 
 
 
 
 
For a parish to enjoy this privilege, a pre-determined list of adorers must exist in 
order to ensure that there will be adorers during the entire duration that the Blessed 
Sacrament is exposed. 
 
Exposition of the Blessed Sacrament is allowed in the diocese only during the 
daytime hours and is not allowed through the night except by permission of the 
bishop. 
 
The laity may expose and repose the Blessed Sacrament only with written 
permission from the Bishop. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date: 

 

 
ADORATION OF THE 

 BLESSED SACRAMENT 



  

1.1.3.2 
 

 
 
 
 
 
  
In the Diocese of Prince Albert, communion under both species should be offered 
to the faithful at Parish Eucharistic celebrations. 
 
Lay led liturgies on weekdays are to be done without communion.  
 
Receiving the Precious Blood is to be done from the cup and not by intinction 
(dunking of the host in the cup.) 
 
All Extraordinary Ministers of Communion must be approved by the pastor and be 
commissioned before fulfilling this ministry.  These individuals should be asked to 
renew this commitment on an annual basis.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date:   

 
COMMUNION UNDER BOTH SPECIES 
 AND EXTRAORDINARY MINISTERS 

 OF COMMUNION 



  

1.1.4.1 
 
 
 
 
 
 
 

I. The purpose of the RCIA policy is to assist and give direction to clergy and 
laity charged with 

• preparing the unbaptized for the Sacraments of Initiation  

• preparing the baptized, but uncatechized, for Confirmation and Eucharist  

• preparing those baptized and catechized in another tradition for reception 
into and full communion with the Catholic Church. 

(RCIA §1, 3) 
II. Instruction 

A. In the case of the unbaptized, it is expected that, except for grave pastoral 
reason, the period of evangelization and precatechumenate begin no later 
than one liturgical year before reception of the Sacraments of Initiation.  

     (Cf. RCIA §76) 
B. In the case of the baptized, uncatechized candidates, the period of instruction 

should begin no later than 6 months prior to receiving Confirmation (and 
Eucharist if they have not received First Eucharist). (Cf. RCIA §76) 
1. Normally these people will receive these Sacraments at the Easter Vigil. 

(Cf. RCIA §76) 
C. In the case of those baptized and catechized in another Christian tradition, 

the period of instruction is left to the discretion of the parish priest, mindful 
of the direction ‘that no greater burden than necessary is required for the 
establishment of communion and unity’. (RCIA §387) 
1. In general, the candidates are not received at the Easter Vigil, but will be 

received within the context of a parish celebration of the Eucharist. 
D. It is expected that children who have reached catechetical age (7 Cf. Canon 

97.2) be prepared according to the standards and directions set forth in RCIA 
§243. 

E. The period of mystagogy is not to be omitted. 
 
III. RCIA Team 

A. Each parish shall have an RCIA team in place, ready to respond to inquirers   
within a reasonably short period of time. 
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RCIA  

RITE OF CHRISTIAN INITIATION OF ADULTS 



  

IV. Rites 
A. It is expected that the Rites be celebrated in their entirety according to the 

directions as set forth in Rites of Christian Initiation of Adults. 
 
V. Role of the Priest in RCIA 

A. Parish clergy are to familiarize themselves with the rites of Christian 
initiation for adults and their accompanying rubrics, in order to assist the 
RCIA, music ministry, and all those involved with preparation of the rites 
themselves in their various functions. 

 
VI. Pastoral Concern 

A. Pastors need to insure that all candidates/catechumens be in a regular marital 
     situation before initiated into the Church. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date:   
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1.2.1.1 
 
 
 
 
 
 

In hearing confessions the priest is to remember that he acts as a judge as well as a 
healer and is placed by God as a minister of divine justice as well as divine mercy. 
(Can 978) 
 
Pastors must be very careful never to break the seal of the confessional (Can 983).  
And must refrain from asking for the name of any accomplices. (Can 979) 
 
Confessions are not to be heard outside the confessional without just cause. (Can 
964.3) 
 
With the reordering of the sacraments in the diocese, it is suggested that as children 
prepare for Confirmation/Eucharist; the celebration of the First reconciliation 
would also be part of the preparation process.  Programs such as “We Discover 
God’s Paths” by Novalis can help in this endeavour.  Pastors should insure that 
children have celebrated 1st Reconciliation before receiving 1st Eucharist. (Can 
914) 
 
Pastors should provide regular times when they are available to hear the confession 
of their parishioners.  (Can 986)   
 
Pastors should encourage their parishioners to celebrate the sacrament of 
reconciliation.  The faithful are bound by an obligation to confess serious sins at 
least once a year. (Can 989)  To help in this matter special parish services should 
be arranged in Lent and Advent; additional priests may be invited when necessary.  
When planning such a service, pastors should consult the “Rite of Penance.” 
 
Priests from outside the diocese must receive the faculty of hearing confessions 
from the Bishop.  (Can 969.1) 
 
At present the policy of the diocese allows general absolution only in extreme 
cases.  Pastors should strive to insure that the need for General Absolution does not 
arise. 
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RECONCILIATION 



  

When there is a danger of death a Catholic may receive the sacraments of 
Reconciliation, Eucharist and Anointing of the Sick from non-Catholic ministers in 
whose churches these sacraments are valid. (Can 844.2)  
 
The absolution of an accomplice in a sin against the sixth commandment is invalid, 
except in danger of death. (Can 977) 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
       Date: 
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1.2.2.1 
 
 
 
 
 

 
 
When laypeople take communion to the sick, they should have been authorized by 
the pastor and commissioned to do so. They should be instructed properly in the 
Rite to be used when giving communion to the sick person. 
 
The proper “extraordinary ministers of Communion” should be used for this task, 
whenever possible. 
 
