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A WORD FROM OUR CEO

The most rewarding part of my job is the opportunity to see God’s hand
at work in many ministries across the country. During my speaking
engagements and visits with CCCC Members, I hear story after story of God
working through His people to accomplish His purposes. There is no doubt:
God is “on the move” in our country, and He has great plans for us!

HOW DOES CCCC HELP
CHRISTIAN MINISTRIES?
I also hear many words of thanks for CCCC’s
services. CCCC serves over 3,300 ministries
from across Canada. Our articles, webinars,
workshops, and regularly updated Charities
Handbook help charities to understand their
responsibilities and stay up to date on new
developments. Whenever our Members have
questions on a charity topic—governance,
receipting, human resources, fundraising—they
can pick up the phone and talk with someone
from our experienced Member Support Team.
By relying on CCCC’s help to navigate the
operational issues of running a charity,
ministries can stay focused on the mission
that God has given them.
WHAT ARE CCCC MEMBERS SAYING?
“Thank you so much for the service you are
providing to small churches like we are and for
all you folk are doing for kingdom ministry.”
—Charlie Nishi, Marpole Baptist Church
“I love CCCC! Clear publications. Simple to
understand. Practical. Reasonable. Feels like
you are really there to help us.” —Richard
Snyder, Executive Director, Malachi Man Ministries
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“Our Elders and Deacons make regular use of
CCCC’s resources at our board table and find
it very helpful.” —Harvey Schouls, Treasurer,
Living Water United Reformed Church
We love reading these testimonials because
they put our mission into focus. We’re here to
help Christian ministries be exemplary, healthy,
and effective!
BECOMING A CCCC MEMBER
This complimentary publication provides you
with a sample of the resources available for
CCCC Members. I hope that you will enjoy it
and share it with your ministry team.
To find out more about CCCC membership,
see p. 26 or visit us online at cccc.org/
membership_options. We’d love to include
you in our membership community!

John Pellowe
CEO
Canadian Council of Christian Charities (CCCC)
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QUICK PICKS

Running
a Charity?
Need Help?
Complex legal, accounting, and operational issues are
some of the most frustrating obstacles that charities
face. CCCC’s Charities Handbook provides comprehensive
guidance and information on a range of issues that are
relevant to charities, including
>
>
>
>
>

split-receipting and fundraising;
deferred gifts;
tax treatment of charitable gifts;
Income Tax Act penalties applicable to charities;
advocacy, political activities, and lobbying.

If you become a CCCC Member, you will receive
one hard copy of the Charities Handbook for FREE!
Hard copy pricing for non-members is $85:
cccc.org/charities_handbook

What Must Be Included on
Official Donation Receipts?
Did you know that the Income Tax Act sets out
requirements for official donation receipt content? Did you
know that failure to include the prescribed information
could result in a denial of the donor’s tax deduction
or credit? CCCC’s webinar “Receipting: What Must Be
Included on the Official Donation Receipt” will guide you
through the law’s requirements for official receipt content
to make sure that you are in compliance. The webinar also
covers receipt content requirements for gifts-in-kind and
split receipting issues. This is just one of the many webinars
that are FREE for CCCC Members. Pricing for non-members
is $25: cccc.org/official_receipts_webinar

Saying “I’m Sorry” Well
While everyone needs to apologize well, meaningful apologies are especially critical
to a leader’s success. If leaders want to stay in their position over the long term,
they need to recognize two traps they can fall into by virtue of their position:
1. Leaders are in a place of formal authority over other people. They run the
risk of being corrupted by the power that comes with their authority and
running roughshod over people. If power goes to their head, they are setting
themselves up against God, who has said, “For all who are mistreated, the Lord
brings justice” (Psalm 103:6). A readiness to apologize is one way a leader can
keep the misuse of power in check because apology is an equalizer between
people with different degrees of power. Apologies acknowledge the rights that
God has endowed every human being with, regardless of position or title.
2. Leaders represent an organization to the public, and if they don’t apologize
publicly when they should, the entire ministry can suffer reputational harm
as a result. An aggrieved person might say, “Oh, ABC Ministries? They’re the
ones who think it is okay to…” No organization can put up with a leader who
doesn’t apologize well!

An excerpt from John Pellowe’s blog post
“The Unapologetic Apology: Saying “I’m
sorry” well” John Pellowe is CEO of CCCC.
Read the full post at cccc.org/apologies.

QUICK PICKS
The Value of One-to-One
Conversations with Your Staff

An excerpt from Chris Hall’s blog post “Are
One-to-One’s Part of Your Leadership Toolkit?”
Chris Hall is the HR Manager at CCCC. Read
the full post at cccc.org/one_to_ones

One-to-ones provide a means for leaders and employees to proactively understand how each prefers to give and receive feedback,
equipping both parties with tools for navigating conflict and
relational challenges when they arise. Leaders who are open and
transparent about how they prefer to give and receive feedback
and take the time to learn about the work styles of their employees
will spend less time navigating relational challenges and more time
advancing the charitable purposes of their organization.
It can be all too easy to allow the urgency of the day to
keep one-to-one conversations from happening, and while this
is sometimes unavoidable, leaders who schedule the time are
much more likely to follow through and make these touch points
a priority. If a meeting needs to be cancelled, immediately rescheduling signals to staff that their leaders continue to see this
time together as important. Choosing a meeting location where you
won’t experience any interruptions and resisting the urge to check
your smartphone allows leaders to really be present in the moment.

Your T3010:
Get it Done Right
and On Time!
Did you know that in 2015 approximately
43% of charitable status revocations
were due to an organization’s failure
to file a complete Registered Charity
Information Return (T3010) within six
months of the end of its fiscal period?
When you sign up as a CCCC Member,
you’ll gain the tools you need to get
your T3010 done right and on time!
CCCC offers a T3010 reminder service to
help you remember the critical due date
to submit your T3010. CCCC has also
developed a CRA-approved online T3010
form to help you file properly (cccc.org/
t3010). Filled with helpful information and
validation checks, this form will help you
to reduce errors when completing your
return. Find out more about membership
at cccc.org/membership_options

Online Charitable Donations and
Transaction Fees: What Can Be Receipted?
Fees charged by a third-party payment transfer agent (e.g., PayPal) for online
donations are not considered receiptable gifts by CRA. CCCC has clarified
with CRA that this only applies to fees charged by the agent against the
donor directly. For example, if a donor makes an online donation of $100 to
charity via a payment transfer agent, the donor may be charged an additional
transaction fee by the agent. The donor would be entitled to a $100 receipt for
the donation, but not for the additional fee the donor paid to the agent.
However, the charity may also pay administrative fees to the payment transfer
agent for the transaction—those would be considered an expense on the part of
the charity, and the donor’s receipt would not need to be reduced by that amount
(the same would be true of fees charged by credit card companies to charities).
In other words, fees charged directly to the donor are his/her own expense for
which the charity cannot issue a receipt. Fees charged to the charity for its own
expenses, however, need not be deducted from the amount on the donor’s receipt.

CHARITY ADMINISTRATORS

7 THINGS CHARITIES
SHOULD KNOW BEFORE CREATING
A FACILITY RENTAL POLICY

G IL B ER T L ANGERA K, MA NA GE R, MEMBE R SUPPORT
B AR R Y W. BUSSE Y, DIRE CTOR, LE GA L A FFA IRS
This article originally appeared in the January 2016 issue of the CCCC Bulletin

Charitable organizations often rent out their facilities when they are not
in use as a way to reach out to the community and/or generate additional
income. However, there are important insurance, liability, and legal issues to
consider before a charity decides to do so. This article will outline seven key
considerations that should be discussed before creating a facility rental policy.

