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Pastor'sFirst Baptist Church of Crescent City 

1295 G St., Crescent City, CA 

Pastoral Vacation, Weekly Day-Off, and Accrued PTO Policy 

Applicable to Pastor Peter Katykhin 
Effective Date: ____________________ with retroactive status to October 1, 2025. 

1. Purpose 

First Baptist Church of Crescent City recognizes that faithful pastoral ministry requires both diligent 
labor and regular rest. This policy is intended to provide a clear and fair structure for Pastor Peter 
Katykhin’s vacation, weekly days off, accrued paid time off, and ministry preparation before any 
absence. Because First Baptist Church is a smaller congregation of approximately ____ members, time 
away shall be handled with both pastoral health and congregational continuity in mind. 

2. Guiding Principles 

The church affirms the following principles: 

1. The Pastor should have regular, protected time for physical rest, spiritual renewal, family care, 
and personal refreshment. 

2. The congregation should be cared for responsibly during the Pastor’s absence. 

3. Time away should be planned with clear communication, reasonable notice, and proper 
ministry coverage. 

4. This policy is meant to encourage long-term, healthy pastoral ministry, not merely time-
accounting. 

3. Definitions 

For purposes of this policy: 

Pastor means Pastor Peter Katykhin. 

Accrued PTO under this policy refers to paid vacation/personal leave only, unless otherwise stated by 
separate written church policy. It does not include sick leave, bereavement leave, jury duty, or ministry 
activities. 

Weekly time off means 16 hours a week reserved for rest and not counted against accrued PTO. 

Workday means 8 hours. 

Emergency means a matter requiring immediate pastoral attention, such as illness, injury, death, 
imminent death, serious hospitalization, severe family crisis, church security concerns, or another 
urgent situation that cannot reasonably wait. 

Sick Leave means time off that the Pastor is unable to fulfill his duties due to illness, injury, or 
extended medical appointments out of town. 

Bereavement means time off due to the death of an immediate family member: Spouse, child, 
grandchild, sibling, grandparent, or in-law. 

4. Weekly Time Off 
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1. The Pastor shall receive the equivalent of two eight-hour days off each week to be determined 
by the Pastor and communicated to the church. 

2. This weekly time off is not charged against accrued PTO. 

3. Routine meetings, office appointments, non-urgent calls, and normal ministry tasks shall be 
scheduled at the Pastor’s discretion.   

4. The congregation shall respect the Pastor’s weekly time off unless there is a genuine 
emergency. 

5. If an unexpected ministry need prevents the Pastor from taking the regular weekly time off, the 
Pastor may reschedule and take that time off within 30 days, with notice to the Church Council. 
In the event the Pastor cannot take that time off within the 30 days, the Church Council may 
approve an extension.  

5. Accrued PTO (Vacation/Personal Leave) 

1. The Pastor shall accrue paid vacation at the rate of 10 hours per month, equal to 120 hours 
per year. 

2. Accrual begins on the Pastor’s employment date. 

3. Accrued PTO may be used after 180 days of service, subject to ministry scheduling and 
approval. In the event the Pastor needs to take PTO prior to 180 days of service, the Church 
Council will determine approval.  

4. PTO shall normally be recorded in eight-hour increments. 

5. For tracking purposes, one vacation week equals 40 hours, even if it includes a Sunday. 

6. For every five consecutive years of service, the Pastor’s accrued PTO shall increase by 40 
hours.  

7. Only 40 hours of unused PTO may be rolled over to the next year of service. Excess unused 
hours will be paid out. This payout may be paid in cash or paid into his retirement account. 

8. If the payout is made to the Pastor’s retirement account, it will be an employee contribution.  

9. The Church encourages the Pastor to use vacation regularly for rest rather than allowing large 
balances to accumulate. 

6. Leave That Is Not Counted as Vacation 

The following shall not be deducted from accrued PTO unless specifically designated otherwise in 
writing: 

1. The Pastor’s regular weekly time off.  

2. Approved ministry conferences, conventions, retreats, or denominational meetings attended 
for church benefit 

3. Jury duty 

4. Bereavement leave approved by the church 

5. Sick leave or medical leave provided under Section 13. 
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7. Scheduling and Approval of Vacation 

1. The Pastor shall request vacation dates in writing, whether by email, text, or written notice to 
Church Council.30 

2. Vacation requests of up to 40 hours should ordinarily be submitted at least  30 days in 
advance. 

3. Vacation requests of more than 40 hours or involving major church dates, should ordinarily be 
submitted at least days 60 in advance. 