It is suggested that parishes offer the ‘Sacrament of the Sick’ in association with 

the ‘Day of the Sick’ in February. 
  
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Approved by the Bishop of Prince Albert 
         Date: 

 
 

MINISTRY TO THE SICK 



  

1.2.3.1 
 
 
 
 
 
 
Funeral liturgies, which include a mass, are to be celebrated in churches only and 
not in Funeral Homes. 
 
Eulogies must be short and should be given by one person only and never include 
an audio visual presentation. 
 

“The eulogy is a way of remembering the deceased person.  There is a place 
designated for such remembering in the vigil service, in which just before 
the concluding rite there is a suggestion in the ritual that a family member 
or a friend may speak in remembrance of the deceased person.  This is the 
appropriate place for what most people call a eulogy.  However, if for 
pastoral reasons it must be done at the funeral, it should be placed 
immediately following the entrance procession, before the liturgy of the 
mass begins. (An alternative is to give it out in written form.)”  (p.4, Guidelines 

for Preparing Funeral Liturgies, Diocese of Prince Albert, Liturgy Commission) 

 
If a priest chooses Monday as a day off and there is a funeral on that day, he should 
change his day off to another day for that week.  For pastoral reasons, the church 
should be open and the priest available for the funeral. 

 
If the estimated number of gathering persons is to exceed church capacity, the 
community hall is acceptable as an alternate facility by permission of the local 
priest. 

 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
       Date:   

 
 

CELEBRATION OF FUNERALS (CCCB) 



  

1.3.1.1 
 
 
 
 
 
 
 
Seminarians will be given an allowance of $150 per month. 
 
Seminarians who are ‘home’ for the summer are encouraged to find employment to 
subsidize their personal expenses. A seminarian allowance may not be given 
during the summer months. If the individual encounters financial problems, he 
must contact the Bishop. 

  
Ordination to the diaconate will take place in the parish where the intern is serving. 
 
Ordination to the priesthood will take place at the Cathedral. 
 
The diocese will pay the costs of the reception after the ordination to the 
priesthood and the parish will pay for the costs of the reception following the 
ordination to the diaconate unless otherwise directed by the Bishop. 
 

 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date:   

 
SEMINARIANS AND ORDINATIONS 



  

1.3.2.1 
 
 
 
 
 
 

1. Filling out the forms is the duty of a priest, a deacon or an appointed layperson 
and is not to be done by the secretaries or the groom/bride. These forms should 
be filled out as soon as possible (6mo – 1yr). 

2. Wedding dates are not to be fixed until the pastor is absolutely certain that this 
wedding can take place validly and licitly. 

3. Faculty to witness a valid marriage belongs to the Bishop, the Parish Priest and 
his associate, if he has one, and this faculty is valid only inside the parish 
boundaries. 

  If a visiting priest is to perform the wedding, he must receive explicit delegation 
from the pastor or bishop for the validity of that marriage. 

4. Any layperson delegated by the Bishop to witness marriages can only do so 
within the circumscription assigned (e.g. Native Ministry area). 

5. Proper and sufficient instruction must be given prior to the celebration of 
marriage. 

6. When a priest from another diocese comes to perform a wedding, he must 
produce the proper celebret.  The visiting priest must also have a civil license 
from Saskatchewan to perform the wedding.  This can be obtained through the 
Chancery office. 

7. If a visiting priest has been requested by the groom/bride/family, it is the 
responsibility of the family to pay the priest.  However, the $200 church fee must 
still be paid to the parish. 

8. After the celebration, the priest must make sure that all required documents are 
forwarded to Vital Statistics, recorded in the marriage registry and notification 
sent to the parish of baptism for either the bride, the groom or both. 

 
 
 

 
Approved by the Bishop of Prince Albert 
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MARRIAGE PREPARATION 
REQUIREMENTS AND FORMS 

 



  

1.3.2.2 
 

 
 
 
 
 
 
All marriages performed in the Diocese of Prince Albert shall be celebrated in 
churches only. 
 
Under very special circumstances, permission may be given to celebrate the 
marriage in a place other than a church but never in the open air outside.  This 
permission is to be granted only by the Bishop. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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PROPER PLACE FOR THE 

 CELEBRATION OF MARRIAGE 



  

2.1.1 
 
 
 
 
 
 
Clergy transfers can be initiated by the priest requesting a new assignment or by 
the Bishop. 
 
Assignments should not normally extend beyond a six-year period. 
 
When priests are transferred, all equipment and furnishings supplied by the parish 
are to be left behind. Refer to policy #18. 
 
For a smooth transfer of priests, those involved in the transfer should meet prior to 
the transfer. There should be  
a. A meeting with the priest’s predecessor 
b. A meeting with the Parish Pastoral Council Chairperson to review programs 
c. A meeting with Parish Finance Council to review parish finances. 
d. Measures taken during the installation process to add the priest to the parish 
    register. 
 
After the transfer has taken place, it is recommended that the transferred priests 
should NOT go back to the parish they have left for pastoral ministry, in order to 
give their successor a free hand without interference. 
 
Attention must be given to assure that no parish is responsible to pay double 
holiday pay for pastoral services. 
 
Each reassigned priest will get an official letter of appointment from the Bishop. A 
copy of the letter will be sent to the parish. 
 
Priests are to be installed according to Diocesan Norms. 

 
 
 
 

Approved by the Bishop of Prince Albert 
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ASSIGNMENT AND PLACEMENT 
 OF PRIESTS 



  

2.1.2 
 
 
 
 
 
 
 
Every year, the Bishop will make a special appeal for funds throughout the 
diocese.  All priests must support the promotion of the Appeal in their parish(es) 
and are to financially participate in it.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Approved by the Bishop of Prince Albert 
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BISHOP’S ANNUAL APPEAL 
  



  

2.1.3 
 
 
 
 
 
 
 
The Diocese of Prince Albert offers a Clergy Retreat to all its priests every year in 
the spring. The parish or the source of the remuneration for the priest is obliged to 
pay for fees and mileage for this retreat. 
 
