POLICY STATEMENT

It is the policy of Your Church to provide time off to eligible employees.  Employees are responsible for controlling the utilization of their own time off, as the program rewards employees who come to work and schedule their time off in advance.

PROCEDURE

Definitions

Personal Time Off (PTO) 

An employees accrued personal time off hours are used for vacations, the first sixteen (16) hours of an employee’s illness or personal injury, family illness, and other time off such as adoption.

Extended Illness Bank (EIB)

An employee’s accrued extended illness hours are used after the first sixteen (16) hours, per occurrence, are charged to PTO for an employee’s illness or personal injury.  EIB is also used for a Medical Leave of Absence or to supplement Worker’s Compensation

Eligibility

Employees who are classified in a full-time or part-time status accrue paid time off hours based on hours worked in a pay period.  The accruals will be based on a maximum of eighty (80) hours per pay period.

Accrual of Paid Time Off Hours

PTO hours and EIB hours accrue as a percentage of hours paid each pay period to a maximum of eighty (80) hours paid per pay period.  The PTO percentage and maximum accrual are based on the employee’s years of service.  the EIB percentage and maximum accrual are the same regardless of an employee’s years of service.  The accrual rates are as follows:

Personal Time Off

Years of Service

% of paid hours
Hours Accured 
Maximum 





(maximum)

/pay period

Accrued hours

<1 year


7.93%


6.34 hours

240 hours

2<5 years


9.03%


7.22 hours

240 hours

10+ years


9.83%


7.86 hours

272 hours

Extended Illness Bank

Employees accrue EIB hours at a rate of 1.93% of hours paid, up to a maximum of 1.54 hours per pay period.  The maximum number of EIB hours an employee can accrue is six hundred (600)

PTO and EIB hours are not accrued during any period of “non-paid” status.

PTO and EIB hours begin accruing on an eligible employees date of employment

PTO and EIB htime will not be paid for more hours than the employee has accrued

When an employee’s PTO and EIB accrual balance reaches the maximum hours allowed, as defined previously, the employee will not accrue additional PTO and EIB.

Paid Time Off issues

PTO and EIB accruals are paid at an employee’s current base rate of pay

Not more than eighty (80) hours, of PTO or EIB pay, or the combination thereof, may be paid in any pay period.  This is applicable to pay issues only, as the eighty (80) hour accrual maximum still applies.

Eligible employees may request PTO and EIB time off after six (6) months of continuous employment in an eligible status.  PTO and EIB hours are available beginning with the first full pay period after the employee’s six (6) month anniversary in an eligible status.

Employees who have no PTO accruals will not receive pay for the first sixteen (16) hours of time off due to their own illness or personal injury.

Non-exempt employees will not be charged PTO or EIB time off in periods of less that one (1) hour.  Exempt employees will not be charge PTO or EIB time off in periods less than four (4) hours.  The only exception will be in cases of intermittent leaves of absence, in which all employees, regardless of exemption status, record hours worked and hours not worked.

PTO and EIB hours are not considered hours worked for the purpose of calculating overtime pay

Eligible employees with PTO and/or EIB accruals are not allowed to schedule time off without pay.  However, if based on the operational needs of the department, an employee has been authorized to not report to work for their scheduled time, or to leave early, the employee has the option to use PTO accruals or take the time off without pay.

Employees that incur an extended period of time off due to their own illness or personal injury are paid consistent with the policy.  The first sixteen (16) hours are charged to their PTO bank and the remainder of the time off is charged to their EIB bank.  If an employee exhausts their EIB accruals, the remaining time off is charged to their PTO bank.

Employees that incur time off due to an on-the-job injury covered by worker’s compensation insurance may use EIB accruals, after the first sixteen (16) hours are charged to PTO and, once EIB accruals, PTO accruals, to supplement their worker’s compensation pay.

Employees changing to an employment status in which they are ineligible to accrue PTO and EIB have the following options:

Receive a lump sum payment of their PTO accruals, payable at the hourly rate earned prior to the change in status.  EIB accruals will be retained and reinstated up their return to eligible status.


Retain PTO and EIB accruals to be used upon return to eligible status.

Either option must be evidenced by written authorization of the employee.

Scheduling of Paid Time Off

PTO and EIB hours should be scheduled and approved in writing at least ten (10) working days in advance.  PTO will be approved on a first come, first served basis, and only if the time off will not interfere with the normal business operations of the church. 

EIB hours will not be paid during the final two (2) week notice period prior to the actual termination date.

Paid Time Off Pay Upon Termination

Upon termination, employees will receive a lump sum payment of their unused PTO accruals, provided the employee has completed six (6) months of continuous employment in an eligible status.

Upon termination, employees will not be paid for unused EIB accruals

The lump sum payment of PTO accruals will not extend the employee’s termination date or benefits coverage date.  Therefore, the employee’s termination date will be effective the last day worked.

PTO accruals paid upon termination will be the only thing paid in the final paycheck.  This final paycheck will be issued in the pay period following the last paycheck for worked time.