1. Without a proper policy,
renting your facility can
be messy.
A facility rental policy sets out who can
rent and for what activities. This helps the
charity to balance the tension between
controlling facility usage and reaching out to
the community and/or taking advantage of
revenue opportunities. If your organization
does not have a clear policy, your charity may
not have a basis for refusing to rent out your
facilities to groups that do not share your
organization’s values or purposes.
There are two human rights cases
that have influenced the legal landscape
in this area:
n The Knights of Columbus
(“Knights”) case1
n The Camp Arnes (“Camp”) matter2

The Knights of Columbus and Camp Arnes
had human rights complaints filed against
them when they respectively denied to
rent their facilities to a same-sex couple
celebrating their wedding and The Rainbow
Harmony Project, a choir for the LGBTQ
community. Unfortunately, there was
confusion over each organization’s values
and beliefs. The proposed renters mistakenly
had the impression that they would rent their
facilities to anybody and everybody.
In the Camp Arnes case, the Manitoba
Human Rights Commission released the
following after the matter was settled:3
“The Rainbow Harmony Project recognizes
that at the heart of the dispute was
uncertainty by all concerned about the
nature of Camp Arnes’ operations or the
restrictions to be applied to potential
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campers and other guests, or both.
Rainbow Harmony Project accepts that
Camp Arnes is, and is intended to be, a
religious organization. Although it rents out
its facilities to various individuals or groups
that are not associated with its religion,
Camp Arnes has always intended this service
to be part of its broader religious mission
and outreach and not primarily a commercial
activity. As such it is entitled to apply
reasonable religious restrictions to such
outreach activities.
Camp Arnes recognizes that its previous
materials and practices may have given
rise to uncertainty about the nature of
its operations and the restrictions to be
applied to potential campers and other
guests. . . Camp Arnes will be distributing
revised policies and implementing improved
SPECIAL EDITION

practices as a result of this dialogue and
disclosing the camp’s religious mandate
and related policies to potential guests and
campers at the front end of the application
process. Camp Arnes will further have
a process for dealing proactively with
uncertainties or confusion that may arise in
the future” (emphasis added).
The main takeaway for Christian
charities from this ruling is that your
Christian nature cannot simply be assumed
to be known and understood by your facility
users. If your charity has established moral
standards for its staff and/or membership,
then they should be formally outlined in
an across-the-board policy (e.g., a Lifestyle
and Morality Statement,4 denominational
doctrines and creeds, or any other biblical set
of standards adhered to by your ministry).
These should be referenced as an integral
part of your facility use policy.
The Knights and Camp matters
demonstrate that the ability of a charity
to set restrictions on acceptable activities
based on religious principles is under serious
challenge. In its response to a Reference
to the Supreme Court of Canada by the
Federal Government, the Supreme Court of
Canada stated that a church could not be
forced to use its sacred places to carry out a
same-sex marriage ceremony where it was
opposed to such marriages.5 The question
is, what are “sacred places” and will this
protection be extended beyond a church
to other Christian charities? The Ontario
government amended its Marriage Act in
20056 defining “sacred place” as “a place
of worship and any ancillary or accessory
facilities.”7 Notwithstanding, it appears that
in restricting types of activities on religious
principles, Christian charities which are not
churches will be the most vulnerable to
human rights claims over their rental policies.
In Ontario’s Marriage Act the protection
is placed with the individual (e.g., pastor,
minister). Though applicable only in Ontario,
a best practice is to include a requirement
in your rental policy that rental requests for
weddings cannot be booked until the pastor’s
permission is obtained.

SPECIAL EDITION

Accordingly, a special notation should be
made in your facilities rental policy setting out
a) the position of your church or charity
regarding what constitutes marriage
from your biblical and theological
perspective;
b) the requirement for pastoral approval for
any rentals.

2. The primary purpose of
your charity’s facility is to
carry out your ministry’s
purposes and objects.
Your charity’s facilities exist to enable you
to carry out your activities to achieve your
ministry’s charitable purposes and objects. It is
important that you know what your charity’s
objects and purposes are. You can find them
in your charity’s governing document (e.g.,
declaration of trust, constitution, or articles
of incorporation). It would be helpful to
include a summary of the charity’s purposes
at the beginning of the facility rental policy to
inform users why the facilities exist.
It is for the charity and its directors/
trustees to determine what activities the
charity will actually carry out. In deciding
what these activities will be, the charity must
keep its purposes and objects in mind, as all
of the charity’s activities must advance or
work towards the charity’s purposes.
In terms of facility use, whatever
activities are identified by the charity’s board
as the charity’s activities must take priority
over any rental activities.
The board-approved activities of a
Christian church, for example, might include
n worship services (and ancillary family
get-togethers after special events such as
baptisms and professions of faith);
n Christian weddings and Christian funerals
(as defined by the church);
n outreach activities (e.g., ministry
programs at local senior citizen homes,
Sunday school, vacation Bible school);
n mission activities (e.g., events relating to
sending missionaries and supporting the
ministries that employ them);
n Christian education activities (e.g.,
Bible studies, catechism, promotion of

n

Christian education);
fellowship activities that help the church
grow in grace and help build the body of
Christ (e.g., church picnics, youth/young
adults/seniors’ get-togethers).

The following list of questions will assist the
charity in determining which activities have
priority. It will be necessary therefore to ask
these questions about the proposed renter:
n Who is the renter?
n What does the renter intend to do on
the property?
n What does the renter actually do on
the property?
n Is the activity in line with our objects?

3. It’s important to be
upfront about your charity’s
Christian nature in your
rental policy.
Both the Knights and the Camp cases are
examples of organizations not making their
Christian and religious natures clear. Both
gave the outward appearance that they would
rent facilities to anybody and everybody.
Though the resolution of both cases
affirmed both charities’ religious identity, it
took an enormous amount of time, energy,
money, and emotion to reach that point of
clarification. It’s much better to be upfront.
Some practical ways to express your
ministry’s Christian nature are set out in
the “Facility Rental Policy - Suggested
Components” document, accessible to CCCC
Members at www.cccc.org/members_
sample_documents_view/html/67.

4. You do not have to rent to
everybody and anybody. The
charity may decide how open
or closed their doors will be.
All charities are unique and each will have
a different notion of whom they wish to
rent to and why. Those boundaries should be
defined in the charity’s facility rental policy
development.
When determining how open or closed
your charity’s doors will be, there are no right
— continue d o n pa g e 8
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7 THINGS CHARITIES SHOULD
KNOW BEFORE CREATING...
— cont i nued f rom page 7

or wrong answers. The important part is to
express your charity’s position in your facility
rental policy.
If the charity wishes to use its facilities
exclusively for its own purposes, the
policy may be very simple: “The rental of
our facilities is not permitted to any third
parties as it is used solely for our charitable
activities in pursuit of our purposes and
objects.” There would be no need for a rental
agreement in such a situation.
The other end of the spectrum is where
a charity wishes to be completely open to
the public with no restrictions. The policy
wording may also be very simple here, for
example, “Our facilities are open to lease
by the public subject to reasonable limits
against all unsafe or illegal activity.” This
situation will require a comprehensive rental
agreement for which we recommend you
obtain legal counsel.
There are many other different points
along the spectrum to consider:

GROUP EMPLOYEE

BENEFIT PLAN

A) USE OF FACILITIES BY OTHER CHARITIES
A charity may permit another charity to use
its facilities for free on the basis that it is
transferring something which was derived
from its revenue (i.e., the building and
specifically the ability to rent its building(s))
to another charity. Arguably, the law of trusts
would apply to narrow down which charities
can use the facilities on a free basis. From
a trust law perspective, a charity receives
property for specific purposes and only for
those purposes; consequently, it follows that
a charity could only permit other charities
to “rent” for free, where such charities have
compatible purposes and objects. However, a
charity could certainly decide to charge a fee
for use of facilities by charities.
B) USE OF FACILITIES BY FOR-PROFIT
COMPANIES AND ORGANIZATIONS
A charity may decide to rent its facilities to
for-profit organizations when its facilities
are not in use and when it is a prudent use

of resources to bring in more revenues,
which in turn can be used in the charity’s
own activities. Any such rentals would have
to be at the fair market value price (e.g., the
amount that the user would pay if renting
from a for-profit facility rental organization).
Rentals on the basis of revenue
opportunities should be at fair market value.
This is needed to
n avoid undermining taxable entities in the
business of providing rental space; and
n avoid using the charity’s tax-exempt
status as an undue benefit to a non-qualified
donee (e.g., if you rent to businesses, they
must not benefit by paying rent at a lower
rate than they would from a commercial
space provider).
Also, the policy would need to emphasize
that these types of renters cannot be
engaged in any commercial or other activity
contrary to the charity’s Christian nature.
C) USE OF FACILITIES BY GOVERNMENT
A Christian charity could permit
the government, in its capacity as a
representative of the public, to use its
facilities on the basis of outreach to the
community. The amount of rental fees

PROTECTION
FOR YOUR EMPLOYEES.
PROVIDING
>
>
>
>
>
>
>
>
>
>

Extended Health Care
Dental Care
Employee Assistance Program
Long Term Disability
Short Term Disability
Dependent Life Insurance
Employee Basic Life Insurance
Accidental Death & Dismemberment
Voluntary Life Insurance
Voluntary Accidental Death & Dismemberment

For a free quote go to cccc.org/benefits
8 ~ Canadian Council of Christian Charities
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on this basis would be at the discretion
of the charity. It would be wise to restrict
the government’s use to, for example,
polling stations and blood donor clinics
operating through government agencies,
since a Christian charity or church may not
necessarily want the government to conduct
civil weddings in the facility.
D) USE OF FACILITIES BY INDIVIDUAL
MEMBERS OF THE PUBLIC AND NONCHARITY NOT-FOR-PROFITS.
A charity may decide to rent its facilities to
individuals from the public on the basis of
outreach to the community and/or revenue
opportunity.
The amount of rental fees, if any, for
rentals on the basis of community outreach is
at the discretion of the charity. Determining
what constitutes outreach and why a
reduced fee, or no fee, is appropriate is a bit
of a grey area. This is especially important
to review with legal counsel to ensure
the charity does not engage in providing
resources to non-qualified donees.
There is a very fine boundary line for
dealing with not-for-profit groups who are
not registered charities and, therefore, nonqualified donees. The tension often arises
because these groups can be good people
doing good things. Keep in mind that your
charity is not to provide resources to a nonqualified donee. Whether those resources are
cash or free use of your building does not
change the principle. The free use of your
facility by a not-for-profit must be done on a
bona fide basis (e.g., their activity is consistent
with your charity’s charitable purposes and
objects and helps you achieve them).