It is mandatory that all priests attend the full retreat and therefore, priests 
cannot take holidays at that time. Priests must contact the Bishop by written 
notice, should they not be able to attend.   
 
The retreat is a spiritual benefit for all our priests and also a time for the bishop to 
address the priests. 
 
If a priest chooses to take a different or second retreat in a year, he will be 
personally responsible for all expenses incurred. 

 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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2.1.4 
 
 
 
 
 
 
 
Funerals of all priests and deacons incarnated in the diocese are to be celebrated in 
the Cathedral, which is the parish of all clergy and the mother church. 
 
Prayers or masses prior to the funeral can be celebrated in another parish. 
 
A burial document provided by the Chancellor’s Office needs to be filled out with 
personal information and updated on a yearly basis. 
 
From diocesan owned lots, a place of burial will be provided for any diocesan 
priest. This must be prearranged and approved by the Bishop with the information 
kept on file with the burial documents.  
 
Any other costs associated with the funeral will be the responsibility of the 
individual. 
 
A priest, who chooses to be buried outside of the diocesan lots, does so at his own 
expense. 

 

 
 
 
 
 
 

 
 

Approved by the Bishop of Prince Albert 
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FUNERALS OF PRIESTS 



  

2.1.5 
 
 
 
 
 
 
 
Upon ordination or incardination, all priests, transitory deacons and seminarians 
working in the Diocese of Prince Albert must: 

 
Have a will or a copy of their will in a sealed envelope with the name of the 
executor on the outside of the envelope, stored in the diocesan archives. 

OR 

A letter in the archives informing the Diocesan Office of the location of the will 
and the name of the executor. 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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LAST WILL AND TESTAMENT 



  

2.1.6 
 
 
 
 
 

 
9. All priests performing marriages in the diocese must have the proper license 

from the Saskatchewan Government.  
10. As a priest or deacon in the diocese, you can perform marriages legally for the 

state as long as the marriage has a religious character and as long as the laws 
of the Church are followed.  A priest is prohibited by law to perform a purely 
civil marriage (witnessing a marriage as a Justice of the Peace). 

11. Filling out the forms is the duty of a priest, a deacon or an appointed    
layperson and is not to be done by the secretaries or the groom/bride. These 
forms should be filled out as soon as possible (6mo – 1yr). 

12. Wedding dates are not to be fixed until the pastor is absolutely certain that 
this wedding can take place validly and licitly. 

13. Faculty to witness a valid marriage belongs to the Bishop, the parish priest 
and his associate, if he has one, and this faculty is valid only inside the parish 
boundaries. 

14. If a visiting priest is to perform the wedding, he must receive explicit 
delegation from the pastor or bishop for the validity of that marriage. 

15. Any layperson delegated by the Bishop to witness marriages can only do so 
within the circumscription assigned (e.g. Native Ministry area). 

16. Proper and sufficient instruction must be given prior to the celebration of 
marriage. 

17. When a priest from another diocese comes to perform a wedding, he must 
produce the proper celebret.  The visiting priest must also have a civil license 
from Saskatchewan to perform the wedding.  This can be obtained through the 
Chancery office. 

18.  If a visiting priest has been requested by the groom/bride/family, it is the 
responsibility of the family to pay the priest.  However, the $200 church fee 
must still be paid to the parish. 

19. After the celebration, the priest must make sure that all required documents 
are forwarded to Vital Statistics, recorded in the marriage registry and 
notification sent to the parish of baptism for either the bride, the groom or 
both. 

Approved by the Bishop of Prince Albert 
           Date: 

 
 

LICENSE TO PERFORM MARRIAGES 



  

2.1.7 
 
 
 
 
 
 
 

 
According to the General Law, priests must offer their letter of resignation to the 
Bishop on their 75th birthday.  
 
If the Bishop agrees to prolong their active ministry, it should be done on an 
annual basis. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Approved by the Bishop of Prince Albert 
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RETIREMENT OF PRIESTS AT AGE 75 



  

2.2.1 
 

 
 
 
 
 
1. Access to one internet account - Access is to be set up in the area the parish 

uses as the ‘main office’. Separate email addresses should be set up on the 
same account for the office or secretary, priest etc. to insure proper lines of 
communication and in some cases, confidentiality.   Password to this ‘main 
office’ computer is to be on file at the Bishop’s Office or any computer having 
parish info on it. 

2. Basic Cable or Satellite  
3. Furniture, dishes and utensils 
4. Utilities 
5. Rectory cleaning expenses - Once a week, if needed.  
6. Vestment cleaning 
7. Regular phone  
8. Cellular phone - Basic plans only. 
9. Snow removal and lawn care 
10. Theology books and publications – Items are to be stamped with the parish 

name or seal immediately and left in the parish when the pastor is transferred.  
11. Annual Diocesan Priests’ Retreat 
12. Bereavement Leave – with the Bishop’s consent, refer to Policy #10. 
  “After three continuous months of employment, employees (priests) get time 

off work when a family member dies.  If a member of the employee’s (priest’s) 
“immediate family” dies, the employee (priest) can take a “bereavement 
leave” of up to five working days.  Bereavement leave must be taken in the 
period from one week before the funeral to one week after the funeral.  
Employees (priests) do not have to be paid for the time the employee (priest) 
is on leave.  Employees (priests) get bereavement leave if the employee’s 
(priest’s) parent, grandparent, brother or sister, brother in- law or sister in-
law dies.”  Adapted from ‘A Guide to Labour Standards in Saskatchewan.’  

