
Paid Time Off 
The following types of employees are eligible to earn PTO: 

▪ Regular employees who work at least 20 hours per week or more 
▪ Newly hired employees, after the satisfactory completion of 60 calendar days of continuous service 
▪ Not eligible for PTO: Seasonal or temporary employees; teachers whose benefits are governed by 

contract. 
 
PTO is used for – and replaces:  Vacation time 
 Sick days 
 Personal days   
 
PTO cannot be used in advance of being earned.  Subject to proper request and approval by the pastor, 
additional time off may be granted as unpaid leave, if your PTO has been exhausted. 
 
PTO Accumulation:  PTO benefits for eligible employees are accrued according to the following schedule: 
 Employment Category  Maximum Accrual 
A –  less than 6 years  12 days = 1 day per months worked*   
B –  6 to 12 years   21 days = 1.75 days per months worked* 
C –  over 12 years   27 days = 2.25 days per months worked* 

*time is recorded based on regularly scheduled hours / day for each employee 

 
For vacations or planned events, PTO should be requested in advance of the date needed.  Vacation PTO 
is usually to be taken consecutively in periods of one week or longer so that you have a reasonable 
opportunity to refresh and renew yourself.  In order to receive PTO for emergency conditions (sudden 
illness or injury, personal emergencies, etc.) your immediate supervisor should be notified as soon as 
possible so that alternative arrangements can be made to handle your job responsibilities.  Failure to 
provide such notification may be cause for denial of PTO for one or more days of the absence. 
 
Approval of PTO requests for vacation or personal days will be based on the amount of advance notice you 
provide and staffing considerations during the time of your requested absence.  Therefore, the earlier you 
submit your request, the better your chances of receiving the requested time off.  While we hope that every 
request for time off can be granted, submitting a request does not automatically assure that it will be 
approved. 
 
Employees receive PTO in accordance with their normal work schedules.  Full-time salaried employees will 
receive the equivalent of one day’s pay for each PTO day taken (vacation, sick, personal time or 
bereavement).  Eligible hourly employees will receive the same number of hours of PTO pay as they are 
normally scheduled to work, up to a maximum of 8 hours per day.   
 
The minimum amount of Paid Time Off that may be taken is 2 hours for eligible full-time employees; 
additional PTO taken is calculated to the nearest hour.  PTO for vacations should be taken as full paid days 
off according to an employee’s normal work schedule.  For hourly, non-exempt employees, PTO pay does 
not count as hours worked for the purpose of determining overtime. 
 
You will be allowed to accrue and carry over your PTO benefits from year to year as long as you do not 
exceed the maximum accrual of 30 days.  When you have reached this maximum accrual limit, no more 



PTO time will accrue, until you have used some PTO time and your total is less than 30 days.  Under no 
circumstances will PTO be “paid out” in lieu of being taken. 
 
Employees whose employment terminates for any reason before completion of 1 year of continuous service 
are not eligible to be paid any accrued, unused PTO.  If an employee is terminated at any time due to 
misconduct or poor performance, no PTO time will be paid upon separation.  Employees who retire or 
terminate in good standing after completion of one or more years of continuous service and give 2 weeks’ 
notice are eligible for payment of 100% of their unused, accrued PTO.  Employees who retire or terminate 
in good standing after completion of one or more years of continuous service but do not give 2 weeks’ 
notice will not be paid for their unused, accrued PTO.   
 

The following paragraph is optional – depends upon the parish situation & former policy: 

PTO Effective Date:  the PTO plan for Sample Parish will become effective    (date)       ; the old plan of 
granting time off in separate categories such as vacation, sick time, personal time is discontinued.  On    
(date)        , each eligible employee will have 5 days of PTO granted to them and placed in their account, to 
cover any illness, or previously scheduled vacation or personal appointments.  These 5 days are a one-
time “gift” in order to avoid any hardship for employees as they make this transition.  From this point 
forward, however, all PTO will be earned according to the schedule on page 19 and no PTO will be given in 
advance of being earned. 

 