5. Being a charity’s regular
donor or volunteer does
not entitle a person to use
the charity’s facilities for
personal benefit at no cost.
For individuals who have dedicated volunteer
time, energy, and financial gifts to their
church, the building itself can take on the
feeling of being a spiritual home. However,
that does not entail “ownership” or any

How much
should you be paying

your ministry staff?

OVER 1,200 MINISTRIES
PARTICIPATING!

The CCCC Canadian Ministry
Compensation Survey is a national salary
survey of churches and Christian agencies.
Through flexible summary reports you
will be able to tell how much others are
paying for common ministry positions.
Find out more and access the survey
at www.cccc.org/compensation
FREE FOR CCCC MEMBERS. NON-MEMBERS: $200
(Organizations purchasing the survey must also enter their organization’s
compensation information)

— co n ti n u ed o n pag e 1 0
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KNOW BEFORE CREATING...
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benefits that could flow from it.
By being Canadian registered charities,
churches have declared to the government
that they are charitable trusts which will
serve the public good. That distinguishes
churches from, say, private clubs, which exist
for the personal benefit of their members
and can offer them benefits not available to
outsiders. Accordingly, as both a public body
and registered charity, a best practice is for a
church to charge all parties—both members
and all others—the same fee.
If a church does provide reduced
rental rates for its members, the benefit
it represents would be classified as an
“advantage” under the split receipting rules
of the Income Tax Act (ITA). The ITA sets out
very specific wording, in paragraph 248(32),
to define an advantage amount:
“The amount of the advantage in respect
of a gift or monetary contribution by a
taxpayer is the total of
(a) the total of all amounts, ... each of which
is the value, at the time the gift or monetary
contribution is made, of any property, service,
compensation, use or other benefit that
the taxpayer, or a person or partnership
who does not deal at arm’s length with the
taxpayer, has received, obtained or enjoyed,
or is entitled, either immediately or in the
future and either absolutely or contingently,
to receive, obtain, or enjoy
(i) that is consideration for the gift or
monetary contribution,
(ii) that is in gratitude for the gift or
monetary contribution, or
(iii) that is in any other way related to the
gift or monetary contribution ...” 8
Based upon the broad and encompassing
wording used here, the dollar value of the
fee reduction between what is charged to
a church member and to a non-member
would constitute an “advantage” to the
member. The church would need to issue a

split donation receipt to reflect that.9 The
result would be a reduction in the “eligible
amount” that is available for a donation
tax credit. The administrative work involved
in complying with this legal requirement
provides another strong reason not to
have a two-tiered rental fee schedule for
members and non-members.

6. Insurance is important,
but it will not mitigate all
your risks.
The issue of insurance, by far, is the one
that has changed the most over the past
few years and continues to evolve as our
society becomes more litigious. Accordingly,
even if you are not developing your rental
policy from scratch, but just reviewing it, a
comprehensive CCCC Bulletin article, guest
written by Mr. Ken Hall of Robertson Hall
Insurance, is a must-read that will provide
you with an excellent overview and examples
of the issues at hand.10
It is important to avoid relying
excessively on insurance coverage. Focus
on properly developing your policy and
implementing procedures to mitigate risks
as much as possible. Each insurance claim
increases costs (e.g., higher premiums). Facing
a legal action is a significant drain on time,
energy, and money better spent on your
charity’s activities. It also has a distracting
and stressful effect on staff, volunteers, and
the board.
Be sure to have the appropriate
indemnity clauses in your agreement to
address potential losses.

7. Your rental policy and your
rental agreement should be
reviewed by legal counsel.
The information provided here is intended
to give you a basic understanding of the
considerations involved in renting your
charity’s facilities. However, this is an area
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that demands professional review by both
legal counsel and your insurance provider.
Though there is a cost involved, it is a
prudent investment.

Summary
It is not unreasonable to expect public
challenges to your ministry’s rental policy
if it is at all restrictive. Accordingly, a wellthought-out rental policy that anticipates
such opposition will help to provide some
protection to your ministry. Nothing is foolproof and anyone can challenge it, but how
successful that challenge will be depends, in
part, on how well your rental policy is written.

Sample Documents
Facility Rental Policy - Suggested
Components: www.cccc.org/members_
sample_documents_view/html/67 (CCCC
Member access only).
Facility Rental Agreement – Suggested
Components: www.cccc.org/members_
sample_documents_view/html/66 (CCCC
Member access only).

Endnotes
1 Smith and Chymyshyn v. Knights of Columbus et al.,
2005 BCHRT 544. A helpful review and commentary
can be found on this webpage produced by the
Carters Professional Corporation: www.carters.ca/
pub/bulletin/church/2005/chchlb16.pdf
2 You can find the case settlement set out by the
Manitoba Human Rights Commission here: www.
manitobahumanrights.ca/publications/news_
releases/pdf/2006_08_17.pdf
3 Read the full release at www.manitobahumanrights.
ca/publications/news_releases/pdf/2006_08_17.pdf
4 A CCCC template for a Biblically-based Lifestyle and
Morality Standards document is available here: www.
cccc.org/members_sample_documents_view/html/17
5 Reference re Same-Sex Marriage, 2004 SCC 79 at
para. 59 http://scc-csc.lexum.com/scc-csc/scc-csc/
en/item/2196/index.do
6 www.ontla.on.ca/bills/bills-files/38_Parliament/
Session1/b171ra.pdf
7 Marriage Act, R.S.O. 1990, c. M.3, section 20(7).
8 http://laws-lois.justice.gc.ca/eng/acts/I-3.3/
section-248.html
9 See the CCCC Charities Handbook chapter “SplitReceipting” for full details, or online at www.cccc.
org/members_ch_show/chapter_11
10 Ken Hall’s article may be accessed at www.cccc.
org/other_article/outside-user-groups/insurance/
or at www.robertsonhall.com/pdf/CCCC_Special_
Edition_Bulletin.pdf
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5 TIPS FOR WRITING
MINISTRY JOB DESCRIPTIONS

HR MANAGERS

C H R IS H AL L , M ANAG ER, HUMA N RE SOURCE S
This article originally appeared in the October 2015 issue of the CCCC Bulletin

Nehemiah and his co-labourers had clarity in their work rebuilding the walls of
Jerusalem. Although they were ridiculed by their enemies and under constant threat
of attack, God enabled them to complete this massive undertaking in only 52 days.1
“...The burden-bearers carried their loads
in such a way that each laboured on the
work with one hand and with the other
held a weapon.”2 Much like Nehemiah, we
all benefit when we have clarity and a sense
of purpose in our roles. Job descriptions
can be a helpful point of reference in this
regard, and this article will look at some tips
to consider as you develop and update your
own job descriptions.

1. Understand Why Job
Descriptions Are Important in
Christian Ministry
With so many things competing for the
attention of today’s ministry leaders, it can
be all too easy to put off the task of writing
and updating job descriptions. Sometimes it’s
a knowledge gap that inhibits the creation
of this documentation, or leaders may
question if these documents can even add
value to their ministries. Understanding the
importance of job descriptions often helps
leaders to make time for this important
activity. Job descriptions are important for all
of the following reasons:
n Recruitment. Job descriptions cause
leaders to be thoughtful about the work
that needs to be done, and they provide a
source from which to create job postings
and interview questions.
n Human Rights Legislation. Job
descriptions that describe the critical
faith-based components of a role (e.g.,
praying for/with others, modeling
Christian values) help to establish why
signing a Statement of Faith and Lifestyle
SPECIAL EDITION

n

n

n

n

and Morality Standards is a condition of
employment.
Point of reference. Job descriptions
provide a point of reference in orienting
new staff members to ministry roles
and serve as an input into performance
improvement plans.
Benchmarking ministry roles for
compensation purposes. The work
described in job descriptions allows
charities to objectively benchmark roles
for compensation purposes.
Clergy Residence Deduction. As part
of the completion of Canada Revenue
Agency’s T1223 form, employers must
submit a job description that indicates
the percentage of time per week that
each duty takes.3
Labour Market Impact Assessment.