If leave is more than five consecutive days, contact the Bishop or vicar 
general for permission.  If extended sick leave is required, the Bishop must be 
contacted and written permission obtained and kept in the parish files. 
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BENEFITS THE PARISH IS TO 
 SUPPLY TO THE PRIEST 



  

13. One-third of the total premium cost of the Group Health Insurance Plan. 
14. Days off - One day off per week.  This must be a regular, scheduled day off 

and on file at the Bishop’s Office. For the other six days, the priest must 
remain a visible presence to the people and community. Priests are to be 
available to all people during working hours excluding their scheduled day 
off. If a priest extends his day off habitually, then it is considered holiday 
time. Refer to policy #23 ‘Priests’ Holidays’ for more details. 

15. Absences Due to Sickness - Sick leave with pay from the parish is 
accumulative up to 12 working days or two consecutive weeks per year.  After 
two weeks, contact the Finance Manager and make inquiries with Revenue 
Canada to receive Employment Insurance for financial needs. If extended sick 
leave is required, the bishop must be contacted and written permission 
obtained and kept in the parish files.  
*Sick days are not to be used to extend holidays or days off. 

 
 
A priest who does not make use of the above benefits does not receive that amount 
in return. Priests should discourage their parishes in exceeding the above benefits 
in any manner. 
 
In pastoral charges where the priest is shared by multiple parishes, costs of salaries, 
mileage, benefits and housing are to be shared on total parish income. Refer to 
Policy #30. 
 
Priests are responsible for food, drink, recreation, personal long distance calls, 
clothing, personal dry cleaning, personal cleaning supplies, vehicle and 
maintenance and insurance on personal belongings.  Also, because of provisions 
made by Canada Revenue Agency for moving expenses, all moving expenses will 
be the responsibility of the priest. 
 

 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                 Date:  
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2.2.2. 
 

 
 
 
 
 
Canons 534, 905, 945-958 provide the following directives for bination, trination 
and mass stipends: 

 
1. The priest can receive only one mass stipend per day. 
2. He cannot receive more than one stipend for the same mass. 
3. Pastors and Administrators are obliged to celebrate the “Pro 

Populo”Mass (C. 534) on Sundays and the Canadian days of obligation 
(Christmas, ref. c.951 and New Year). 
a) One Mass for all the faithful under his care, i.e. a priest with three 

missions need only say one Mass “Pro Populo”. 
b) No stipend can be received for this Mass “Pro Populo”.  A stipend 

may be received for another Mass he may have to celebrate that 
day. 

4. If a priest binates or trinates, (except in the case of 3a)b), he is to 
celebrate these Masses for the intentions of the Bishop and the 
prescribed purpose in the diocese or can use some of his intentions and 
forward the amount of the stipends to the bishop. 

5. A priest can receive a Mass stipend for a concelebrated Mass, if that 
Mass is the only one he celebrated on that day. 

6. When a collection is taken at a funeral, that collection is to be divided 
up into $10 amounts for Mass Stipends unless otherwise specified. 
(Can. 950) 

 
If the masses of bination or trination are to be acquitted from the Bishop’s list of 
masses, the Bishop must be advised.  This should be done every three months 
using the cards provided to each priest for this purpose.  Cards should be sent 
directly to the Bishop. 
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BINATIONS/ TRINATIONS 
 AND MASS STIPENDS 

 



  

Any extra Mass Intentions the parish may have accumulated up to a year, should 
be forwarded to the diocesan office with the intentions listed clearly. 
 
If you would like to send Mass Intentions to a priest in need from outside the 
diocese, written approval must be obtained from the Bishop’s Secretary. 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                Date:  
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2.2.3 
 
 
 
 
 
 
The remuneration of the clergy for the Diocese of Prince Albert shall be 
recommended by a commission made up of six members:  
- three representatives from the Bishop’s Senate, one being the moderator of the 

committee 
- two from the Diocesan Pastoral Council, one being the president 
- one from the Diocesan Finance Council 
- and the Diocesan Finance Manager who sits on the Remuneration Committee 

as an ex officio member.   
 
The commission will submit their written proposals to the Bishop’s Senate for 
approval by the Bishop in November of each year so the bishop can advise Parish 
Finance Councils to budget for any increase in the following year. 
 
Effective January 1st, 2010, the priests’ salary per month will be $1,900. 
 
Mileage will be paid out on a monthly basis at $0.44 per logged kilometer driven. 
This plan is to be implemented with the following provisions: 

 
1. A log book of mileage must be maintained by the rural priest and 

submitted to the parish office by the 20th of each month to be reimbursed 
for the kilometers driven.  
(This will allow preparation time for the treasurer/finance officer of the 
parish to make a photocopied record of the expense for parish files and 
have a cheque ready for the end of the month). 

2. All mileage is to be paid to the parish and by the parish, city or rural. 
(e.g. If you have a claim for Senate, request reimbursement as usual but 
the cheque is to go to the parish and logged in your book.) 

 

3. The log book must have the date, purpose, destination and amount of 
kilometers traveled.  See attachment. 
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CLERGY REMUNERATION 



  

4. All claims logged must be for parish business only. 
5. All priests should be encouraged to car pool as much as possible. 
6. A CAP has been established to help regulate mileage throughout the 

diocese. A single CAP is given for city priests. Multiple CAPS are given 
for rural priests. Amounts are provided in the tables below. 

 
 
 
 
 
 
 

 
If circumstance warrants a claim that exceeds the Capped amount, a written record 
of the situation with supporting log information must be sent to the Diocesan 
Finance Manager’s office. The claim will be reviewed by the Finance Manager and 
the Bishop. The CAP may be only lifted upon approval of the Bishop. 
 
 The ‘Mileage Needs Chart’ and ‘Mileage Log for Reimbursement’ are available 
for your reference on the next two pages. The Mileage Log is also available from 
the diocese as an excel spreadsheet. 
 
