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Executive Summary 

 
A task force of the L’Arche USA Board of Directors, the Compensation Task Force began its work in 
September 2009 after its Mandate was reviewed and endorsed by the 2009 L’Arche USA General 
Assembly.  The task force has met almost monthly since then. 
 
In presentations to the 2009 and 2010 U.S. General Assemblies and in surveys with community 
leadership, the task force has confirmed that its primary goals are: 

 To recruit and retain quality assistants and other employees to L’Arche in the United States; 
 To honor the contribution already made by long-term employees in our communities; 
 To help ensure that L’Arche communities and L’Arche USA are abiding by all relevant laws regarding 

compensation;  
 To advocate, as necessary, for the integrity of our mission. 

 
The task force also confirmed that the approach it would take in its work on behalf of local L’Arche 
communities is to research and share relevant information and best practices on compensation and 
to develop model policies, practices, and advocacy positions, as needed.  The task force would 
recommend specific policies or practices to the Board of Directors, on behalf of L’Arche USA as an 
employer. 
 
Numerous surveys and interviews have been done with community leaders, board presidents and 
long-term employees of L’Arche across the United States over the past two years, as well as with 
leaders of other organizations who share similar values or mission to L’Arche.  They have told us 
about their principles, priorities, practices and concerns about compensation issues.  While never 
the highest reason that someone stays in L’Arche, compensation (ability to support myself and/or 
my family) ranked highest among L’Arche employees as a barrier to continuing in L’Arche.  Benefit-
related issues also were frequently mentioned as barriers. 
 
We appreciated receiving community responses about current community practices.  Many 
communities also sent copies of their human resource policies.  Unfortunately, we did not always 
receive sufficiently comparable information to reliably report on all current practices – especially 
concerning salaries and wages.  Nevertheless, the information provided did show that, among other 
findings: 

 Few communities have a formal salary scale, with clear salaries and wages for each position and by years 
of service. 

 Most communities reported basing salaries within different roles on years of service and scope of 
responsibilities, and within the same role on experience and longevity.   

o However, several communities appear to not give salary increases with additional years of 
service. 

 There is a range of practices and resulting values for calculating room and board for live-in employees.   
o Some of this variation may be related to cost of living within a geographic area. 

 Several communities do not yet have a retirement program for their employees. 
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Starting on page 20, this report proposes some recommendations and resources in these and other 
areas.  The task force notes, as a caveat, that while this report discusses some laws (such as wage-
hour laws) that are relevant to a compensation and benefits policy, it is not intended to be legal 
advice.  Each community is responsible for seeking advice from a qualified lawyer about how 
relevant laws apply to the community’s practices. 

 
Areas of Recommendation/Best Practices 
 
 The task force recommends that communities adopt formal salary scales that attempt to live out 

our principles in a balanced and realistic way, i.e.: 

o Meet or exceed federal and state minimum wage and hour laws 
o Consider both livable wage and market competiveness in setting pay rates/ranges 
o Recognize variable responsibilities and market conditions for roles within a community 

without creating large disparities between roles 
o Reward commitment (years of service) of our employees. 

 
 The task force recommends that each community have a funded retirement program. 

 
 The task force recommends that each community provide affordable health and dental benefits 

to all full-time employees and to part-time employees as it is able. 
 

 The task force recommends that communities – as they are able – consider additional benefits, 
e.g. disability insurance and group term life insurance, to encourage longer-term commitment.   
 

 L’Arche USA should explore the feasibility of offering nation-wide benefit plans that 
communities could adopt on an optional basis. This effort is already underway. 
 

 L’Arche USA should work with communities to ensure a consistent practice for treatment of 
AmeriCorps members, other volunteers who receive a stipend, and foreign assistants. 

 
 The task force recommends that L'Arche USA explore becoming a recognized Voluntary Service 

Program to facilitate the welcoming of assistants on B-1 visas. 
 

 The task force recommends that each local L’Arche board and the national board establish a 
human resources committee, or otherwise ensure that the key responsibilities of such a 
committee are carried out by their respective board of directors. 
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A.  Background and process 

1.  Task force mandate and members 

Goals 
1. To recruit more high-quality assistants and employees to our communities and to L’Arche 

USA 
2. To foster longer-term commitment and relationships within our communities and L’Arche 

USA 
3. To honor the contribution of long-term members of L’Arche 
4. To ensure adherence to all relevant laws affecting compensation 
5. To be prepared to advocate, as necessary, to ensure the integrity of our Mission. 
 
Objectives 
1. To understand and share, as helpful, the current practices across the U.S. 
2. To understand and summarize all relevant laws 
3. To develop model policies and practices that are in keeping with our principles and promote 

our goals 
4. To develop advocacy positions and plans, as necessary for future legislation. 
 