As part of a Labour Market Impact
Assessment, employers hiring foreign
nationals must provide a job description
to Service Canada.4

2. Conduct a Job Analysis
An important precursor to writing job
descriptions is the process of job analysis.
When done well, conducting a job analysis
will provide the content necessary to begin
writing job descriptions. Although it is beyond
the scope of this article to provide a detailed
discussion on job analysis, the following is a
simple approach that Christian ministries can
use to conduct their own job analyses.
In conducting a job analysis, it’s a good
idea to gather input from the incumbent(s)
as they are the closest to the work actually
— cont inue d on pa g e 1 2
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5 TIPS FOR WRITING
MINISTRY JOB DESCRIPTIONS
— cont i nued f rom page 11

being done. Involving them in this way
helps to ensure their support and clarify
expectations if staff members and leaders
are interpreting accountabilities differently.
It is important to explain the process to staff
members in advance so that they understand
the importance of this activity and how the
information will be used. Charities don’t need
to interview every staff member if there are a
large number of incumbents in a given role;
simply meeting with a representative sample
will help to ensure that staff members have
the opportunity to provide their perspective.
Leaders have a broader view of the
overall ministry and also need to be
consulted as part of the job analysis process.
Those tasked with conducting these meetings
(this can be done by ministry staff members,
committees, or HR consultants) will find it
helpful to have a set of questions to guide
their conversations with staff members and
ministry leaders. The following questions are
examples that could be included as part of
your charity’s job analysis.
n Please describe the primary purpose of
this role in 2-3 sentences. Respondents
may find it easier to answer this broader
question last, after having discussed other
more focused aspects of the role.
n Please describe the main
responsibilities of this position.
Focus on describing desired outcomes
(e.g., “Oversees and coordinates the
volunteer security team to ensure the
security of the church facility and its
physical assets”) and support them with
examples where needed. Outcome-based
statements make clear the “what” (e.g.,
the desired outcome), allowing the staff
member to decide how best to approach
their work. Charities may use these
broader outcome-based responsibility
statements to create more specific
goals and objectives as part of their
performance review process. Be sure
to include an approximate percentage

weighting to provide staff members with
a guide of how much time to spend on
each responsibility.
n Please describe the specific faithbased responsibilities of this role.
From a human rights perspective, it is
critical that faith-based responsibilities
are clearly described in the job description
for each role, especially if employees
and volunteers are required to sign a
Statement of Faith and Lifestyle and
Morality Standards as a condition of
employment. Examples of faith-based
responsibilities could include praying for/
with others, preparing and presenting
Christian teaching to others, providing
counsel and guidance to others based
upon Christian values and teachings,
developing partnerships with churches
and other Christian agencies, and
representing a Christian perspective to the
community at large. CCCC also strongly
recommends that Christian charities
complete a Role Assessment Form5 to
help support why adhering to a Statement
of Faith and Lifestyle and Morality
Standards is a Bona fide qualification.6
n What are the people leadership
requirements of this role? Which
positions report into this role either directly
or indirectly, and what is the approximate
size of this team? Is this role formally
responsible for conducting performance
reviews, setting compensation, and
making staffing decisions such as hiring,
promotions, and terminations?
n What type of decision-making
is required in this role? Does the
incumbent make recommendations to
ministry leaders to help inform good
decision-making? Have they been
delegated some level of decision-making
authority? Interviewers should probe to
learn about the complexity, impact, and
types of decision-making (e.g., strategic,
operational) required in the role.
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What’s in Your

HR Toolkit?
CCCC’s new Human Resources
program provides on-demand
HR expertise and support for
ministries that may not have
their own HR professional
on staff. Our practical and
customized solutions help
you to navigate any stage of
the employment relationship:
planning, attracting, integrating,
engaging, or releasing.
To find out more, go to
cccc.org/hr or contact
Chris Hall: chris.hall@cccc.org

n What communication skills are

required for this position? Describe the
written and verbal communication skills
required. Will the individual be required to
write articles for a newsletter? Maintain a
blog? Preach? Teach? Is verbal fluency in
more than one language required?
n What key internal and external
stakeholders does the incumbent
collaborate with? Ask about the
importance of being able to develop
new relationships and maintain existing
ones. Ability to influence, especially
in positions with no formal authority,
should also be explored.
n What budgetary or sign off authority
does this position have? What is the
size of the budget the incumbent is
responsible for? If no formal budgetary
responsibility exists, does the staff
SPECIAL EDITION

member provide input into the budgeting
process or making of purchases?
n What qualifications are required
for this position? Describe any
education, experience, or professional
certifications required for the position.
Distinguish between whether these are
simply preferred or if they are actual
requirements of the role. Competencies
can also be included in job descriptions.
Competencies are the measurable
characteristics of a person that are
related to success at work and may be
a behavioural skill, a technical skill, an
attribute (such as intelligence), or an
attitude (such as optimism).7
n Describe the environment where
the work primarily occurs. Does the
incumbent work from the office, home,
or some other location? Approximately
what percentage of time would be
allocated to travel each year? Are there
physical (e.g., lifting, sitting, standing) or
safety considerations that the need to be
identified?
For newly-created positions in larger
charities, ministry leaders will also find it
helpful to gather input from their colleagues,
especially when it comes to roles that will
work closely with other departments or
domains within the charity. This practice will
help to ensure transparency and alignment
of the new position within the charity’s
broader mandate.

3. Use Descriptive Language
Although every Christian ministry desires
to have high performing team members,
job descriptions should be written at the
level of an incumbent who is meeting
the expectations of their role. It’s about
documenting the work and desired
outcomes of the job rather than describing
any one individual person.
The intentional use of descriptive
language in the job description makes it easier
to differentiate between roles. For example, a
church with a Senior Pastor, Executive Pastor,
and Youth Pastor on staff may decide that
the competency to effectively mentor others
is important in all three roles; however, the
SPECIAL EDITION

level of mentorship proficiency required in
each role may look quite different. While the
work of each pastor is critical to the overall
functioning of the church body, this kind
of differentiation provides additional role
clarity and makes it easier to identify skill
gaps that need to be addressed before an
incumbent is ready for their next ministry
posting. Not everyone needs to be proficient
in every ministry competency, and because
the environment within which charities
operate is continually changing due to things
like technology, legislation, and staff member
demographics, the competencies required in a
given role will continue to change.

4. Use a Template
Christian ministries will find it helpful to use
a template for their job descriptions, such as
the template on CCCC’s website.8 Once the
information collected from the job analysis
has been synthesized, charities will be in a
much better position to begin writing their job
descriptions. Job descriptions usually progress
through several stages of revisions before the
document is finalized. Final approval of the
job description varies by ministry and may rest
with its senior leader or a committee that has
been delegated this responsibility.

5. Update Your Job
Descriptions Throughout the
Employment Relationship
After finalization, job descriptions should
be reviewed on a regular basis (e.g.,
annually) to ensure that they continue to
accurately describe the work being done
and to make their continued maintenance
easier. The job description template should
include a field that indicates when the
document was last updated.
While Christian ministries need to be
able to adapt to change quickly, if changes
to the job description mean significant
changes to the employment contract (e.g.,
changes to reporting relationships, place of
work), charities need to ensure they do not
constructively dismiss the staff member. Staff
member concerns can often be alleviated
when the reason for the change is explained
in advance. For further reading on avoiding

constructive dismissal, please see CCCC’s
article “Be Flexible Not Liable: Avoiding
Constructive Dismissal Claims.”9

A Note on Job Evaluation
Job descriptions are important because
they make job evaluation possible. Job
evaluation refers to the process of valuing
a job for compensation purposes. There are
many fee-based service providers that have
developed their own tools and sophisticated
approach to job evaluation (e.g., Hay Group,
AON); however, smaller charities may find
it most cost effective to simply match their
job descriptions directly to a compensation
survey like the CCCC’s Canadian Ministry
Compensation Survey10 to determine an
appropriate salary range for a given role.

Summary
Christian ministries that take a disciplined and
structured approach to job descriptions will
benefit not only from a compliance perspective
(e.g., clergy residence deduction, labour
market impact assessment) but also from a
best practice perspective (e.g., structuring of
compensation, hiring well, and staff member
development). Staff members should have a
current copy of their job description and be
invited to provide input into the maintenance
of this documentation. When done well, job
descriptions have the potential to add value to
any Christian ministry.