Refer to 2.2.5 Gifts to Priests for more details on remuneration. 
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City Mileage CAP (per month) 
 

1 Parish or more within the same City Limits 

$300 
 

*Allowance & Taxable. No log book needed unless you 
want to claim expenses with Revenue Canada. 

 

Rural Mileage CAP (per month) 
 

2 Parishes 3 Parishes 4 Parishes or more 

$600 $650 $700 
 
*Expensed & Not Taxable. Must submit log book to be reimbursed. 
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MILEAGE CHART 

 
 

MILEAGE THAT NEEDS TO BE 
REIMBURSED 

 

 
MILEAGE THAT IS NOT REIMBURSED 

1. Actual mileage driven—if a priest carpools 
with others, no claim should be submitted. 

1. Travel from the rectory to the office, if 
they are not in the same location. 

2. Driving to one of the parishes in the 
priest’s pastoral charge.  Mileage should be 
based on the most direct route possible. 

2. Social visits to a friend or social visits to 
a parishioner’s home. 

3. Travel to the Annual Diocesan Retreat. 3. Any holidays, or days off. 
4. Travel to deanery/diocesan events. (i.e.) 

Youth rallies, Catechism meetings, Chrism 
Mass. 
The assumption is that the priest will be a 
part of all activities pertaining to these 
events. Car pooling with parishioners to save 
double mileage is strongly encouraged. 

4. Diocesan Pastoral Council. 
The diocese is paying for one vehicle from 
the parish. If the parish priest chooses to 
drive separately from his parishioners, he 
should not expect reimbursement unless all 
cannot fit into one vehicle. 

5. Anointing of the sick of a parishioner. 5. Celebrations in other dioceses. 
6. Pastoral visits to a parishioner’s home. 6. Travel to a funeral of a past parishioner 

in another pastoral charge. 

7. Picking up supplies - only if the mileage is 
less than what it would cost to ship the 
product. 

7. Travel to a meeting (even if Catholic) 
that is outside of parish business. (ie) 
Serving on the board of Catholic Family 
Services, or Catholic Health Association 

8. Parish business in and around town. 8. Visit to one’s spiritual director. 
9. Deanery Meetings. 9. Travel to a second personal retreat. 
10. Reconciliation celebrations.  

NOTE: The policy states that fees and 
mileage go to the priest’s employer not the 
priest. 

10. Travel to a deacon or priesthood 
ordination, or priest’s funeral. 
 

11. If a neighboring priest is on holidays and 
you are called to do ministry in that 
parish, you claim mileage from your home 
parish and the neighboring parish is to 
reimburse your parish. 

11. Travel to visit a neighboring priest(s). 
The above two are an indication of our 
solidarity with our brother priests 
 

12. Ministerial meetings. 12. Travel to one of the pilgrimages at St. 
Laurent. If attending, St. Laurent 
reimburses for mileage. 

13. Pastoral Ministry Day. The diocese is 
reimbursing this amount via the parish. One 
vehicle per parish. 
 

13. If the parish is having a fundraiser, and 
parishioners are donating time and mileage 
to the project, the priest should be 
encourage to do the same. 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Approved by the Bishop of Prince Albert 

    Date: 
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MILEAGE CHART CONTINUED… 

 
 

MILEAGE THAT NEEDS TO BE 
REIMBURSED 

 

 
MILEAGE THAT IS NOT REIMBURSED 

14. Bishop’s Office for a Meeting. *If the Mtg 
is requested or agreed to by the Bishop. A 
form is to be signed by the Bishop and 
submitted to parish office upon return or with 
log book. 

14.  

15. Workshops. *If the workshop has been 
requested by the Bishop it is to be paid by the 
diocese. *At the parish level, it must be 
discussed and approved with the finance 
council’s guidance. 

15.  

16. Clergy Study Day. The diocese is 
reimbursing this amount via the parish. 
 
 
 
 

16.  



  

Parish/Cluster:   

Mileage Log for Reimbursement Location:   

Name:   

Month of 
Claim:    

Day of the 
Week Date Purpose Code From/To To/From  KM (x.44) 

Total 
($) 

                

                

                

                

                

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

      Total:      

 

Signature of Claimant *Code indicates whom is reimbursing the priest via the parish 
P – Reimburse directly by the parish       
D – Reimbursed by the Diocese 
O – Reimbursed by miscellaneous (other) source  Date 



  

2.2.4 
 
 
 
 
 
 
 
The diocese will pay a monthly salary of $300 for seminarian interns. 
 
The diocese will pay a monthly salary of $500 for deaconate interns. 
 
The parish where the intern is assigned will pay the intern $250 as a food 
allowance every month.  The intern will also be lodged by the parish. 
 
The parish served by the intern will remunerate the intern at the diocesan rate for 
each kilometer driven and logged for parish business. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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DIOCESAN AND PARISH 
RESPONSIBILITIES FOR THE 

  PASTORAL YEAR 



  

2.2.5 
 
 
 
 
 
 
 
A parish may bestow a gift(s) with a value of up to $300 annually to a priest on 
special occasions. Anything exceeding this amount needs to be pre-approved by 
the Bishop in written form and kept in parish files. 
 
Priests should never solicit anything from their parish or parishioners. 
 
Any major gift with a value of over $300 is deemed parish property unless written 
documentation is provided to the contrary.  
 
Any gift amount that is given in cash is immediately taxable. 

 
          
  
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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GIFTS TO PRIESTS 



  

2.2.6 
 
 
 
 
 
 
Unless there is a grave reason to the contrary, the parish priest may each year be 
absent on holiday from his parish for a period not exceeding one month, 

continuous or otherwise.  The days which the parish priest spends on the annual 
spiritual retreat are not reckoned in this period of vacation. For an absence from 
the parish of more than a week, however, the parish priest is bound to advise the 
Bishop.  (Can. 533.2) 
 

 
 
 
 
 
 
 
 
 
 
 
 
These holidays are to be taken between August 1st and July 31st of each year and 
are not to be accumulated into another year.  
 
