
TIME AWAY FROM WORK 
 
Paid Time Off (PTO) 
PTO hours for the year are given on January 1 of that year. PTO may be taken in half hour or full hour increments. 
Upon hire, employees receive a pro-rated number of hours based on the number of weeks left in the year after 
their start date. If Sunday is considered one of your workdays and you will be gone, you must request vacation 
for that missed day. 
 
Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) at least five business days before the date(s) requested.  It is the employee’s 
responsibility to ensure the request has been approved by their supervisor and HR before taking leave, or the 
leave cannot be taken.  

 
//Full Time Employees 
Exempt employees receive 120 hours of paid time off per calendar year (January – December). Non-exempt 
employees receive two weeks equivalent hours of paid time off PLUS 40 hours per calendar year (January – 
December). The equivalent amount of hours is dependent upon the number of hours the employee is regularly 
scheduled to work. For instance, if you work 40 hours a week, you receive 80 hours of paid time off (plus the 
additional 40). Full time employees receive an additional 8 hours of paid time off for every year of qualified 
employment after the first five years. The maximum number of hours that will be granted is 160 hours. Qualified 
years for vacation accrual includes full time work within the Antioch International Movement of Churches.  
 
Full time employees may carry over up to 60 hours of unused paid time off from one year to the next. The 
maximum accrual any employee may have at one time is 240 hours. At termination, full time employees will be 
paid out a maximum of 80 hours of unused vacation in their final paycheck.  
 

//Part Time Employees 
Part time employees receive two weeks equivalent hours of paid time off PLUS 16 hours per calendar year 
(January – December). The equivalent amount of hours is dependent upon the number of hours the employee 
is regularly scheduled to work. For instance, if you work 24 hours a week, you receive 48 hours of paid time off 
(plus the additional 16). 
 
Up to half of part time employees’ unused paid time off can be carried over from year to year. The maximum 
accrual any part time employee may have at one time is 160 hours.  

 

Personal Days 
//Full Time Employees 
One paid personal retreat day per quarter is provided for each full-time employee. Personal retreat days are 
for the purpose of rest, prayer, study, and worship; they may not be used for vacation or sickness.  Quarters 
are defined as January-March, April-June, July-September, and October-December.  Unused personal retreat 
days do not carry over from quarter to quarter, and employees are not paid for unused personal retreat days.  
Employees are encouraged to create a plan outlining how they intend to use the day for spiritual enrichment. 
 
Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) at least five business days before the date(s) requested.  It is the employee’s 
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responsibility to ensure the request has been approved by their supervisor and HR before taking leave, or the 
leave cannot be taken.  

 
//Part Time Employees 
One paid personal retreat half-day per quarter is provided for each part-time employee. A half day for a part-
time employee is equivalent to 4 hours. Personal retreat days are for the purpose of rest, prayer, study, and 
worship; they may not be used for vacation or sickness.  Quarters are defined as January-March, April-June, July-
September, and October-December.  Unused personal retreat days do not carry over from quarter to quarter, 
and employees are not paid for unused personal retreat days. Employees are encouraged to create a plan 
outlining how they intend to use the day for spiritual enrichment. 
 
Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) at least five business days before the date(s) requested.  It is the employee’s 
responsibility to ensure the request has been approved by their supervisor and HR before taking leave, or the 
leave cannot be taken.  

 

Sickness 
If you are sick and cannot come to work, please notify your supervisor and HR as soon as possible via text, 
phone call, or email to let them know you cannot come in. Then, as soon as possible but within 48 hours of the 
absence, please submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page). Sick time is incorporated into the total PTO allotment, so you will choose the PTO 
option on the Leave Request.  
 

Non-Work Related Time Away from the Office 
Unanticipated time away from the office for appointments, family emergencies, etc., is occasionally necessary.  
Employees should get approval from their supervisor before taking any time away from the office to attend to 
non-work related matters. If the time away lasts longer than two hours then the employee will need to use PTO 
to cover the time away. 
 