Endnotes
1
2
3
4
5
6

7

8

9
10

Nehemiah 6:15
Nehemiah 4:17, NRSVA
www.cra-arc.gc.ca/E/pbg/tf/t1223/README.html
www.servicecanada.gc.ca/eforms/forms/esdcemp5517(2014-11-019)e.pdf
www.cccc.org/members_sample_documents_
view/html/61
Lifestyle and Doctrinal Statements: A Practical
Guide to Preparing, Implementing and Enforcing,
CCCC Conference 2011, Presented by Adrian
Miedema, FMC Law
For Your Improvement: A Guide For Development
and Coaching, Michael M. Lombardo & Robert W.
Eichinger, Korn/Ferry International
This template is available online for CCCC
Members: https://www.cccc.org/members_
sample_documents_view/html/65
www.cccc.org/bulletin_article/380
www.cccc.org/compensation_survey
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ELECTED OR APPOINTED
DIRECTORS?

BOARD MEMBERS

R EV. J O H N PEL L OWE, C EO
This article originally appeared in the March 2016 issue of the CCCC Bulletin

Should your directors be elected by a large membership or should they be appointed
by the board? This article highlights the issues that would cause you to choose one
method over the other.

Two Examples
My church has about 400 voting members,
and each year a slate of candidates is
nominated, which ideally presents the
members with a choice of two candidates for
each open board position. This type of board
is called an elected board.
My employer, the Canadian Council of
Christian Charities (CCCC), has just switched
from an elected board to a self-perpetuating
board. A self-perpetuating board identifies
the traits, skills, and knowledge it needs at
the board table. Each year, as a director’s term
ends, the board determines where the gaps will
be and then goes out to recruit people who
fit the board’s need. These people are offered
a place on the board, and if they accept, the
board appoints them to their first term.

Boards Can Change
Boards can always change the method

of getting new directors onto the board.
For example, CCCC was started by seven
individuals who formed the first board
and also served as the corporate members.
So, we had a self-perpetuating board. As
members finished their terms, the board
looked for suitable replacements and
appointed them. Sometime later, it was
thought that the process should be more
democratic, so the board invited a larger
group of people (about 55) to become
the corporate members, from whom and
by whom the board would be elected.
Then last year, it was decided that a selfperpetuating board would serve us better,
so we went back to our original structure.
Since our board has only twelve directors,
this meant that about 43 people had to vote
themselves out of corporate membership.
Which kind of board is most appropriate
for your ministry? That depends. The method
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that is right for your ministry depends
upon your circumstances and priorities.
If the organization is in a politicized
environment where constituent groups want
representation because different groups are
competing for limited resources, then an
elected board is the way to go.
If, however, the board members’ skills and
expertise matter more, then an appointed
board makes more sense.
The main reason many elected boards
convert to self-perpetuating boards is to
safeguard the organization’s Christian
mission and identity. It is much more
difficult for people to gain control of an
organization and change its identity when
the board is self-perpetuating. This is a
real and present danger for Christian
ministries outside of the local church.1
Let’s look at the pros and cons for elected
and appointed boards.
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Elected Boards
PROS
n Appeals to the democratic spirit of our
times and is common in member-serving
organizations, such as local churches.
n The board is less likely to become stale,
uninvolved, or homogenous in its
membership because nominations and
elections are unpredictable.
n Fairest way for members to voice
their opinions.
n Helps to ensure that the board and senior
staff leader are responsive to members’
needs and priorities because members
have the power of election.
n Enhances the board’s transparency and
accountability because the board must
report to a broader group of people.
n May improve a ministry’s influence, giving
weight to an advocacy role, because
outsiders will see it as truly representing
its members.
n If the board fundraises, the directors
may have a broader network of potential
donors to tap into.
n Provides a defined group of people who
can be cultivated over time to be directors.
When the directors start their board
service, they are not coming in “cold.”
CONS
n Elections mean uncertainty about who
will govern from one year to the next
because the outcome is not assured.
n Elected directors may have personal
agendas, which appointed boards would
screen out.
n Unless there is a good governance model
in place that is adhered to, what the
board expects of the senior staff leader
may change from year to year, according
to the preferences of individual directors.
n The board’s values and priorities may
shift because of the new directors and
their goals, making it difficult to sustain a
focus on long-term goals and plans.
n Skills of board members may be uneven,
since personal popularity or positions on
— c o n t i n u e d o n p ag e 16
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THE BOARD’S

MOST
IMPORTANT

RELATIONSHIP
Now on DVD!
CCCC Members: $59
Non-Members: $89
(Quantity discounts available)

A good board-staff relationship is key to a thriving ministry.
In this follow-up to the popular Serving as a Board Member
DVD, John Pellowe walks through the keys to a healthy
relationship between boards and their senior leaders. You’ll
learn practical ways to support both roles, resolve conflict,
conduct leadership reviews, and end the relationship well.
Whether you are seeking to affirm and strengthen a
good board-leader relationship or trying to redeem a broken
one, this training will provide many practical ideas and tips.
DISC 1: Theological Foundation, Considerate
Boards, Considerate Leaders, Caring for the Leader
DISC 2: Caring for the Board, Leadership Reviews,
Leadership Problems, Ending the Relationship

BUY NOW OR FIND OUT MORE:
cccc.org/board_relationship
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ELECTED OR APPOINTED
DIRECTORS?
— cont i nued f rom page 15

issues may influence election rather than
skill and experience.
n Personal loyalties to the electorate may
distract directors from their duty to care
for the welfare of the organization as a
whole, not just their constituency.
n It is difficult to inform members what
the board and organization need in
terms of election results. It would be like
telling them how to vote, thus making
the vote a sham.
n Political division among the membership
may create disagreements on the board.

n

n

n

n

Self-Perpetuating Boards
PROS
n Most non-local church ministries use this
model. It is a common model for charities
that serve the general public rather than
a membership. The board is responsible
for maintaining itself and advancing the
organization’s mission.
n Successors are picked on the basis
of shared values, views, and goals
with the existing board. This provides
more certainty and stability for the
organization and its senior staff leader.
n The board has its needed skills, and there
are no gaps in its ideal composition.
n There is a larger pool of potential
directors to draw from because the board
is not limited to an existing corporate
membership.
n Directors are not elected by a
constituency to represent a specific
constituency’s interests, but are appointed
to add a constituent perspective. This
means they are not beholden to any
particular constituency.
CONS
n The board may become unrepresentative
of the charity’s community or
constituency because the directors

n

naturally nominate people they know,
who often are from their own circles.
The board may become too stable to
respond quickly to changes in the
environment because it lacks the direct
connection to the people it serves.
The possibility exists for strong staff
leaders to have significant influence over
the selection of new directors, impairing
the board’s oversight of the staff leader.
The board may become too passive and
yield too much power to the senior
staff leader.
The board could also succumb to group
think if the directors are too alike.
Research shows that directors make
their greatest contribution in their first
year of service because they are not
yet indoctrinated in the board’s way of
thinking, they have no attachment to
previous board decisions, and they can
ask questions that longer serving board
members wouldn’t ask because they think
they should know the answer. Term limits
mitigate this problem.
The board avoids scrutiny of the
constituency, and so could become too
lax in oversight of the senior staff leader
or the behaviour of directors.

Getting to Know Potential
Candidates
Without a larger corporate membership,
how can the board get to know potential
candidates and vet their suitability? There are
several ways:
n Advisory Council. Nothing prevents any
board from having an advisory council.
This need not be a formal body, but a
group of people the board could have on
tap for consultation as needed.
n Committee Membership. There is no
reason why the board could not have
non-directors on some or all of the
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board committees.
n Informal Involvement. Invite non-

directors to make presentations to the
board as stakeholders in the mission or
experts in some aspect of your work. You
could also ask them to volunteer by helping
with a project related to their expertise.
n Advice from Other Sources. Pay
attention to people who offer unsolicited
advice or ideas. This indicates they have
an interest and passion for your ministry
and its cause. They may be donors,
volunteers, or even participants of your
services/programs.

Changing Corporate Structure
If you decide to change from an elected
board to a self-perpetuating board, or vice
versa, you will need to get legal advice
because this is a change to your fundamental
organizational structure.
You also need to think carefully about
how to proceed through the change,
especially if you are transitioning from an
elected board to a self-perpetuating board,
because you are asking people to give up
some of their rights. You must have a good
explanation of what you are doing and why.
At CCCC the transition to a selfperpetuating board was about a three-year
process. During the first year the board
debated which structure was most suitable
and developed the pros and cons for each
option. The matter was then presented at an
AGM for the corporate members to authorize
a committee of directors and non-directors
from the corporate membership to research
the issue and make a recommendation to the
next AGM. A year later, the recommendation
was made and a vote was held that
authorized the board to revise our legal
documents to switch to the new model.
At the third AGM, the corporate members
approved the changes and they took effect
immediately. It was a smooth transition.

Endnote
1 See my blog post on this topic at www.cccc.org/
news_blogs/john/2015/09/21/mission-drift-whoson-guard/
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WHEN DO I NEED TO
HIRE A LAWYER?