When holidays longer than the ones described above are taken, the parish is not 
obligated to pay the priest for that extension unless written permission is granted 
by the Bishop for a specific request. 
 
The priest on extended holidays is responsible for all replacement costs and his 
remuneration will be withheld. 
 
The priest must be present in his parish(es) for the following services and cannot 
take holidays at that time: New Year’s, Holy Week, Easter Sunday, Christmas Eve, 
Christmas Day and during the Diocesan Retreat. Any day(s) off after Christmas or 
Easter or at any time that is not a regular scheduled day off is considered holidays. 

For Discussion at DPC: 
1. Priests in the Diocese of Prince Albert are allowed an annual paid 

holiday, which encompasses three Sundays and is equivalent to 
twenty-seven days. (Original) 

2. Priests in the Diocese of Prince Albert are allowed an annual paid 
holiday which includes a maximum of 30 days and a maximum of 4 
weekends. (Newly proposed) 

3. Priests in the Diocese of Prince Albert are allowed an annual paid 
holiday which includes a maximum of 30 days and maximum of 3 
weekends. (Newly proposed) 

 

 
 

PRIESTS’ HOLIDAYS 



  

However, if a statutory holiday should fall on a Sunday or any scheduled day off, 
an additional day off may be taken within the week of the stat.  
 
Any holiday should be first planned and coordinated at the deanery level so that 
replacement is acknowledged and duties continue with as little interruption as 
possible within the whole of the deanery. 
  
Before a priest leaves on holidays, he is to leave a written record of the date of his 
departure and date of his return with the Bishop or the Bishop’s secretary two 
months in advance of the leave.  This written record should also include the 
following:  an emergency telephone contact number and/or email address and a list 
of the people covering for him during his absence.  A copy of this information 
should be sent to the dean and another should be left in the parish files. A 
standardized form is available from the diocese to file for holidays. 
 
List of Statutory Holidays for Saskatchewan: 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

       Approved by the Bishop of Prince Albert 
      Date:   
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• New Year’s  • Saskatchewan Day 

• Family Day • Labor Day 

• Good Friday • Remembrance Day 

• Victoria Day • Thanksgiving 

• Canada Day • Christmas Day 



  

2.2.7. 
 
 
 
 
 
 
 
1. Mileage for use of a personal vehicle to be paid at the current diocesan rate - 

$0.44 per km for all replacement services. 
 
2. $100 for the first weekend mass and $50 for each additional mass that 

weekend. 
 
3. Weekday masses are to be $50. 
 
4. For services received by an appointed priest, the fees and mileage are to be 

paid to the priest’s employer. The mileage can be claimed by the priest 
through his log book. 

 
5. For non-remunerated priests (e.g. retired priests), the fees go directly to him. 
 

 
 
 
 
 
 
 
 

 
 
 

Approved by the Bishop of Prince Albert 
                    Date:   

 
REMUNERATION FOR PRIESTS 

PROVIDING REPLACEMENT SERVICES 



  

2.2.8 
 
 
 
 
 
 
 
Upon ordination or incardination into the Diocese of Prince Albert, the newly 
ordained or incardinated must become a member of the St. Laurent Society 
Pension Plan and make the required payments into the Plan. 

 
 
 
 
 
 
 
 
 
 
 
  
 
 
 

 
 

 
Approved by the Bishop of Prince Albert 
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ST. LAURENT PENSION PLAN 



  

3.1.1 
 
 
 
 
 
 
Each parish in the Cluster is to maintain its own separate financial council. 

 
While each parish in the cluster maintains separate Financial Council, the parish 
cluster financial committees will meet at least quarterly and review the financial 
status for the parishes to determine what cost can be shared jointly to eliminate 
duplicate expenses. 
 
Yearly, the Parish Cluster Finance Committee will formulate a budget in addition 
to their parish budgets to ensure a fair equitable distribution of shared costs, that is, 
Priest, secretary, equipment and rent. 
 
This is to be calculated according to the Annual Diocesan Financial Report which 
imparts the Cathedraticum to be paid to the Diocese. 
 
Refer to the attached appendix for more details. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
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Appendix to Policy Re: Cluster Parishes 

 
The diocese suggests the following for a breakdown of monthly expenses.  Mileage is paid to the 
parish priest to cover the cost of his vehicle, when he is paid mileage the parish should not be 
expected to pay for any repairs incurred by the parish priest.  Mileage, is considered a pastoral 
charge cost, and should not be billed to satellite parishes only.  This way all parishes will share in 
the pastoral ministry of their pastor.  The rectory cost should be determined by the going rate of a 
similar house in town.  When parishes contribute in this manor they will not be expected to 
contribute to any repairs in the rectory, or replacement costs for any furniture/appliances.   
 
