Example of a CBF Church’s Paid Leave Policy 
The following is a Paid Leave Policy (including sabbatical leave) provided by a CBF affiliated church.  Feel free to use or adjust as your church sees fit. 

[bookmark: _Toc53478193]Paid sick leave 
“Full-time personnel and salaried part-time personnel earn one day of sick leave for each month worked, which they may accumulate to a maximum of fourteen days. Sick leave credit may only be used in the event of illness, maternity leave, adoption or injury and is not payable in cash or in any other form should the employee leave the church. In the event the employee becomes ill or injured while on vacation, the employee may request that unused sick leave be used in place of vacation time. The church shall, in such situations as are covered by insurance and worker’s compensation, pay the difference between such compensation and the amount required to assure the employee of full salary for the period during which the employee shall be entitled to sick leave pay.” 

[bookmark: _Toc53478194]Paid time away for death of family member 
“Full-time employees are eligible for the following paid absences - In the case of death of an immediate family member, the employee shall be paid for the absence from scheduled work for the funeral plus the handling of family matters, but not to exceed one week. Definite arrangements in such matters shall be made with the employee’s supervisor. “Immediate family” shall be defined as one's parent, spouse, sibling, child or stepchild or the parent or sibling of one's spouse.  In the case of death of a relative other than an immediate family member, the employee may be paid for the day of the funeral plus two additional days for travel, if that much time is needed. If the deceased relative lived in the home of the employee at the time of death, the policy for death in the immediate family shall apply.”

[bookmark: _Toc53478185]Paid holidays and personal time off 
“The church observes ten paid holidays each year and provides two additional personal days off for a total of twelve days.  The two personal days are determined by the employee and approved by his or her supervisor.  The holidays are – New Years Day, Martin Luther King Jr. Day, Good Friday, Memorial Day, Independence Day, Labor Day, Thanksgiving, the day after Thanksgiving, Christmas Eve, Christmas Day, and two personal days.  If the holiday falls on a Saturday it will be observed on the preceding Friday and if the holiday fall on a Sunday it shall be observed on the following Monday.”  

[bookmark: _Toc53478189]Paid vacation 
“All full-time employees, Permanent Part-time Ministerial Staff and Part-time Non-Exempt Administrative Staff are eligible for vacation pay. Vacation benefits shall begin to accrue after six months of continuous service. Full-time service at a prior church or church-related organization shall be considered in determining vacation eligibility. For qualifying part-time employees, the vacation benefit will be based on the average number of hours worked in a normal week. Vacation schedules shall be determined as early in the calendar year as soon as possible to avoid conflict.  Vacations shall be awarded as follows:  Administrative and Facilities: One to 5 years - 2 weeks, Six to 10 years - 3 weeks, and More than 10 years - 4 weeks.  Pastor and Ministerial Staff and Professional Staff:  One to 5 years - 3 weeks, Six to 20 years - 4 weeks, and More than 20 years - 5 weeks.”

Paid time for conferences, assemblies, and conventions “It is expected that the Ministerial Staff members shall take advantage of training opportunities and denominational activities benefiting them and the church and as funded by the conference allowance of the personnel budget.”  

Paid sabbaticals 
“Sabbatical Leaves are recognized and encouraged as being essential to the furtherance of the mission of the church by providing an opportunity for self-renewal and mental refreshment to our Pastor and Ministerial Staff who lead in that mission. Sabbatical Leaves are not to be considered an entitlement of employment and, therefore, are not cumulative and have no cash value. At least 50-75 percent of the sabbatical leave should be directed toward continuing education or enrichment with specific application to the employee’s work and the mission of the church.

These guidelines shall be followed regarding Sabbatical Leaves:
a. Qualification: The Senior Pastor after four consecutive years and all other full-time Ministerial Staff members after seven years consecutive years of employment shall be eligible for a Sabbatical Leave[footnoteRef:1]. [1: ] 

b. Application Procedures: Application for the Sabbatical Leave shall be made by the Senior Pastor and other Ministerial Staff in writing setting out, in reasonable detail, the reason for the leave, a plan for covering job responsibilities during his/her absence, what is expected to be accomplished by the leave and any other information pertinent to the request for the leave.  Expected expenses to be incurred in connection with the leave shall be reasonably outlined in the application.  The request shall be submitted to the Church Committee responsible for personnel issues for approval.  The request shall be approved unless it is determined by the Committee not to be in furtherance of the purposes of the sabbatical program and the mission of the church.
c. Coordination: No more than one Ministerial Staff member should be on Sabbatical Leave at the same time, unless authorized by the Personnel Committee.  The Personnel Committee will have the sole discretion to determine the priority of any Sabbatical Leave requests that would be in conflict with each other.
d. Financing and Budget Procedures: Upon approval of the Sabbatical Leave application, the Personnel Committee shall authorize payment of up to 50% of the requested amount, such amount to be paid immediately prior to the beginning of the Sabbatical Leave upon presentation of the proper documentation evidencing the requested expenditures.  The remainder of the approved amount shall be payable at the end of the Sabbatical Leave, upon presentation of the proper receipts, documentation, etc.
e. Annual Review: Each year, along with the Ministerial Staff compensation review, the Personnel Committee shall review the funding amounts available for sabbatical and will determine if adjustments are advisable.”

          Senior Pastor
	After 4 years
	3 weeks
	No Vacation Added
	Up to $5,000

	After 7 years
	4 weeks
	May add up to 2 weeks of vacation
	Up to $10,000

	After 12 years
	6 weeks
	May add up to 2 weeks of vacation
	Up to $12,500

	After 17 years
	8 weeks
	May add up to 2 weeks of vacation
	Up to $12,500



Other Ministerial Staff
	After 7 years
	4 weeks
	May add up to 2 weeks of vacation
	Up to $7,500
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