4. Vacation shall be approved by the Church Council. 

5. Because the church is small, the Pastor should ordinarily avoid scheduling vacation during: 

o Holy Week/Easter 

o Christmas Eve/Christmas services 

o Vacation Bible School 

o revival meetings 

o major outreach events 

o other key dates already placed on the church calendar 
unless the Church Council gives approval 

6. More than two consecutive Sundays away should receive specific approval from the Church 
Council. 

8. Preparation Before Leaving for Vacation 

Before leaving for vacation, the Pastor shall make reasonable efforts to prepare the congregation and 
Church Council. This preparation should ordinarily include: 

1. Confirming who will preach, teach, or otherwise cover Sunday services during the absence 

2. Coordinating with deacons, worship leaders, ministry leaders, and office volunteers as needed 

3. Providing the appropriate church leader with the dates of absence and a reliable emergency 
contact method 

4. Informing the congregation in a simple and appropriate way, normally through bulletin notice, 
verbal announcement, or both, especially if the absence includes a Sunday 

5. Making sure urgent pastoral matters already in process are either addressed beforehand or 
clearly delegated 

6. Briefing the appropriate leaders regarding any member or family facing a serious illness, grief, 
hospitalization, or crisis 

7. Setting an out-of-office message or other practical notice if needed 

8. Ensuring that routine church business needing immediate attention is handed off appropriately 

The Pastor is not required to share unnecessary private travel details with the congregation. The 
church only needs sufficient information for communication, accountability, and emergency contact. 
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9. Congregational Communication Before Vacation 

When the Pastor is away, the congregation should ordinarily be told: 

1. The dates the Pastor will be gone 

2. Who will preach or lead services 

3. Who should be contacted for urgent pastoral needs 

4. That non-emergency matters will wait until the Pastor returns 

This communication should help the congregation feel cared for and prepared, while also protecting 
the Pastor’s rest. 

10. Coverage During the Pastor’s Absence 

1. During approved vacation, the pastor will designate a member or members of the Church 
Council to serve as the first point of contact for church needs. 

2. Guest preachers or pulpit supply should be arranged in advance whenever possible. 

3. Hospital visits, funerals, or crises that arise during the Pastor’s absence may be handled by: 

o another local pastor, 

o designated church leadership, 

o or the Pastor himself if he voluntarily chooses and circumstances reasonably allow. 

4. The Pastor is not expected to handle routine church matters while on vacation. 

5. Church members are expected to honor the Pastor’s vacation as genuine rest time, not remote 
work. 

11. Weddings, Funerals, and Special Requests During Vacation 

1. If a wedding, funeral, memorial service, counseling request, or other ministry event arises 
during approved vacation, the Pastor is not presumed available. 

2. If the Pastor voluntarily agrees to assist during vacation, that assistance shall be considered 
above and beyond normal expectations. 

3. If substantial ministry duties are performed during a scheduled vacation period, the Pastor and 
Church Council may agree to restore an appropriate amount of vacation time. 

12. Sick Leave and Bereavement 

       1. Sick Leave will be granted at 40 hours per year.  

       2. Sick Leave is a non-paid benefit and will not be paid out or rolled over from year to year. 

       3. Any additional Sick Leave above the 40 hours may be granted at the discretion of the Church  

           Council.  

       4. Bereavement will be granted on a case-by-case basis by the Church Council. 

13. Recordkeeping 

1. The church clerk and treasurer will keep a written record of all accrued and used PTO, Sick 
Leave, and Bereavement.  
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2. The Church Council will review the Pastor’s accrued PTO balance annually. 

14. Separation from Service 

If the Pastor’s employment ends, accrued and unused PTO will be handled in accordance with this 
policy.  

15. Review and Amendment 

1. This policy will be reviewed every three years or as deemed necessary by the Church Council. 

2. Any amendment to this policy must be approved by the Church Council and authorized by the 
church members in a properly announced business meeting. 

3. No amendment can reduce accrued PTO. 

16. Adoption by Quorum 

Adopted by First Baptist Church of Crescent City on: __________________ 

Church Council Member: ______________________________ 

Church Council Member: ______________________________ 

Church Council Member: ______________________________ 

Church Council Member: ______________________________ 

Church Treasurer: _____________________________________ 

Church Clerk : ________________________________________ 

Pastor: ________________________________________________ 

 