Bereavement Leave 
For all employees, one day of paid leave will be given for the loss of an immediate family member. Immediate 
family is defined as spouse, child, mother, father, sister, brother, mother and father-in-law, brother and sister-
in-law, grandparents, and grandparents-in-law.  If you must travel out of state to attend the funeral of a family 
member, up to 2 additional business days of paid leave will be given. If additional time is needed, or the loss is 
someone not in your immediate family, PTO or sick hours will need to be used with supervisory approval. 

 

Holiday Schedule 
The church offices are closed on the following days, and they are paid holidays for full-time and part-time 
employees: 
 New Year’s Day*   Labor Day 
 President’s Day   Thanksgiving Day and the Wednesday before or the Friday after**  
 Good Friday    Christmas Eve*  
 Memorial Day    Christmas Day* 
 Independence Day   New Year’s Eve* 
 
*On years when these days fall on a weekend, holidays will be awarded on either the preceding Friday or 
following Monday as determined by the Elders. 
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**Whether an employee has the Wednesday before or the Friday after Thanksgiving off is determined by their 
regularly schedule hours. If an employee works Sunday-Thursday, they receive the Wednesday before 
Thanksgiving off; if an employee works Monday-Friday, they receive the Friday after Thanksgiving off.  
 
If any of these holidays falls on a day you are not regularly scheduled to work, you are not permitted to take 
another day off as a “makeup” holiday, or clock paid holiday hours for those days. 
 

Maternity/Paternity/Adoption Leave 
Antioch College Station is not currently subject to the FMLA (Family Medical Leave Act) but provides the 
following in the event of childbirth or adoption for its employees. 
 
In the event of giving birth to a newborn child or the adoption of a child, female employees receive up to two 
weeks equivalent hours of paid maternity or adoption leave and male employees receive up to one week’s 
equivalent hours of paid paternity or adoption leave. Males and females also receive up to 10 weeks of 
additional optional unpaid leave. Maternity or paternity leave may begin within the days preceding the birth of 
the child, but must be taken within three months of the birth of the child.  Adoption leave may be taken as final 
placement preparations are made (e.g., for travel to the adoption site) and/or following the placement of the 
child, but must be taken within three months of the placement of the child. Because of the potential length of 
maternity, paternity, and adoption leave, employees are also expected to work closely with their supervisor(s) 
to coordinate a smooth transition in the weeks preceding the leave. 
 
Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) as soon as they know what days they will be taking leave, and no later than two business 
days after the first day of leave.  It is the employee’s responsibility to ensure the request has been approved by 
their supervisor and HR before taking leave, or the leave cannot be taken.  

 
Ministry/Business Trip Travel, Conferences, and Training 

//Full Time Employees 
Full time employees may have up to 20 days (160 hours) out of the office for ministry travel away from 
Antioch College Station. Ministry travel includes: mission trips, travel team trips, speaking engagements 
(retreats, conferences, strategic visits), and training/conferences related to your job duties. All ministry travel 
must be approved by submitting a leave request before committing to or registering for the event.  
 

TYPE OF DAY OFF # OF WORK DAYS MISSED DAYS OFF YTD 
Attend conference in Waco 3 3 

Speak at Houston training school 1 4 

Mission trip to India 10 14 

Speak in Boston 4 18 

Mobilization Director’s Gathering 2 20 

 
One mission trip per year is highly encouraged, but must be approved by the employee’s supervisor. Mission 
trips are at the employee’s expense unless otherwise stated in the employee’s job description.  
 
The mission trip length will be a maximum of two weeks with pay unless a longer mission trip is part of the 
employee’s job description.  Mission trips that exceed two weeks in length must be approved by the 
Operations Director (those extra days will not be used in this calculation).  One paid recovery day is granted 
for every two weeks of a mission trip (this day does not subtract from PTO, but needs to be recorded). 

https://antiochcs.formstack.com/forms/staff_leave_request


If pastoral travel is a part of your job description, then more days away from the office will be 
permitted.  However, you must still record each of these days and request additional time from the HR 
Manager if needed.  

In-town speaking engagements or conferences (i.e., another local church, local school) will not be 
included as ministry travel...only “out of town” events should be recorded as time away from work. 

Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) at least five business days before the date(s) requested to receive permission for any 
ministry travel.  It is the employee’s responsibility to ensure the request has been approved by their supervisor 
and HR before taking leave, or the leave cannot be taken.  
 

//Part Time Employees 
Antioch College Station understands that its part time employees may want to attend conferences, seminars, 
and training, or pursue continuing education courses related to their job duties.  Whether days attending these 
activities will be approved as workdays or the employee will be required to take time off will be determined on 
a case-by-case basis.  This decision will be made by the Human Resource Manager after determining whether 
the desired activity falls within the requesting employee’s ministry/work area and whether it will benefit Antioch 
College Station. 
 
One mission trip per year is highly encouraged for our part time employees. However, it will be decided by the 
Operations Director if the trip is categorized as work related or if personal vacation time will need to be used. If 
the mission trip is not categorized as work related, part time employees have the option of using unpaid leave 
for no more than two weeks equivalent of scheduled hours for the mission trip. 
 
Employees must submit a Leave Request (https://antiochcs.formstack.com/forms/staff_leave_request, also 
found on the Staff Page) at least five business days before the date(s) requested.  It is the employee’s 
responsibility to ensure the request has been approved by their supervisor and HR before taking leave, or the 
leave cannot be taken.  
 

Jury Duty 
Employees called for jury duty will receive full pay for work missed while serving jury duty.  Employees are 
expected to return to work on any given day when released from jury duty early enough to complete at least 
two hours of work.  Employees scheduled to work on a day when the jury is not in session are expected to 
work their normal hours.  Employees must provide documentation from the court to qualify for jury duty time 
away from the office. 
 

Unpaid Leave 
Unpaid leave is not permitted for any employees except in the situations mentioned in the above sections. 
 

Working Offsite 
We know that work environment is a major factor in the productivity of our employees, and in our current 
office facility work space options are limited. Therefore, employees can work offsite when needed. Any 
extended time (over 2 hours) offsite during normal work hours needs to be discussed and approved by the 
employee’s supervisor ahead of time. If an employee cannot prove to be productive offsite, the privilege of 
working offsite will be revoked from that employee.  
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Inclement Weather 
Antioch College Station seeks to ensure that the church can reasonably function on a daily basis in a safe 
manner. There is always work to do and it is necessary that everyone make the effort to get to work if 
possible. However, the office may close during severe weather conditions or other unforeseen situations.  
 
We have decided that we will follow what COLLEGE STATION ISD is doing in terms of weather delays and 
closings during the work week. What this means is that you need to watch the news, listen to the radio, or 
check www.csisd.org to find out whether the Antioch office is open, closed, or has a delayed opening based on 
what COLLEGE STATION ISD is doing.  
 

- If CSISD has a two-hour delay, our office will open at 10:00am 
- If CSISD is closed for the day, we will be closed for the day 
- If CSISD is running a normal schedule, we will be opening at 8:00am 

 
College Station ISD is the only school district we will be using for determining closure and delays. We want you 
to be safe. If you believe it is unsafe to drive from your specific location and College Station ISD is open, please 
contact your supervisor.  
 
If there is a weather issue during a school break, we will let you know of any changes in the work schedule by 
sending out an email and/or text to staff. If you do not receive an email or text by 8:00am on a day that school 
is not in session, then the offices will open as scheduled.  
 
If there is a weather issue on a Sunday or during a special event, we will let you know of any changes in our 
service times by sending out an email to staff, posting on social media, and posting on our website.  
 
Hourly employees will receive regular pay for days the office is closed due to inclement weather for their 
scheduled work hours on that day. If an hourly employee still reports to work when the office is closed, no 
additional pay will be granted over the hours actually worked.  
 

Military Leave 
Antioch College Station will grant a military leave of absence if you are absent from work because you are 
serving in the U.S. uniformed services in accordance with the Uniformed Services Employment and 
Reemployment Rights Act (USERRA). You must give your supervisor advance notice of upcoming military 
service, unless military necessity prevents advance notice or it is otherwise impossible or unreasonable.  
 