Example A A priest in a larger center taking care of a small rural parish 
  (NOTE: Priest has chosen option A in regards to mileage) 
 
St. Mary’s Cathedraticum (diocesan tax) for the previous year           $  1414 or  6.28% of total 
St. Joseph’s Cathedraticum (diocesan tax) for the previous year   $21092 or 93.72% of total 
TOTAL                     $22506 or 100% 
 
Total monthly cost for the priest 
 Car expenses    $   300 (Will remain the same every month) 
 Salary    $1,900 
 Shared cost of rectory  $   600 (Estimated rental cost for equivalent house in town) 
 TOTAL   $2,800 
 
St. Mary’s cost per month would be   $2,800 x 6.28% or      $  175.84 
St. Joseph’s cost per month would be  $2,800 x 93.72% or  $2624.16 
      TOTAL  $2800.00 
 
Example B A priest taking care of three rural parishes of different sizes. 
St. Mary’s Cathedraticum (diocesan tax) for the previous year $  1414 or 7.52% of total 
St. Joseph’s Cathedraticum (diocesan tax) for the previous year $11887 or 63.22% of total 
St. Michael’s Cathedraticum (diocesan tax) for the previous year $  5502 or 29.26% of total 
TOTAL                              $18,803 or 100% 
 
Total cost for month in question (NOTE: Amount will change every month due to mileage) 
 Mileage expenses  $  534 (Note this amount will change every month) 
 Salary    $1900 
 Shared costs of rectory $  500 (Estimated rental cost for equivalent house in town) 
 TOTAL   $2934 
 

 
St. Mary’s cost would be  $2934 x 7.52% or   $  220.64 
St. Joseph’s cost would be  $2934 x 63.22% or $1854.87 
St. Michael’s cost would be  $2934 x 29.26% or $  858.49 
     TOTAL         $2934.00 

 
 



  

3.1.2 
 
 
 
 
 
 
 
Since all parishes are part of the Episcopal Corporation of Prince Albert, all 
contracts are signed in the name of the diocese and as such, the diocese should give 
approval to the contract prior to hiring. 
 
All persons must provide an up to date police clearance check before being 
accepted for employment within the Episcopal Corporation of Prince Albert. 
 
When an individual is hired as an employee, a copy of the contract is to be sent to 
the Finance Manager’s Office as well as a copy of the Parish Finance Council 
motion to hire the individual. This is to be done after the probationary period has 
been completed. 
 
If a person is being hired for temporary labor in the trades or construction, a check 
must be made that the individual(s) is covered by Saskatchewan Workman’s 
Compensation Board (WCB). 
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SIGNING OF CONTRACTS FOR PERSONNEL 



  

3.1.3 
 
 
 
 
 
 
 

There are four categories of reports each parish is responsible to file on an annual 
basis. 
 
1. Spiritual Reports 
 The Spiritual Report forms are provided by the diocese and must be filled out 

and sent electronically or mailed to the Chancellor’s Office on or before 
February 15th  of each year. These reports consist of: 

   

 
2. Financial Report 
 This report form is provided by the diocese and must be filled out and sent to 

the Diocesan Finance Office on or before February 15th  of each year. 
 
3. Charity Report  #T3010B 
 This report form is provided by Canada Customs and Revenue Agency and 

must be filled out and sent to Revenue Canada before June 30th of each year. 
The failure to file may result in the loss of charity status. A copy of the charity 
report is to be sent to the Diocesan Finance Office at the same time. 

 
4. Archival Reports 

There are two reports provided by the Archive Office that are to be filled out 
and sent to the Archivist on or before February 15th  of each year. They are the 
following: 

•   Inventory Report 

•   Cemetery Map (if applicable) 
 

 
 

Approved by the Bishop of Prince Albert 
                Date 

• Spiritual Report • Confirmation Register • Death Register 

• Baptism Register • Marriage Register  

 
 

PARISH ANNUAL REPORTS 



  

3.1.4 
 
 
 
 
 

 
Every parish and missionary church must have a fax and/or email address even 
when shared with a Priest. 
 
If no secretary exists in that parish/missionary church, a contact person must be 
named to receive all faxes or emails. This would be expected at least once a week. 
 
All their contact information would then be shared amongst those parishes under 
the same pastors, as well as sent to the Diocese Office to update any contact lists. 
 

 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                Date 

 

 
 

COMMUNICATION 



  

3.2.1 
 
 
 
 
 
 
 
In order to avoid being committed to conditions which may be impossible to keep, 
pastors are not to accept gifts for the parish with conditions attached to the gift 
without first contacting the Finance Manager. 

 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                Date: 

 
 

 
 

ACCEPTING GIFTS FOR THE PARISH 



  

3.2.2 
 
 
 
 
  
        
All church fees go to the parish. 
  - Baptism is voluntary only.  

- Marriages       $200.00   
- Funerals      $200.00  
- Certificates for civil purposes 

and Documentation from Registers  $  20.00 
 

With the approval of the parish priest, fees may be waived because an 
individual or family cannot afford to make an offering.   
 
Any cheque made in the parish priest’s name or money given to the parish priest is 
presumed to go to the parish unless a separate cheque was given to the parish to 
cover the fees incurred. Priests must insist that all fees being paid by cheque 
should be made in the parish name only, never in the priest’s name.  
  
Church fees are for the use of the church and services rendered.  As such, official 
income tax receipts cannot be issued for these fees.   
 
Organists, musicians, soloists, lunches and hall rental are not covered in the church 
fee.  These are to be paid according to arrangements made in advance with those 
providing these services. 
 
Regulations and fees concerning parish cemeteries are left to the discretion of the 
parishes involved. 
 
Any non-catholic parties wanting to use the church in any of the above 
circumstances must adhere to the same guidelines and fees as stated in this policy. 

 
A paid pastoral employee of the parish will not receive any additional 
remuneration for a Vigil or a Prayer Service. 
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CHURCH FEES 



  

If anyone wishes to give a stipend to the priest at the occasion of a baptism, 
marriage or funeral, which is over and above the Church Fee, it must be specified 
clearly in a separate envelope and never solicited. It should be noted that the priest 
is already being paid by the parish to provide services.  
Any gift to the parish priest is considered revenue and taxable by Canada 
Revenue Agency and must be declared as income by the priest.  
 (See policy #18 for further details) 
 
If a family requests a presider from outside the parish/diocese, it is their 
responsibility to obtain permission of the local Pastor or Parish Administrator in 
advance and also to compensate the visiting presider adequately for his personal 
time and mileage.  The church fees to the local church must still be assumed and 
properly dealt with. 
 