Members 
Richard Hopp (L’Arche Noah Sealth), Chairperson 
Nancy Barnett (L’Arche Syracuse) 
Andrew Callahan (L’Arche USA) 
Maureen Costello-Shea (L’Arche Irenicon) 
Joan Mahler (L’Arche USA) 
Steve Nazaran (L’Arche Chicago) 
Benjamin Tayloe (former assistant; U.S. Justice Department) 
Vicki Washek (L’Arche Erie) 
Malcolm Young (L’Arche USA) 

2.  Language used and definitions 

 Employee:  An employee is hired by an employer to perform a specific job in return for 
compensation.  The employee is subject to the direction and control of the employer, 
including how, when, and where the employee works.  The classification “employee” does 
not include anyone who volunteers to provide services for the organization or anyone who 
is an independent contractor.  

 Exempt and non-exempt:   
o Non-exempt employees receive hourly wages and are subject to wage and hour 

laws, e.g., overtime pay, and usually serve in non-professional, non-supervisory 
roles.   Non-exempt employees are subject to all Fair Labor Standards Act (FLSA) 
provisions and are normally required to account for hours.  

http://humanresources.about.com/od/glossaryf/a/flsa.htm
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o Exempt employees are employees who, because of their positional duties and 
responsibilities and level of decision-making authority, are exempt from the 
overtime provisions of the Fair Labor Standards Act (FLSA).  Exempt employees are 
expected by most organizations to work whatever hours are necessary to 
accomplish the goals and deliverables of their exempt position. Thus, exempt 
employees typically have more flexibility than non-exempt or hourly employees 
regarding their work schedules.  Exempt employees are most often found in 
managerial, supervisory, professional, administrative, and functional leadership 
roles. 

 Volunteer:  A person who performs a service willingly and without pay. Within our L'Arche 
communities we have two types of volunteers: 

o Those who offer a service and receive no remuneration of any sort 
o Those who offer a service and receive a stipend to help cover their living expenses 

a. When the term "volunteer" is used in this document, it is referring to those 
who receive a stipend. 

 Member: 
o AmeriCorps member:  refers to individuals in L’Arche communities who have enrolled in 

the AmeriCorps Education Award Program.  
o L’Arche member:  refers to individuals in L’Arche communities who have requested to 

be, and have been approved as, members of a L’Arche community.  This report focuses 
on people as employees or volunteers of L’Arche, and does not consider issues of 
membership. 

o Salary:  Fixed amount of pay per week or month given to exempt employees.  (Salaries 
are usually paid twice a month.)  The level of salary is the same regardless of the 
number of hours worked.   

o Wage:  Payment for labor or services provided by a non-exempt employee.  Wages are 
paid per hour worked.  The minimum hourly wage differs among the states.  
Information on minimum wage by state is provided at 
http://www.dol.gov/whd/minwage/america.htm.  

 Compensation:  Salaries, wages and/or benefits paid in return for labor or services provided. 

 Living wage:  A concept from Catholic social teaching that is generally understood to be the 
minimum pay rate necessary for adult workers to maintain a basic living standard in a 
particular geographic area. 

 Living allowance:  A modest sum of money that is paid to help defray living expenses. The 
amount of money is the same each period, regardless of the number of hours served. 

 Stipend:  Similar to a living allowance, a stipend is "a periodic payment" generally provided 
as an honorarium to a volunteer to cover expenses. The stipend amount is the same each 
period, regardless of the number of hours served. 

 Room and board:  Lodging, utilities, and food provided for a fee or in exchange for specified 
duties or services.  The specific terms of the room and board arrangement will vary by 
entity. 

 Cost of living:  Average cost of basic necessities of life, such as food, shelter and clothing.  It 
is also thought of as the cost of purchasing the goods and services that are generally 

http://humanresources.about.com/od/glossaryf/a/flsa.htm
http://www.dol.gov/whd/minwage/america.htm
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understood to be included in an accepted standard level of consumption.  The cost of living 
varies depending on the given location.  

 Market competitiveness:  Reflects the amount of compensation necessary in a certain 
geographic area to attract a suitably qualified person for a particular job.   

 Vesting:  Refers to benefits in a retirement plan that cannot be forfeited on termination of 
employment or for any other reason. 

3.  Key laws relevant to L’Arche compensation 

 FLSA:  The Fair Labor Standards Act (FLSA) establishes minimum wage, overtime pay, 
recordkeeping, and child labor standards affecting full-time and part-time workers in the 
private sector and in federal, state, and local governments.  All employees of L’Arche 
communities in the United States must be compensated in accordance with FLSA.  
Additional information related to FLSA can be obtained through the Department of Labor 
website at http://www.dol.gov/compliance/laws/comp-flsa.htm.  

 ERISA:  Employee Retirement Income Security Act of 1974, as amended.  ERISA 
(www.dol.gov/compliance/laws/comp-erisa.htm) is a comprehensive set of laws (including 
labor laws and tax laws) governing retirement plans. 

 Immigration:  The process by which a non-resident enters another country on a temporary 
or permanent basis. Those who come to us from other countries to work as an assistant 
must go through an immigration process, obtaining a visa to allow temporary residence and 
worker status and abiding by all U.S. immigration laws. Our international assistants typically 
enter the country on a B-1 (temporary business-related visitor) or R (religious) visa. The 
following State Department website provides extensive information on visas:  
www.travel.state.gov/visa/visa_1750.html.   

