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EMPLOYEE BENEFITS 
 
 Position of Administrative Assistant, First Christian church, 40 hours per week 
 
VACATION 
 
 Paid vacation accrues from date of hire as follows: 
 
1. Two weeks (10 days) annually for the first three years of employment. No 

vacation may be taken until an employee has worked one year. 
 
2. After three years, two weeks (10 days) annually, plus one additional day 

annually, until eight years of employment. 
 
3. After eight years of employment, three weeks annually (15 days), plus one 

additional day annually, until 13 years of employment. 
 

If a holiday occurs during a vacation period, the holiday may be added to the 
vacation. 
 
Vacation time must be used in the year that it is accrued. No pay for unused 
vacation unless separation occurs. 

 
SICK LEAVE 
 
 Ten days annually, accruing from date of hire and is not cumulative. Vacation 
time may be used as sick leave. 
 
 If it is foreseeable that the total sick leave (10 days annually) will not be used 
within the accruing year, the following formula determines additional time off for 
the unused sick leave: 
   
  One unused sick day (8 hours) equals two hours/ time off. 
 
  This amount will not be paid for remaining sick leave at time of separation. 
 
Sick leave may be used for sick child/partner/ spouse/ aging parent or for doctor 
or dentist’s appointments for employee or employee’s children. 
 
Additional paid or unpaid sick leave may be granted, if determined necessary, 
upon approval of the Senior Minister and Personnel Committee. 
 



BEREAVEMENT or FAMILY EMERGENCY 
 
 Leave may be granted on the basis of need upon approval of the Senior 
Minister and Personnel Committee. 
 
PAID HOLIDAYS 
 
 There are nine (9) paid holidays, as follows: 
 
  New Year’s Day 
  Martin Luther King, Jr. Day 
  Presidents’ Day 
  Memorial Day 
  Independence Day 
  Labor Day 
  Veterans’ Day 
  Thanksgiving Day 
  Christmas Day 
 
 If a holiday falls on a Saturday or Sunday, the day before or after may be 
granted as a holiday at the discretion of the Senior Minister and/or Personnel 
Committee. 
 
 If it becomes necessary for a person to work on a holiday, a compensating 
day off will be granted when work schedule permits and with the approval of the 
Senior Minister. 


