Absence Requests (Vaction, Time-off, Ministry issues)
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Absence Request Policy


First, requests will be handled on a priority to needs of the Adventist Community Church first and will be checked against the master calendar.  Secondly, they will be handled on a first-come-first-served basis.


All requests need to be turned in on a timely manner, true emergencies excepted.


Two people from the same area cannot leave at the same time unless excepted for a particular trip.


Time off is given for the purpose of renewal, it is expected that everyone will come back renewed and not worn out so as to continue serving the church in a professional and excellent manner and not need time off while back at work.


All particulars of employee’s job need to be handled and not forgotten while away.


Requests must be turned in to Sr. Pastor – any exceptions must be approved by him.


All work related email should have an auto-responder on.
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Define Steps that you will take to assure you can leave with a clear conscience – all your stuff is finished, delegated, or a progress report turned in before you leave – as defined with the Sr. Pastor





End Request





Response sent via email





Declined □





Approved □





Received by Office □





Turn this form into the Sr. Pastor with plenty of time for approval of time off. (two months should be normal)








Today’s Date: 





What is going on in YOUR area of ministry during your absence? (meetings you will miss, appointments, events, etc.  PLEASE LIST ALL HERE.)
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Begin Request





□ Personal Vacation Time	□ Church/Conf. Related Travel □ Other Ministry Related: 





Define Reasons for Leaving








Date Leaving:       		Date Returning: 





Define what Dates you are requesting to be absent from the Church