 AmeriCorps:  A federal government program of national and community service created 
under the National and Community Service Trust Act of 1993.  L’Arche USA participates in 
AmeriCorps through its Education Awards Program (EAP), which provides service members 
with funding to defray education costs at qualified academic settings.  The L’Arche USA 
AmeriCorps EAP program is overseen by a Program Director at the national level.  This 
Director manages the recruitment of AmeriCorps candidates, refers each candidate to an 
appropriate site (a L’Arche USA community with a formal agreement to host AmeriCorps 
service members), and oversees the Site Supervisors at the host community.  Each host 
community is provided with a Site Supervisor Handbook that details the responsibilities and 
requirements of the program.  

4.  How we gathered input from L’Arche communities and other organizations  

Since beginning its work in September 2009, the Task Force conducted over 100 surveys and 
interviews with local and national L’Arche employees in the U.S., as well as with representatives 
of other organizations with which we share a common mission or organizational structure.  
Input was gathered as follows: 

http://www.dol.gov/compliance/laws/comp-flsa.htm
http://www.dol.gov/compliance/laws/comp-erisa.htm
http://www.travel.state.gov/visa/visa_1750.html
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September 2009 Survey of community leaders on current issues and priorities 

January 2010 Survey of community leaders and board presidents on 
principles to guide our work 

 14 communities and 2 projects responded 
April 2010 Survey of employees with 3+ years in L’Arche  

 71 employees responded from 12 communities 
June – October 2010 Phone interviews with employees with 10+ years in L’Arche 

 55 employees were identified as eligible to participate 

 45 employees agreed to be interviewed from 10 
communities and L’Arche USA 

 23 were assistants or house leaders and 22 were 
community leaders or had other administrative roles 

October 2009 –  
July 2010 

Phone interviews with representatives of other organizations, 
including: 
 L’Arche Canada 
 Jesuit Volunteer Corps 
 Habitat for Humanity 
 May Institute 

August –  
December 2010 

Detailed survey of community leaders on current community 
programs and practices 

 12 communities responded 
April 2010 – October 2011 Experts were consulted in:  

 Immigration Law 
 AmeriCorps 
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B.  Key Findings  

1.  Confirmation of L’Arche International’s compensation principles within the U.S. 
context 

In March 2008, the International Council of L’Arche approved a statement of “Principles for 
Elaborating a Remuneration Policy” for L’Arche International.  As a key early step for guiding our 
work of developing a model compensation program, in January 2009 the Task Force shared this 
document with each of our community leaders and board presidents to assess the extent to 
which our communities concur with these principles when applied in our U.S. context.   
 
In general, communities expressed a very high level of congruence with most of the principles 
in the International document, including1:  

a. L’Arche was founded on a call from God to share one’s life with people who have an 
intellectual disability.  This way of living involves personal commitment. (100%) 

b. L’Arche wants to do its utmost to enable its members to commit to their communities by 
creating favorable contexts for personal, spiritual and professional fulfillment.  For many 
members, L’Arche is also a job, which must provide the means to live a decent life, through 
a salary and benefits, lived out in the spirit of simplicity as described in the Charter.  An 
adequate remuneration package enables commitment and continuity in key roles that serve 
the community. (100%) 

c. L’Arche is founded on friendship with people with intellectual disabilities.  Freely-given 
relationships are an integral part of L’Arche. (95%) 

d. Salary policies aim to meet essential needs:  adequate lodgings, food, medical insurance, 
schooling for dependent children, training, leisure, a minimum amount of security for the 
future.  These needs are assessed in accordance with the points of reference in force in the 
country where the community is based. (95%) 

e. The laws in force in given countries are the minimum point of reference for drawing up a 
salary policy, in particular concerning non-discrimination, equality, equity and minimum 
wage.  (90%) 

f. Communities aim to fulfill their professional responsibilities with competence and skill. As a 
result, communities cannot be too out of step with the demands of the labor market.  
However, the policies aim to find a happy medium between this reality, the notion of 
service, and the need for internal and external mobility.  (86%) 

g. Salary policies also include a less tangible dimension that supports the spiritual and 
community journey:  training programs, retreats and other sessions organized by L’Arche. 
(86%) 

                                                           
1 The number in parentheses is the percent of respondents who indicated they strongly agreed 
or agreed with each principle. 
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h. Salary policies and the criteria that they are based on must be openly acknowledged and 
made available to all.  (80%) 

 
Areas from the survey of less congruence with the International compensation principles 
(fewer than 70 percent of respondents indicated they strongly agreed or agreed) reflect 
unease about the potential of imposed national standards, as well as concern about confusing 
membership and employment:   

a. The values of community life demand that salary policies avoid creating major disparities.  
Policies adopted on the national level. (60%) 

b. Levels of remuneration should be applied irrespective of member status. (57%)  (There were 
many comments expressing concern that the term member not be confused with 
employee.) 

c. Where several communities are in the same country, communities must seek coherence and 
equity to encourage mobility. (50%) 

2.  Current compensation priorities  

One of the first data points considered by this task force was a September 2009 survey 
completed by community leaders.  Community leaders were asked to articulate the most 
important concerns/issues each community was facing related to compensation.   Community 
leader responses regarding their most important concerns fell into several categories: 

 Fostering long-term commitment and relationships 

 Ensuring adherence to relevant laws 

 Preparing to advocate to ensure the integrity of our mission, and 

 Understanding and sharing best practices. 
 