 
 
 
 
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date: 
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3.2.3 
 
 
 
 
 
 

 
Money must never be given to a charity that has been established using an 
individual’s name. It must be given to a charity that has a generic or institutional 
title and is a registered charity with Revenue Canada. 
 
A charity has legal title to its property, but does not have beneficial ownership of 
its resources, because it holds them as trustee for its charitable purposes. Property 
transfers from one charity to another should be identified as grants rather than 
gifts. The granting charity may need the receiving charity’s business number to be 
able to comply with its filing requirements. If that is the case, the number should 
be provided in a letter from the receiving charity to the granting charity. 
 
Care must be taken that any monies given to another charity must be accounted for 
on the Annual Charity Return T3010B. 
  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                 Date:   

 

 
 

MONEY GIVEN TO OTHER CHARITIES  



  

3.2.4 
 
 
 
 
 
 
 
Any expenditures exceeding $10,000 must be pre-approved by the Chancery 
Office.  All documents pertaining to any such transaction must be submitted to the 
Chancery Office for signature of approval. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 

 
 

Approved by the Bishop of Prince Albert 
               Date:   

 
PARISH EXPENDITURES 

 EXCEEDING $10,000 



  

3.2.5                     
 
 
 
 
 
 
Revenue Canada has rules and regulations concerning sending money outside the 
country.  These laws must be respected and before any funds are sent outside 
Canada, approval must be received from the Finance Manager.  
 
These projects abroad must be requested in writing and must be approved by the 
Bishop of Prince Albert and the Bishop of the local church prior to the project 
being put into action. 
 
 Under no circumstances, are unapproved contributions to be filtered through 
parish accounts nor the parish to issue receipts for income tax purposes for money 
sent out of Canada. As well, parish facilities are not to be used for outside 
fundraising purposes. 
 
Projects lasting more than three years must be reevaluated and reapproved. 

 
 

 

  
 
 
 

 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
         Date: 

 
SENDING MONEY OUTSIDE THE COUNTRY 

UNDER THE AUSPICES OF THE PARISH 
 



  

4.1.1 
 

 
 
 
 
 
1. Expenses allowed for reimbursement when traveling away from office. 

  
a. If traveling to parishes, accommodation should be provided by the 

parishes, if possible. 
b. Hotel Accommodation – actual cost of standard accommodation supported 

by receipts. 
c. Meals – actual costs supported by receipts to a maximum of: 

i. Breakfast - $ 7.50 
ii. Lunch      - $10.00 
iii. Supper     - $15.00 

d. Registrations – actual expense supported by a receipt 
e. Travel by plane – actual cost of economy fare plus cab fare/mileage for   

ground transportation. 
 

Reimbursement will be allowed only for meals, etc. when traveling away 
from your office. 
 
Alcohol and Parking Tickets are not eligible for reimbursement. 
 

2. Travel by vehicle for business purposes is paid at the diocesan approved rate.   
This does not cover routine travel to and from home to the office. 

 
 

 
 

 
Approved by the Bishop of Prince Albert 

                 Date:   
 

 
 

 
TRAVEL, MEALS AND CONFERENCE 

EXPENSE GUIDELINES FOR DIOCESAN 
EMPLOYEES 



  

4.2.1 
 
 
 
 
 
 
 
A protocol concerning any allegation made against a priest exists in the Diocese of 
Prince Albert.  This Protocol is based on a C.C.C.B. document “From Pain to 
Hope”. (Refer to #7 of Clergy Concerns – Yellow sheets) 
 
All priests in the Diocese of Prince Albert must be aware of this protocol.  To 
ensure that they are aware of it, they are to sign a document stating that fact.  This 
signed document becomes part of their personal file. 

 
 
 
  

 
 
 
 
 
 
 
 
 
  

 
 
 

Approved by the Bishop of Prince Albert 
                 Date:   
 

 

 
 

SEXUAL ABUSE PROTOCOL 



  

4.2.2 
 
 
 
 
 
 
 

The protocol below is needed to protect priests from the slightest suggestion of 
inappropriate behavior with minors, and to witness the commitment our church has 
to ensure the safety of children entrusted to it. 

 
GENERAL GUIDELINES 

1. Minors are considered to be ‘restricted individuals’ as they are not 
independent. 

2. Another adult should be present in every situation involving a minor, 
excluding sacramental confession. 

3. Minors are to be allowed only in the professional section of a rectory, 
never in the living quarters.  

4. Clergy should never be alone with a minor in a house or in a closed 
room. 

5. Minors should only be permitted to work in the rectory when there is at 
least one other adult present at all times. 

6. Clergy should never be present as the only adult in a locker room or 
other dressing areas when minors are using these facilities. 

7. During youth group trips, clergy should maintain a professional stature 
and socialize along with the adult chaperons. 

8. There should never be an overnight trip with a minor alone. 
9. A priest should never stay overnight in the same room with a minor 

even if there are two beds. 
10. Clergy should take care to avoid the trap of ‘father figure.’  
11. Clergy should always be aware of the ‘power’ of our role position. 
        This can be a very seductive force. 
12. While in the sacristy with minor present, the sacristy door should 

always be open. 
13. Clergy may never supply or serve alcohol or any controlled substance 

to minors. 
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MINISTRY TO MINORS  



  

 
COUNSELING MINORS 

1. Pastoral consoling of a minor must take place only in the professional 
portion of a rectory, never in the living quarters. 

2. If possible another adult should be in close proximity during the 
counseling session. 

3. If counseling entails more than two sessions, evaluations of the 
situation should be made to the parents, and/or a professional. 

4. Physical contact outside the sacramental context should not be initiated 
by the priest. 

 
CAUTION: 
If greater satisfaction is found in the presence of children rather than adult, motive 
and attrition should be objectively and professionally examined. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Bishop of Prince Albert 
                 Date:   
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