CHARITY ADMINISTRATORS

B AR R Y W. B U S S EY, D IRE CTOR, LE GA L A FFA IRS
This article originally appeared in the August 2015 issue of the CCCC Bulletin

S

“Lawyers are expensive!” That is the stereotypical response to a suggestion that legal
counsel is required to get a charity through a crisis. Money paid to a lawyer is seen by
many as a “waste” and as an “unfortunate expense.” Yet, experience has shown that
obtaining competent legal advice can save a charity thousands of dollars and unnecessary
grief. On the other hand, obtaining the wrong advice can result in the opposite experience.

ome years ago, when I began work
at a law firm in St. John’s, one of
my legal colleagues said to me,
“Barry, I see you were a pastor at
one time. Pastors always think that people
are good. After you have practised law for a
while, you will understand that people are
not always so good!”
My colleague was correct—people are
not always so good! The practice of law is
often applied in situations where people
have made bad choices. However, that is
only part of the story. There are many times
when legal counsel is needed for matters
that do not involve wrongdoing. Certainly in
the life of charities, legal counsel is needed
for drafting legal contracts and for giving
advice concerning the myriad of government
regulations from Canada Revenue Agency
(CRA) or provincial bureaucrats, such as the
Office of the Public Guardian.
The purpose of this article is to assist
charities in evaluating when they should call
for a lawyer and what kind of legal counsel
they ought to pursue for the given situation.
Of course, this cannot be an exhaustive
discussion, but hopefully the principles and
illustrations will assist your charity in making
the right decision.

Charity Organization
and Governance
When you start a charity, you need legal advice
to determine the appropriate governance
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structure—incorporated or unincorporated. A
system of governance is crucial for the longterm health of the ministry. Furthermore,
you will need assistance in making an
application to CRA for registered status.
It is quite common for lawyers to work
pro bono (for free) helping charities to get
established. Unfortunately, charity law is
seldom an area of practice for most lawyers.
If a lawyer is not familiar with setting up a
charity, then he or she will be learning as
they work through the file.
It is to your advantage to hire a lawyer
who is knowledgeable and has experience in
charity law. A charity lawyer will often have
established relationships with government
officials, such as at CRA, which allows
them access to ask the right questions of
the right people for answers specific to

your file. The advantage of such counsel
cannot be understated. If a CRA registration
application is improperly filed, then it could
result in many months delay. That is a
significant loss of receipting privileges for a
charity trying to get started.
Therefore, when dealing with your
charity’s governance, articles, by-laws, or CRA
registration status, I strongly recommend
that you contact a charity lawyer who has
a long-established practise in these areas.
Questions to ask your lawyer include:
n What experience do you have in
organizing charities?
n Do you have an established relationship
with CRA Charities Directorate so that
you know whom to contact and what
questions to ask?
— cont inue d on pa g e 1 8
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n What has your success rate been in

applying for registered charitable status
for a client?

Charitable Activity
The litigious nature of modernity requires
charities to be mindful of legal liability in all
their work, whether it is preparing joint service
agreements for overseas economic projects
or local fundraising. Consider, for example,
a bequest program. Historically, charities
would provide annuities to their donors or
assist donors in completing their last will
and testaments. These areas are fraught with
legal minefields. Legal and financial advice
is needed for annuity contracts, and legal
counsel is needed to prepare testamentary
documents. Other areas requiring a lawyer
include buying and selling property; creating
contracts (e.g., construction, insurance,
employment, service); drafting rental
agreements; and the list can go on.

Areas of Conflict
No matter the enterprise, conflict is
inevitable. Conflict may arise between
employees; between employer and
employees; between a charity organization
and its constituents; between a charity and
the general public; or between a charity and
government regulators. There are any number
of possibilities for conflict. Each situation
will need to be evaluated to determine the
appropriate approach to ensure there is an
amicable resolution. My bias, and I am sure
it is yours as well, is to avoid litigation if at
all possible. Litigation is more often than not
a zero-sum game—very little is gained. Let’s
then consider when to seek a lawyers’ advice
when facing conflict.

Employment Disputes
As much as possible, we want to anticipate
points of friction and meet them by having
ample employee rules and procedures in

place. An employee handbook is a necessity.
Considerable detail must be given when
outlining what behaviour is unacceptable.
For example, a code of ethics or a list of
“team values” and a harassment policy would
be an important addition. The workplace can
become toxic when such policies are ignored.
Management will have to consider what
must be done to ensure that the workplace
is a safe and positive environment. There are
many human resource agencies and conflict
management institutes that can assist in
bringing about workplace harmony.
However, there are times when serious
decisions, such as a dismissal of an employee,
have to be made. At that point, legal counsel
is advised. It is not wise to dismiss an
employee “for cause” without obtaining legal
advice. Dismissing “for cause” is a very difficult
proposition. Often you will have to negotiate
a severance package even though you may
feel you have just cause. Be careful. Too many
employers face extra damage awards by courts
because they are not sympathetic toward the
employee during the dismissal.

Charity and Public –
When the Lawsuit Comes
Lawsuits are never fun. They take up way
too much time and worry with very limited
results when they have run their course. The
counsel of Jesus in Luke 12:58 to “make every
effort along the way to settle” with your
adversary is wise. The lawyer’s role is that
of an “advocate.” We represent our client’s
interest—sometimes to a fault. That means
we may have a narrow focus, like when a
child is given a hammer and everything
becomes a nail. A lawyer is trained to be
robust for the client to ensure, as far as
possible, to limit liability.
Any time you are served with a legal notice
that a suit has been filed in court against
you, or any time you receive a threatening
letter, get appropriate legal counsel. Once a
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lawsuit has been filed, there are timelines in
the Courts’ rules of procedure that come into
effect. Those timelines are real—if they are
missed, you can be found liable by default,
depending on the nature of the claim. A
competent lawyer will address the allegations
and present the appropriate defense as needed
to ensure that your rights are protected and
that you receive a fair hearing.
Again, it is imperative that the lawyer
you hire to address a lawsuit is one who is
experienced in litigation—that is, he or she is
an expert in handling court cases in the area
for which you face the lawsuit.

Charity and Government
The charity field has become increasingly
complex. The amount of regulation charities
face can be daunting. One of CCCC’s
services is to let our Members know when
a new government policy or regulation is
developed so that our Members are aware
of the changes and understand what is
needed to fulfill the new requirements.
Nevertheless, there are times when a charity
faces an auditor from CRA or some other
government agency. Due to our experience
assisting hundreds of Members, we are able
to give helpful information to assist charities
in meeting their reporting obligations. Yet,
there comes a stage when we cannot be of
any further assistance and we encourage the
charity to get their own legal advice to deal
with the questions from government officials.
We are blessed in this country to have
lawyers who have developed expertise in
representing charities to government officials
and resolving such disputes. There is no
hard and fast rule for determining when
to get a lawyer to assist in relations with
government officials. However, a number of
recommendations come to mind:
n If there is ever a hint that the
government official is hostile toward you
or asking for more information out of the
ordinary, you should obtain legal advice
to ensure that the request is appropriate.
A lawyer will be able to help you to
respond appropriately.
n If there are any criminal charges, such
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as tax fraud or assault, filed against an
employee or a volunteer, the charity
must seek counsel of a criminal lawyer
immediately. Your inclination will be
to speak to reporters or police without
discretion. That can be problematic.
A competent lawyer will assist you in
ensuring your rights are protected.

n
n

n
n

Which Lawyer To Hire
It is very important to take the time to
consider which lawyer to hire. You want
to have a lawyer who is competent and
experienced in the area of law that governs
your fact situation. I assume that every
lawyer is competent by definition, but you
want one who is competent and experienced
in the legal area of your need. You should
not engage a lawyer only because he or she
offered to work pro bono. The best scenario is
to have a competent and experienced lawyer
in the area of your need who will work pro
bono, but if your lawyer is not competent
and experienced in the area of your need,
find someone who is and pay for it.
For example, employment law—like all
areas of law—is forever changing. That means
you are best served to obtain legal advice
from a lawyer whose specialty is employment
law. Such a lawyer can help you develop a
strategy to deal with a problem employee,
and can assist in
n evaluating your employee standards,
policies, and procedures;
n negotiating employee disputes to keep
the employee or to dismiss the employee,
as required in the circumstance;
n determining how to respond to
threatening letters from employees;
n evaluating your chances of success should
litigation be required;
n preparing and arguing on your behalf
through the litigation process.
To help evaluate a lawyer, you will want to
ask the following questions:1
n What would the lawyer like to see in order
to evaluate your case?
n What are your options, both legal and
non-legal?
n What experience does the lawyer have in
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n
n

n

similar cases?
What percent of the lawyer’s practice is in
the area of expertise that you need?
Who does the lawyer usually represent in
disputes involving charities—the charity or
others?
What problems does the lawyer foresee
with your case?
How would the lawyer go about handling
your situation? What is the process?
How long will it take to bring the matter
to a conclusion?
How would the lawyer charge for his
or her services? What is the hourly fee?
What retainer is required? What is in the
retainer agreement? When will invoices be
sent out? What are the terms of payment?
Would the lawyer handle the case
personally or would it be passed on to
another lawyer in the firm? If other
lawyers or staff may do some of the work,
could you meet them?