Community issues and concerns related to fostering long-term commitment and relationships 
included: 

 Financial obligations in terms of salaries and benefits to long-term members who have given 
much of their life to L’Arche. 

 Strategies for encouraging longer-term commitment, i.e. how to support and sustain this 
commitment from both salary and benefit (particularly retirement) perspectives.  

 Approaches to attracting high-quality, competent people who are willing to share life in our 
community and to be able to compensate them so that each could make a vocation of 
L’Arche.  

 Strategies on a national basis to honor the contribution of long-term members of L’Arche. 

 
Eight of ten responding communities articulated issues and concerns related to ensuring 
adherence to all relevant laws.  Communities asked that several important areas be addressed: 

 What policies should be adopted regarding compensating volunteers in L’Arche? 

 How does L’Arche USA explore safeguards to respond to potential unionization? 
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 How does L’Arche USA ease the bureaucratic conflicts of individual communities that 
answer to several different entities? 

 What do current federal and state wage and hour laws require of us in terms of how much 
we pay people and we record our hours?  

 When are assistants “volunteers” vs. employees?   

 How should foreign assistants’ visa status affect their pay? 

 
Communities sought model policies and practices in several areas.  These included model 
compensation policies, expense allowances for individuals on B-1 visas, and how to handle 
immigration issues.  
 
Communities identified a need to work together with the task force to craft policies that honor 
core members, assistants, and the values and mission of L’Arche.  Communities also indicated 
that that it was critical that L’Arche USA and its individual communities work collaboratively to 
achieve this priority.  
 
Communities expressed a desire that the task force understand and share best practices.  While 
communities are well aware of the reality that state laws, financial realities (including 
government funding) and HR practices will vary across communities, they noted that sharing 
information can be helpful for all communities.  While they do not want to see the task force 
create a uniform standard, in a number of areas all communities indicated that they can benefit 
from looking at compensation together.  Communities realize that adjustments in compensation 
need to be made for the cost-of-living differences in various locations in the United States.  In 
addition, in order to retain individuals as long-term employees of L’Arche, it is important that 
long-term employees be able to support a family and plan for retirement.  

3.  Current community practices  

An extensive survey was sent to community leaders to gather information about current 
compensation practices.  The survey addressed factors such as wages and salaries; room and 
board; personnel policies; retirement; medical and dental insurance; work time and holidays; 
and other considerations.  Twelve out of sixteen communities responded.  However, some 
questions did not generate enough responses to make generalizations about all communities. 

a. Wages and salaries 

The task force is unable to provide a reliable summary of current salaries by position due to 
the low amount of responses and inconsistency of the information provided. 
 
Out of twelve respondents, only four indicated they have a formal salary scale.  When 
determining base salary, communities use various approaches, including salary scales, 
salaries tied to factors such as minimum wage, cost-of-living indicators, or competitive 
market value.  Communities also created salary ranges for specific positions, with points in 
the range determined by factors such as experience and level of responsibility.   
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Notwithstanding their different approaches in calculating salaries, there was a strong 
consensus among the communities that years of service and scope of responsibilities were 
the most important factors when determining salaries for different roles.  The most 
important factor in determining salaries within the same role is either experience or 
longevity in L’Arche.  However, there are a few communities that do not give salary increases 
with additional years of service. 

b. Room and board 

Communities also vary in handling room and board for live-in employees.    Some 
communities deduct room and board from salary.  The range of deductions is currently 
between $400 and $1,000 per month.  The methods for determining the deduction included 
using what core members pay the community, researching the local cost of living statistics, 
and using the actual costs.   

 
Other communities do not deduct room and board.  In some of these communities live-in 
employees receive the benefit of free room and board in addition to their salary.  In others 
the live-in employees receive a slightly lower hourly wage than live-out employees. 

c. Wage and salary-related personnel policies 

Many communities said that they would like assistance in crafting wage and salary- related 
personnel policies, including work time agreements (associated with determining what are 
work time, community time, and personal time) and sabbatical policies.  Only four 
communities out of twelve who responded to the survey have work time agreements, and 
only two out of twelve have sabbatical policies. 
 
