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  SECTION TITLE: Compensation & Benefits

SUBJECT:  Sabbatical
  DATE: March, 2011
Leave Policy
3.11 Policy
Eligibility:  Full time Ministerial Staff, who are District Licensed or Ordained and who have worked for the church for at least seven years may request a Sabbatical Leave for the purpose of study, training, or rest to benefit church growth.  
Approval:  

· Senior Pastor – Personnel Committee makes the recommendation, Church Board approves.

· Executive Pastor – Senior Pastor makes the recommendation, Church Board approves.

· Team Lead and Ministry Staff - Senior Pastor and Executive Pastor make the recommendation, Church Board approves.  
No more than one employee may be on sabbatical leave at once unless their absence will not impact each other’s role, such leaves would require a counseling session with the Executive Pastor and must indicate that the sabbatical leave is in the best interest of the church and the employee(s).  All arrangements for projects and responsibilities must be made prior to the start of any sabbatical leave granted.
Length of Leave:  No leave may consist of more than 7 consecutive weekends.  The maximum length of the leave will be tiered based on function; 
· 7 weekends for Executive Staff
· 6 weekends for Team Lead Staff

· 5 weekends for Ministry Staff
All leaves should be taken in the same fiscal year.  No more than one sabbatical leave will be granted in a seven year period.  The employee will be expected to return to full time ministry immediately upon completion of their sabbatical leave.  Employee is expected to remain on staff for a minimum of one year post sabbatical.
Vacation/Pay/Benefits: The Sabbatical Leave would not replace annual vacation leave time and would be treated separately.  The employee will continue to receive full pay and benefits while on leave.

Requesting the Sabbatical Leave:  The request for a Sabbatical Leave must be a written request (see Sabbatical Leave Request Form).  Request must be submitted/approved as stated above in the Approval section, and should include the following details:

· Purpose of Leave and high level understanding of benefit to employee/church
· Dates of departure and return to office

· Basic schedule

· Tentative substitution/workload plan

Requests must be made at least three months prior to the anticipated departure date and all plans including work transition should be finalized one month prior to departure.

Upon completion of the Sabbatical the returning employee should submit a brief summary representing their learning’s and next steps, showing the benefit to both the church and themselves.  This report should be submitted to the Executive Team within 60 days of return from the Sabbatical.
SABBATICAL REQUEST FORM (Sample)
I _____________________________________________ (Full Name) am requesting to take a *sabbatical leave effective:  ________________________________ (Start Date) for ________________________ (duration).  My anticipated return date is: ________________________________________________.
On my sabbatical leave I will be going to:  ________________________________________________ and I will be studying/attending_____________________________________________________.
I understand that upon my return I have 60 days to provide a written report to the Executive Team representing my learnings/next steps, etc.  I further agree that I will not leave the employment of Southside Nazarene Church within 1 year of returning from my Sabbatical.  
Other information required to be submitted:

· High level understanding of benefit to employee/church
· Basic Schedule
· Tentative substitution/workload plan
_______________________________________ (Please Print Name)

______________________________________ (Signature)

______________________________________ (Date)

*Maximum period for a sabbatical leave 

· 7 weekends for Executive Staff
· 6 weekends for Team Lead Staff 
· 5 weekends for Ministry Staff







 (Approval)








 (Date)