Once you have met with the lawyer, you
will have to decide whether to hire him or
her based on the answers given. It may be
helpful to ask current or former clients of
the lawyer to find out more about their
experience. Given the fact that legal matters
are often traumatic, a client of the lawyer
you are considering will be forthcoming in
his or her evaluation. Lawyers thrive or strive
based on their reputations—it is up to you
as a potential client to discover what that
reputation is and whether it is the right fit.
When you have hired your lawyer, be
sure you are prepared for your first meeting.
I have always encouraged my clients, over
the years, to write out their “story” just as
if they were telling a friend. They are to
write everything they can think of because
every detail is important: names, addresses,
telephone numbers, and the like. Remember,
the more information that you can gather,
the less work the law office has to do, which
will save you money.
Maintaining a strong, positive
relationship with your lawyer is to everyone’s
interest. In that regard, it is important that
you and your lawyer trust each other and
agree on the following:

n Payment for services rendered and

disbursements (such as court fees, travel
expenses, etc.)
n Outcomes
n Estimated length of the case
n Frequency of communication (it’s
important to communicate back and forth
so that no one is left not knowing what is
happening on the file)

Conclusion
There are any number of situations that
arise resulting in the need for legal counsel.
I have broached several here. The following
situations are typically times to call a lawyer:
n When you are called upon to draft
a document that will create a legal
relationship—such as a landlord and tenant
agreement or a buy and sell agreement
n When you are involved in a dispute, such
as an employee dispute, that could lead
to litigation
n When you are faced with a government
investigation of your operation
n When someone related to the charity
(employee or volunteer) is being charged
with a crime
n When you are organizing or reorganizing
your corporate structure (e.g., developing
Articles of Incorporation or By-Laws or
filing for charitable registration with CRA)
Lawyers may appear to be expensive, at
first thought; however, their assistance to
charities have proved their worth. Of course,
I realize that I may be seen as in a conflict of
interest in making that statement since I am,
after all, a lawyer. However, I can honestly
say that I have been involved with, and
worked with, many charities over the years
that would not now be in existence, were it
not for the lawyers who helped them with
legal struggles. Lawyers remain important
partners in Christian charity in Canada.

Endnote
1 This list is inspired by the list given at:
Preparing To Meet With a Labour and
Employment Lawyer, found at http://canadianlawyers.ca/Understand-Your-Legal-Issue/
Labour-and-Employment/Preparing-To-MeetWith-A-Labour-and-Employment-Lawyer.html
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SENIOR LEADERS

J O H N PEL L OWE, C EO
This article originally appeared on the Christian Leadership Reflections blog (cccc.org/news_blogs/john)
on March 14, 2016

A starling murmuration is an incredibly beautiful sight of the natural world. Imagine
hundreds, or even thousands, of birds flying in apparently random synchronized
formations without any clear leader.

I

have no idea how these birds
coordinate their individual
movements, but they are a great
illustration of collegial leadership
in action, leaders acting in community.
With no obvious central control, the entire
community acts in concert and does
something amazing as a group. What a
beautiful concept for the church to adopt
for itself. I’d love to see the church dazzle
the world with “Christian murmuration” and
the resulting good it would accomplish!

The Trinity’s Example
Like every other senior leader, I was hired by
a board to provide leadership to a specific
ministry. My job security depends upon the
performance of the ministry I lead, as does
yours. So, naturally, we must pay attention
to our own organizations. However, as
Christian leaders, we would be very poor
examples of living the Christian life well if

we ran our ministries in isolation from each
other. Here’s why:
The church should be the human
version of the perfect community of
love that exists within the Godhead. That
perfect community has each of the three
persons of the Trinity in full relationship
with the others, honouring them, respecting
their different roles, and acting in perfect
harmony. Until God’s kingdom is fully
established on earth, the church and its
organizations are (or at least, have the
potential to be) the best representation on
earth of what perfect love looks like….The
Trinity is a helpful relationship model for
the church, as it suggests that we could
think of the work of the church’s various
structures as complementary to each other
and contributing to a common goal.1
It’s really important that we see ourselves
as more than the senior leaders of our own
ministries. We are also members of a community
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of ministry leaders, and we would do well on
several levels to think bigger than our own
organizations. Let’s see what this broader
concept of leadership looks like in practice.

Lead Beyond Your
Organization
Leading beyond your own organization means
that you take into account more than just the
factors that matter to your ministry. You also
consider the welfare of others. You and your
ministry should be modeling love and care
for other ministries. It’s the same as we tell
individual Christians: “Don’t be me-centred; be
other-centred.” Remember that we work for
the same Lord with the same overall mission.
Part of the definition of success for a ministry
should be that it is a good corporate citizen
within the people of God.
For example, I know a very successful
Christian fundraiser who doesn’t hesitate to
refer potential donors to other ministries if
SPECIAL EDITION

there is a better match between the ministry’s
mission and the donor’s passion. This
fundraiser doesn’t worry about lost donations,
but figures it all comes around in the end.
This kind of community leadership is
informal. Each leader simply thinks about
what more could be done for the good of
our cause and our community by sharing
and collaborating. They ask, “What have
I got to share with others? Know-how?
Connections? Staff expertise? Assets?” They
are willing to give something for the sake of
making something bigger happen.
In The Church at Work I tell the stories
of Child Evangelism Fellowship Ontario and
Power to Change who both gave up the
public branding of a program so that local
churches could promote the program under
their own banners. The program had greater
success than ever because of this change, and
both ministries saw their missions advance
more than they otherwise would have.

Relationship for the
Sake of Relationship
Leading in community means you are not

just partnering with other ministries for
a specific program or initiative—you are
actually living in community with others in
an enduring relationship.
In The Church at Work, I tell the story
of the evangelical churches and agencies of
Peterborough, Ontario, who sign a covenant
of love and fellowship with one another
each year. Their mutual love and ability to
work together caught the attention of the
mayor, and they were given the chance to
start a city-wide after-school program.
The Peterborough group has seen
tangible expressions of love between
ministries. Some churches helped another
church out financially when it got into some
cashflow problems, and Youth for Christ
and the local Free Methodist Church jointly
planted a new church that drew on the
expertise of YFC and the ecclesial support of
the local church.
The way the Peterborough churches and
agencies work together today developed
over a long period of time during which
they regularly met to worship, pray, and
build relationships.

Collegial Community
Leadership
The way the starlings fly in formation comes
to mind when I think of acting collegially
with other leaders and their ministries.
Collegial leadership means thinking not just
of your own ministry, and not just of other
ministries individually, but thinking of the
community of ministries as a whole.
In the 1940s, a small group of Christian
leaders who understood the times and
saw the big picture got together to create
the modern evangelical church. They
were looking for a third way between
Protestant liberalism on the one hand and
fundamentalism on the other.
Billy Graham, Harold Ockenga, Charles
Fuller, Carl Henry, and seven others were
committed to evangelism, but without
factionalism, separation, and judgmentalism.
They believed the church should bring a
distinctive and respectable Christian voice
to the intellectual debates of the day, and
they thought Christians should be socially
and politically active. “They were fully
— cont i nue d o n pa g e 2 2
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committed to maintaining and promoting
confidently traditional, orthodox Protestant
theology and belief, while at the same
time becoming confidently and proactively
engaged in the intellectual, cultural, social,
and political life of the nation.”2
Out of this group came the National
Association of Evangelicals, Christianity
Today, Fuller Theological Seminary, Billy
Graham’s crusades, most of the major
Christians agencies that are so well known
today, graduate schools, publishers, and
much more.
It took a group of ministry leaders who
could think much bigger than just their own
ministries to set the evangelical church on
a course that carried us forward for seventy
years. The group had to think of the entire
movement and what it needed. These eleven
leaders provided the intellectual capacity
to strategize at the macro level, and then
they used their networks to the fullest to
set the strategy in motion. What I really like
about their thinking is that it was holistic,
unselfish, and bold. They didn’t screen out
ideas as too far-fetched. If they made sense
strategically, they were worth pursuing. They
did all this with no formal organization or
specific leader. They just made it happen!
Today, their basic strategy is still
correct but cultural influences, especially
individualism (which is encouraged by
our emphasis on personal salvation), have
sapped the evangelical church of the vitality
it once had.3

The leadership that Billy Graham et
al provided in the 1940s is the kind of
leadership we need today. We need leaders
who once again will be sector thoughtleaders, providing the evangelical church
with a fresh, bold, radical vision for
strategy, and then lead us in the hard work
of building the infrastructure to make it
happen.
Here are three practical things you can
do to support community leadership:
1. Educate yourself on the nature of the
evangelical church today and the issues
it faces in the current environment. Find
other leaders to discuss the issues with.
2. Rather than thinking of associations
within our sector as service providers,
think of them as coalition builders who
support your cause. They could use your
help. Your membership dues are not
an expense! They are an investment in
the welfare of your ministry’s subsector, and they can potentially give
your cause a much higher profile than
you could achieve on your own. I
especially recommend the Evangelical
Fellowship of Canada (EFC)4 for its role in
representing the entire evangelical sector
to the public. They represent us so well
and are highly respected for the quality
of their research and proposals. The EFC
deserves the support of all evangelical
ministries. So, participate in the life of
the associations you belong to, and help
them promote your cause.