An additional area to be considered regarding salary-related personnel policies relates to 
honoring years of service at other L’Arche communities when determining salaries and 
benefits.  Some communities explicitly state in their policies that they will honor the years of 
service in another L’Arche community when hiring a new employee. 

d. Retirement 

Eight out of the twelve communities that responded to the survey provide some form of 
retirement benefits.  Retirement plan details differ among communities with respect to 
eligibility requirements and employee/employer contributions.  The most common plan 
design found in L’Arche USA communities makes employees eligible for participation after 
one to three years of employment, with a three percent employer matching contribution.  
Also, three out of the eight communities that offer retirement benefits do not allow 
employee contributions. 
 
Different forms of eligibility requirements include the employee’s years of service, level of 
pay, and number of hours worked per week.  Employer contribution practices include using 
defined employer contribution amounts, matching employee contributions up to a specific 
percent, and an employer contribution of a determined percent of the employee’s annual 
gross income regardless of employee contributions. 
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e. Medical/dental insurance 

Every community that responded to the survey indicated that it provides some form of 
health and dental benefits.  There are many different levels of coverage, with the primary 
variables being eligibility, deductibles, and dependent eligibility.  The majority of the health 
and dental plans are paid by the employer with a few requiring some form of payment from 
the employee. 
 
Eligibility requirements for health and dental coverage are centered on the full time/part 
time status of the employee and the waiting period before the employee becomes eligible.  
About half of the communities that responded require the employee to be employed full-
time and about half require a minimum of 20 to 25 hours per week.  Most plan designs make 
the employee eligible the first of the month after hire. 
 
Health insurance deductibles ranged from $0 to $1,300 per year.  One way in which some 
communities and L’Arche USA are dealing with the increasing costs of healthcare is by 
moving to a higher-deductible plan while helping to pay the employee’s deductible above a 
specific level.  Dental insurance deductibles ranged from $0 to $50. 

 
Almost all health and dental plans that were reviewed allowed employee dependents to join.  
Most plans require the employee to bear the additional cost, but there were a few 
communities that either help share the expense or cover it outright. 
 
The most common type of other benefits provided was short-term disability, vision, and life 
insurance. 

f. Work time/holidays 

Most communities have a defined paid time off (“PTO”) policy, but a few communities do 
not.  PTO programs differed greatly from community to community.  Some communities 
lump all the time away into PTO.  Others provide employees distinct allocations of vacation 
time, sick time, personal time and holiday time. 
 
Most PTO policies require the employee to work a specific number of hours to be eligible for 
vacation time; otherwise the employee is not eligible for vacation time or receives a prorated 
amount of vacation time.  PTO time was almost always tied to the number of years of service.  
Waiting periods to become eligible for PTO were usually between 90 days and one year. 

g. Other 

One final area that the survey addressed involves community policies on funding travel and 
registration expenses for community members to attend L’Arche functions and retreats.  Five 
of the nine communities who responded to this question cover all of these types of expenses.  
A couple of communities fund one retreat per year for each full time employee.  Others 
either do not have a formal policy or support what they can when the function or retreat 
occurs. 
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4.  Issues and concerns of medium- and long-term employees 

Long-term employees of all L’Arche USA communities were asked to complete a survey 
regarding their issues and concerns regarding commitment to L’Arche and compensation.  
(Anyone who had been part of L’Arche for three or more years was considered to be a long-term 
employee.)  This survey was completed by 71 individuals.  In addition, phone interviews were 
conducted with 45 of the longest-serving employees, i.e. those who had been part of L’Arche for 
10 or more years. Responding to these surveys and interviews were people in the roles of 
assistant, house responsible/leader, community/program coordinator, community leader and 
other roles in office administration. 
 
First, survey participants were asked to evaluate the reasons why they continue in L’Arche.  A 
major reason assistants who provide direct support to core members and community leaders 
continue in L’Arche is relationship with others.  Otherwise, there were significant differences 
among responses between assistants who provide direct support to core members and 
community leaders.  Assistants ranked "enjoy being with people who have intellectual 
disabilities" as the highest factor.  Community leaders ranked opportunities for spiritual growth 
as the highest factor and opportunities for personal growth quite highly.  Assistants who provide 
direct support to core members ranked opportunities for spiritual growth and opportunities for 
personal growth considerably lower than other respondents.  Living in community was ranked 
more highly by community leaders than by assistants who provide direct support.  
 
Survey participants were then asked to rank barriers to continuing in L’Arche.  “Ability to 
support myself” and “ability to support my family” were ranked highest as barriers.  Four 
subgroups of respondents (individuals with 3 to 5, 6 to 9, and 10 to 19 years of services and 
assistants who provide direct support) also ranked these factors highest.  Those with 20 or more 
years of service and community leaders ranked vacation and leisure time most highly as 
barriers.  Both of these groups then ranked ability to support the individual and ability to 
support family second and third.  Pensions, retirement, vacation and leisure time, and health 
insurance were also highly rated as barriers by all groups.  Housing support and support for 
formal training and education were not considered barriers.  Those with 10 to 19 years of 
service, along with those who provide direct service to core members, considered disability 
insurance benefits a greater barrier than community leaders and others did.  
 