You will not be paid for military leave. However, you may use any available accrued paid time off to help pay 
for the leave. Continuation of health insurance benefits is available as required by USERRA based on the length 
of the leave and subject to the terms, conditions, and limitations of the applicable plans for which you are 
otherwise eligible. If you are on military leave for up to 30 days, you must return to work on the first regularly 
scheduled work period after your service ends (allowing for reasonable travel time). If you are on military 
leave for more than 30 days, you must apply for reinstatement in accordance with USERRA and applicable 
state laws.  
 
When you return from military leave (depending on the length of your military service in accordance with 
USERRA), you will be placed either in the position you would have attained if you had stayed continuously 
employed or in a comparable position. For the purpose of determining benefits that are based on length of 
service, you will be treated as if you had been continuously employed. 
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Sabbatical 
The central purpose of a sabbatical is for spiritual, physical, and emotional rest, assessment, and reevaluation 
of past, present, and future ministry. It is a time of reflection and a time of retooling for the future. Retooling 
can include many areas, e.g., reading, taking a class or classes, attending a conference or training seminar. 
  

//Definition 
The term sabbatical is form the Hebrew word Sabbath which means to rest. According to Exodus 16:23, it was 
a day set aside for rest as holy and unto the Lord. A sabbatical is an extended leave of absence from full-time 
ministry. The purpose is to renew the leader and his or her family spiritually, physically, and emotionally. It is a 
time of reflection on the past and present and a time to renew focus and vision for the future. It is a time to 
get off the “treadmill,” slow down, and recharge your spirit and soul. 
 
The sabbatical is not an extended vacation. It is not a sick leave or to be used for other ministry opportunities. 
It is not a time to pursue academic degrees. It is not a time to accomplish all other life tasks that one does not 
normally have time for. It would not be healthy to enter areas or environments during a sabbatical that would 
distract form the purpose of personal and family renewal. 
 

//Qualification 

Sabbaticals are for those employees serving in full-time exempt or pastoral positions as determined by your 
job description and expectations. 

 
//Length/Support 
At the end of the fifth year of full time employment, the employee is awarded a four week sabbatical and a 
four week sabbatical every five years following. The Lead Pastor could be subject to a variance based on input 
and recommendations from the Board of Advisors. 
 
Exceptions for additional sabbatical time will be reviewed by the Elders. 
 
Compensation for counseling, travel, training, etc. will be considered by the Elders each year during the church 
budgeting process for ACC employees. Available funds for sabbaticals may vary from year to year. Our desire 
would be to provide $1000 for the sabbatical in addition to any conference fees incurred during the sabbatical 
for ACC employees.  
 
If approved, these amounts will be included in your paycheck closest to the start of your sabbatical. Those 
amounts will be treated as income on your W-2. You do not need to report how those monies were spent to 
the ACC accounting department. 
 
This time is to be planned. The employee should submit the sabbatical request and plan to the HR Manager by 
October 1st of the year prior to wanting to take a sabbatical. Failure to submit the request by this date may 
impact the timing of the sabbatical and eligibility of additional funds being available.  
 

//Evaluation and Supervision 
Evaluation is made before the sabbatical begins to determine needs (i.e., educational/training needs, family 
needs, counseling needs, financial needs). At this time, an outline can be designed for the purpose, goals, 
intention, and needs of the staff member.  



Supervision throughout the sabbatical time is important. While the employee is on sabbatical, a sabbatical 
coach must be selected who will provide regular accountability check-ups as well as the personal touch 
needed from “home base.” 
 
It is the responsibility of the sabbatical coach to call the staff person at least once every week to be sure there 
is follow through with the purpose and goals of the sabbatical.  
 
A final evaluation at the close of the sabbatical can help process the predetermined goals and provide for 
feedback. This evaluation meeting should also serve to transition the staff member back into their ministry 
function/role. 
 

//Re-entry 
Entering back in one’s ministry description can be a challenge after a completed, successful sabbatical. It is 
encouraged that the staff member has a re-entry meeting with those to whom he/she is accountable to, along 
with those persons he/she works with.  