DID YO U KN O W...?
Effective July 1, 2016 - A number of changes were
made to Ontario’s accessibility laws. Several of the
changes will be of particular interest to charities:
> All employees and volunteers must now be
trained on accessible customer service.
> Non-profit organizations with 20-49 employees
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3. Look for great Christian thought-leaders
who have ideas of consequence for the
church. Spread the word about them. Share
their posts and tweets. Do what you can
to get their message out. Most ministry
leaders are so busy leading their ministries
that they don’t have a whole lot of time
to give to reflective thought and critical
analysis of the big picture. Thought leaders
have done this work, so make use of their
ideas in your own ministry. Pass their ideas
on to your own staff and let your team
develop ways to implement them.

You Can Be a Leader
in Community
It’s easy to become a leader in community.
Just be friendly! Reach out to other
Christian leaders. Share a meal. Visit their
office. Invite other ministry leaders to dream
with you. Explore how you could accomplish
more together for the sake of the entire
ministry sector and the cause of Christ.
If you are one of the leaders who can
potentially provide informal leadership to
the sector, then step up and find your likeminded colleagues. If you don’t think you
are that person, then find those people who
are, and give them your support.

Endnote
1 John Pellowe, The Church at Work: A Manual
for Excellent Church-Agency Relations
(Winnipeg: Hignell, 2012), 79, 80
2 Christian Smith in American Evangelicalism:
Embattled and Thriving
3 Personal salvation is core to our beliefs, but we
need to balance the individualism inherent in
that belief with the mission of God that flows
from Genesis to Revelation, which is all about
community and our part in it.
4 www.evangelicalfellowship.ca

no longer need to document their accessibility
policies (although CCCC does still consider this
to be a best practice).
> If it’s determined a support person is required,
the fee or fare (if applicable) for the support
person must be waived.
Find out more at http://ontario.ca/acessibility
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TREASURERS

“T-SLIP” CHECKLIST
FOR BUSY CHARITIES
G IL B ER T L ANG ER AK , MA NA GER, MEMBE R SUPPORT

This article originally appeared in the October 2015 issue of the CCCC Bulletin

When the calendar year concludes, there are a number of “T-slips” and “T-forms” that
charities may need to prepare for employees and others. Some of these require copies
to be sent to the Canada Revenue Agency (CRA), along with an applicable Summary
document. This checklist provides an overview of what is required. Any related CRA
guidance document is noted in brackets.

CCCC Members are encouraged to find
further details about these slips and forms
by referring to the index of the CCCC’s
Charities Handbook or by typing in the CRA
code number into the search engine in the
CCCC Members Resources area at
www.cccc.org/member_resources.

T-Slips:
T4 (RC4120)
This slip is provided to employees and
reflects the statutory deductions (CPP,
EI, tax) that were taken from their pay
throughout the year. The T4 Summary is
sent to CRA along with a copy of each
employee’s T4 slip. Some charities use a
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payroll service to produce this slip, but
the responsibility for accuracy rests with
the employer. Caution is in order if the
Clergy Residence Deduction (see the T1223
form below) is claimed by the employee,
as specific entries are needed in order to
avoid a CRA Pensionable Insurable Earnings
Review (PIER).
T4A (RC4157)
This slip is provided to taxpayers and copied
to CRA with a Summary for these common
types of payments:
n services that are not processed through
payroll (e.g., honorariums) or for which
an invoice has not been received
n student aid

n pension payments to long-service

charity workers (e.g., missionaries) for
whom private pension plan contributions
were not made.
(Note: reporting is subject to a $500
minimum threshold if no tax was withheld.)
T4A-NR (RC4445)
This slip is provided to non-residents
and copied to CRA with a Summary for
payments made for services rendered while
in Canada (e.g., conference or seminar
presentations). This slip includes earnings
and withholding tax (i.e., if the nonresident did not obtain and provide a tax
waiver from CRA).
— cont inue d on pa g e 2 4
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“T-SLIP” CHECKLIST
FOR BUSY CHARITIES
— cont i nued f rom page 23

T5 (T4015)
This slip is provided to taxpayers and copied
to CRA with a Summary for any interest
paid to individuals or companies on interestbearing loans provided to the charity.
T5007 (T4115)
This slip is provided to taxpayers and copied
to CRA with a Summary for social assistance
payments (e.g., benevolence). There are
reporting thresholds and special rules in the

Income Tax Act that exempt certain amounts
and types of benevolence assistance from
having to be reported. These rules should be
reviewed before issuing this slip.

T Forms:
T1223
This is the Clergy Residence Deduction form
(refer to CRA’s Interpretation Bulletin IT141R Consolidated).The form should be given

to employees eligible for this deduction
after the employer has completed Part B.
CCCC has created a fillable T1223 form with
helpful commentary accessible to CCCC
members, available at cccc.org/members_
topic_show/clergy_residence_deduction.
T2200 -(T4044)
The employer completes and provides
this form to employees for out-of-pocket
expenses incurred on the charity’s behalf,
which were required to be paid as a condition
of employment, but for which the employer
provided only partial or no reimbursements.
The employee must complete form T777
- Statement of Employment Expenses in
conjunction with this T2200 form.

CCCC Members qualify
for exclusive discounts
on office supplies
with Grand & Toy.
The core list with exclusive discounts is customized annually based
on items frequently purchased by CCCC Members.
For more information, visit www.cccc.org/affinity_office
To set up an account, contact Dino De Carolis at 1-866-391-8111
or DinoDecarolis@grandandtoy.com

DID YO U KN O W...?
T he Canada Revenue Agency (CRA) recently
published new guidelines regarding the retention
period for church offering envelopes.1 These new
guidelines require churches to retain offering
envelopes for a period of six years following
the end of the last taxation year to which the
envelope relates. CRA takes the position that an
envelope may be the only source document that
may provide proof that a cash donation was made
and support the amounts recorded in ledgers.
It is not clear whether CRA expects a church to
retain envelopes in addition to maintaining a
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suitable ledger where the donations are recorded. It is
therefore wise to maintain a proper ledger in addition
to retaining envelopes for a period of 7 years.
CRA will continue to allow the electronic
retention of offering envelopes so long as the
electronic copy is an intelligible reproduction in
an “electronically readable“ format.2 For more
information and guidance regarding compliance with
books and records best practices,refer to CCCC’s
Record Retention Periods Checklist.
1
2

www.cra-arc.gc.ca/chrts-gvng/chrts/prtng/bks-eng.html
See CRA Information Circular IC78-10R5: Books and Records
Retention/Destruction (June, 2010) www.cra-arc.gc.ca/E/pub/tp/
ic78-10r5/ic78-10r5-10e.html
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Want access to a full
range of practical, expert
resources?

Become a member today and
start receiving all the benefits that
membership with CCCC has to offer.
(See pages 26 & 27 to learn more and to apply for membership.)

I find the quality of the advice, the helpfulness, and
“
the responsiveness, as nothing short of excellent.
”

—Bryan Wilson, Living Edge Community
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A CCCC Membership

has so many benefits.
If you’re finding it difficult and time consuming to keep up with all the legal and
administrative requirements of running a ministry—CCCC can help!
A membership with CCCC offers solutions for everyone on your ministry team:
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Board Members

>

>

>
>
>

Email and phone support for your
questions on charity topics
Online training
Access to health insurance, a pension plan,
and emergency travel insurance
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>

Exclusive online resources and downloads
(including sample policies and templates)
Discounts on directors’ liability insurance

Treasurers & Administrators
>
>
>

Fillable, saveable online T3010
Access to the Canadian Ministry
Compensation Survey
Discounts on property insurance, website
solutions, and office supplies

MEMBERSHIPS
STARTING @ $230
Membership also includes:
>
>

5 issues/year of the CCCC Bulletin to keep you
updated on new developments affecting charities
A free hard copy of the Charities Handbook plus
unlimited digital access
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