Finally, survey respondents were asked to rate factors that should be considered in determining 
compensation.  Time in L’Arche and job duties were ranked highest by all groups.  Quality of 
work performed and compensation for similar positions in the local area were also highly ranked 
by all groups.  The age of the employee was ranked lowest as a factor to consider.   Respondents 
also ranked engagement in community life beyond formal responsibilities of role and the needs 
of the employee quite low.    

5.  Legal and public policy environment 

Communities face legal requirements that can vary according to the legal status of the staff 
person and the community’s location.  Although federal law has uniform applicability across the 
communities, the federal legal status of individual staff (e.g., employee, AmeriCorps member or 
foreign volunteer) and the community’s legal obligations regarding each staff can vary.  In 
addition, state and local laws and regulations can impose differing requirements, depending on 
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a community’s location.  For instance, communities will need to account for room and board 
and be clear regarding how staff hours are accounted for.  These issues are discussed in more 
detail immediately below.  However, please bear in mind that the scope of this report does not 
include providing legal advice. 
 
Each community is responsible for seeking advice from a qualified lawyer about how relevant 
laws apply to the community’s practices.  Further, as discussed in section C. 1. of this report on 
page 20, communities face important decisions independent of their legal obligations 
regarding their philosophical approach to compensation. 

a. Wage-hour compliance 

Communities are employers and must comply with federal and state wage-hour laws.  These 
laws require payment of a minimum wage to all employees who are not exempt from 
application of wage-hour laws, including payment of time and a half for overtime work, as 
defined.  The federal Fair Labor Standards Act sets a baseline for compliance.  States are free 
to impose higher standards with respect to the minimum wage rate, the types of hours that 
must be compensated, and how overtime work is determined and compensated.  If state law 
imposes a higher standard, the community must comply with that rule, even if federal law 
would be less onerous.   

1)  Exemptions 

Both federal and state wage-hour rules contain exemptions and exclusions from 
coverage.  If federal rules provide an exemption, but state law does not, then the federal 
exemption cannot be relied on.  The converse is also true:  if state law provides an 
exemption but federal law does not, then the exemption cannot be used.  
 
The following discussion of exemptions is not intended to undercut a community’s 
decision to pay employees a living wage, as discussed at page 20 of the report.  Rather, 
exemptions may provide communities more flexibility in determining how to pay living 
wages. 
 
Companionship Services:  One federal exemption that may be of value is the exemption 
from federal wage-hour laws for employees who provide companionship services, i.e. 
services that provide fellowship, care, and protection for a person who, because of 
advanced age or physical or mental infirmity, cannot care for his or her own needs.  
Companionship services may include household work related to the care of the aged or 
infirm person, such as meal preparation, bed making, washing of clothes, and other 
similar services.  Employees who provide companionship services may perform general 
household work if such work is incidental, i.e., does not exceed 20 percent of the total 
weekly hours worked.  It does not include services that are performed by trained 
personnel, such as a registered or practical nurse.  (April 2012:  Please note that a federal 
regulation to eliminate this exemption is pending.) 
 
Live-in Domestic Service:  Live-in domestic service employees are exempt from overtime, 
but not from the minimum wage requirement.  This applies only to employees rendering 
domestic service in private households.  “Domestic service” includes cooking and 
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cleaning services in a household.  Because it is unclear whether L’Arche communities 
constitute private households for this purpose, communities should be cautious in taking 
advantage of this exemption. 
 
Federal Exemption Considerations:  Assuming that either or both of these exemptions 
are available, communities should review whether the scope of work performed by 
different types of employees should be modified.  For example, assistants might be 
permitted to work up to 20% of the time on incidental household work, but be required 
to spend the rest of their hours performing “companionship services” for core members.  
Others might be employed to provide more household services and not be exempt from 
the wage-hour laws (but possibly may be exempt from the overtime requirement). 
 
State Exemption Considerations:  Even if a federal exemption (e.g., for companionship 
services) seems to be available, state law must be examined to determine if assistants 
must still be compensated under the state wage-hour laws for overtime and at the state 
minimum wage.  This report does not discuss state law, particularly because there are 
several states in which communities are located.  Individual communities need to consult 
with local legal counsel for a better understanding of how state and federal rules may 
interact.  See the list of sample questions for legal counsel in Appendix A to this report. 
 
State law may have exemptions or exclusions that, while different from the federal rules, 
may be combined with federal exemptions to exempt the community from some or all 
wage-hour compliance.  For example, Washington State has an exclusion from its wage-
hour laws for any employee whose job requires sleeping on the premises.  Since live-in 
assistants may have to sleep on the premises and be available during the night to care for 
core members, this suggests that they may qualify for this exclusion.  However, federal 
wage-hour rules might still apply (unless the companionship exemption is available). 

b. On-call employees 

Federal labor regulations state that employees who are required to remain on call on the 
employer's premises, or so close to those premises that they cannot use their time 
effectively for their own purposes, are working while on call.  Employees must be 
compensated for such time (unless an exemption applies).  On the other hand, employees 
who are not required to remain on the employer's premises but are merely required to 
leave word at their home or with company officials where they may be reached are not 
working while on call. 
 
L’Arche communities need to be able to care for core members who have needs during the 
night.  In communities that have assistants whose duties are to be up all night and be 
available to care for core members, the community clearly must pay for the entire shift 
worked under minimum wage rules (unless an exemption is available).  The more difficult 
issue is whether assistants who live in the community home are working if they are 
expected to get up during the night to care for a core member.  Clearly, absent an 
exemption, the assistant is working after getting up and must be compensated.  It is less 
clear how to treat the assistant while the assistant is sleeping.  If the assistant lives in a 
L’Arche home on a permanent basis, it is important to be clear what the terms of the 
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assistant’s duties are and whether the assistant is free to use his or her time for personal 
pursuits, as long as the assistant is available to care for a core member if a need arises. 

c. Volunteers 

Certain members of communities have U.S. visa restrictions that prohibit them from working 
as employees but allow them to work as volunteers.  Similarly, U.S. citizens may work as 
AmeriCorps members, or through Jesuit Volunteer Corps, Lutheran Volunteer Corps, or 
similar organizations.  Federal rules permit individuals to volunteer for religious, charitable 
and similar nonprofit organizations, such as L’Arche, without being subject to wage-hour 
rules, even though those organizations also employ individuals who must be compensated 
under federal minimum wage rules. 
 
Living Allowance:  The agreement between the community and the volunteer is key.  If it is 
clear that the individual has agreed to volunteer for the community, the fact that the 
community pays a reasonable living allowance to the volunteer to enable the volunteer to 
assist the community should not, in itself, cause the volunteer to be treated as an employee 
subject to wage-hour requirements.  Living allowances for AmeriCorps members and other 
service organization volunteers are discussed further at the Compensation of volunteer and 
foreign assistants section on page 27 below. 
 
Non-Displacement of Employees:  Another key consideration is that volunteers may not be 
used to displace employees.  In this regard, it is not appropriate for communities to convert 
someone’s status from an employee to an AmeriCorps member, or to have someone work 
first in the community as an AmeriCorps member as a requirement of becoming a paid 
employee.   Further, volunteers’ duties should be distinct from those of employees.  In the 
past, communities have had success distinguishing AmeriCorps members’ responsibilities 
from employees by including in the AmeriCorps members’ job descriptions and duties a 
specific requirement that they “enhance the mission” of L’Arche through discrete 
assignments, such as having a focus on announcing the existence and work of L’Arche in the 
wider city/town/community through service projects.    
 
Foreign Assistant Volunteers:  People from other countries who wish to come to the United 
States to serve a non-profit charitable organization such as L'Arche typically enter the 
country on a B-1 visa.  In this situation, the person is considered a volunteer and may only 
serve in an authorized “Voluntary Service Program” as approved by the Department of 
Homeland Security.  For this reason, the task force recommends that L'Arche USA should 
work to establish a Voluntary Service Program, thereby enabling L'Arche communities in the 
United States to welcome foreign volunteers.  The authorization process includes showing 
that the program meets the Department of Homeland Security definition of “Voluntary 
Service Program” and meets other criteria with regard to voluntary workers.   

 
B-1 Restrictions on salary and hourly wage: 
 
B-1 visa volunteers are not allowed to receive a salary or hourly wage. The community 
may provide room, board, and reimbursement of personal incidental expenses.  A small 
stipend may be given in lieu of reimbursement, but the types of reimbursable expenses 
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should be clearly identified and used as the basis for establishing the stipend amount.  
Volunteers may take short holidays, but living expenses for longer vacations are 
inappropriate as the reimbursement is intended for volunteer service to the community.  
 
Health Insurance for B-1 Visa Volunteers: 
 
Health insurance may also be provided to B-1 visa volunteers, if the insurer is willing to 
treat the volunteer as an employee for the purpose of obtaining coverage. 
 
Maintaining Copy of B-1 Visa: 
 
It is important for the community to get a copy of each B-1 visa holders’ I-94 card which 
specifies the length of the visa term, as the room, board, allowance and insurance 
should not be provided to the volunteer beyond the time they are legally in the country. 
 

Employees as Volunteers:  Employees may volunteer to assist the community without 
triggering compensation requirements for those volunteer activities only if the activities they 
volunteer to perform are not part of their regular job duties.  Thus, an employee of the 
community whose duties are primarily to take care of the community’s finances might be 
able to volunteer by helping care for a core member.  By contrast, an employee assistant 
whose normal duties involve caring for a core member is not likely to be treated as 
volunteering when caring for other core members.   

d. Paid Time-Off   

Communities should provide a reasonable amount of sick leave and vacation.  Communities 
need to document such policies in writing and communicate them to employees.  State and 
federal leave laws may affect policies.  For example, the Family and Medical Leave Act 
applies to employers with 50 or more employees within a 75-mile radius.  This may mean 
that many of our communities are not subject to the FMLA.  If it does apply, an employer 
must provide up to 12 weeks of leave after 12 months and the performance of 1,250 hours 
of work in a year.   However, this does not have to be paid leave. 
 
In addition, state laws may affect leave policies.  For example, some states require 
pregnancy disability leave, in which paid time off must be provided.  Vacation and sick leave 
may be used to satisfy this requirement.  Furthermore, the Americans with Disabilities Act 
(which applies to employers with 15 or more employees) may require a leave of absence as 
an accommodation, e.g. for rehabilitation of a back injury or to get medications in order.  
This does not have to be paid leave. 
 
Communities may wish to consider whether to combine sick leave and vacation into a single 
type of paid time off.  Employers tend to increase vacation but reduce sick leave as a means 
of reducing the disruption caused by misuse of sick leave.  Some states will require cashing 
out accrued vacation and paid time off, but not accrued sick leave.  In addition, communities 
may find that paid time off, without the provision of sick leave, discourages sick employees 
from staying home when sick, thus exposing vulnerable core members to illness.  A sample 
paid-time off policy is attached as Appendix B. 
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 C.  Areas of Recommendation/Best Practices 

Following are recommendations to the L’Arche USA Board of Directors for consideration. 

1.  Wages and salaries 

The task force recommends that communities adopt formal salary scales that attempt to live 
out our principles in a balanced and realistic way, i.e.: 

 Meet or exceed federal and state minimum wage and hour laws 

 Consider both livable wage and market competiveness in setting pay rates/ranges 

 Recognize variable responsibilities and market conditions for roles within a community 
without creating large disparities between roles 

 Reward commitment (years of service) of our employees. 
 
“Market Competiveness” and "Living Wage" represent alternative methods of establishing 
wages.  Cost of living is an important factor that will vary from area to area.  Both the Market 
Competiveness and Living Wage models account for costs of living.  However, another 
consideration is that supply and demand for workers sometimes cause pay for particular jobs to 
vary among locations that have comparable costs of living.  The Market Competiveness model 
accounts for this effect but the Living Wage model does not.  
 
Use of either the Market Competiveness model or the Living Wage model reflects important 
decisions about principles.  However, these models are not necessarily in conflict.  A community 
may decide to use the Living Wage model to establish a compensation floor while also 
accounting for market demands in determining compensation for certain staff positions.   
 
The value of room and board must be factored into calculation of wages for live-in assistants.   A 
data-based approach to calculating the value of room and board is recommended.  The table 
presented on page 23 provides information calculated by the living wage project at Pennsylvania 
State University related to the value of room and board in each of the areas where L’Arche USA 
communities are located, which may be useful in calculating the value of room and board for 
each community.  

a. Pay ranges among communities 

Costs of living contribute to differences in compensation among our communities.  Other 
factors causing community pay variations include:  (1) provision of room and board; (2) use 
of, and commensurate pay for, extended work weeks in some communities; and (3) 
additional support provided to some staff by religious orders to which they belong.   

b. Pay comparable with like providers? 

Representatives of some well-regarded nonprofit organizations serving persons with 
developmental disabilities told us how they establish pay.  Most typically, these organizations 
rely on Market Competiveness and calculate pay based on comparisons with salaries paid for 
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similar jobs in their area, using positions advertised on large websites such as Monster.com 
or information on provider salaries available on state agency websites. 
 

Conversely, faith-based organizations, such as Jesuit Volunteers and the National Association 
of Church Administrators (“NACA”), endorse the Living Wage model.  Living Wage 
calculations are available from various sources.  For example, NACA calculates a Living Wage 
based on the eligibility cutoff for the federal Food Stamps program for a family of three 
(130% above the federal poverty guideline).  Its 2010 Living Wage and hourly rate 
calculations were $23,808 and $11.45 per hour.  Wider Opportunities for Women, 
www.wowonline.org, has developed a Self Sufficiency Standard that reportedly is used in 
several cities, states, and by coalitions of community organizations.   Pennsylvania State 
University maintains a Living Wage calculator at http://www.livingwage.geog.psu.edu.  This 
calculator adjusts for costs of living among and in states.  As you utilize this living wage 
calculator, it is important to only consider the rates provided for one adult, as pay scales 
should not consider the personal circumstances of individual employees. 

 
Following is a description of the “Pennsylvania State University Living Wage Calculator”: 

 
In many American communities, families working in low-wage jobs make insufficient income to live 
locally given the local cost of living.  Recently, in a number of high-cost communities, community 
organizers and citizens have successfully argued that the prevailing wage offered by the public sector 
and key businesses should reflect a wage rate required to meet minimum standards of living.  
Therefore, we have developed a living wage calculator to estimate the cost of living in your community 
or region.  The calculator lists typical expenses, the living wage and typical wages for the selected 
location. 
 
The original calculator was modeled after the Economic Policy Institute’s metropolitan living wage tool. 
Users should know there are many researchers contributing tools and resources to the movement to 
achieve living wages. Diana Pearce at the University of Washington, Seattle is an important contributor 
to the living wage movement.  Her work provides an alternative calculator.  
 
Our tool is designed to provide a minimum estimate of the cost of living for low-wage families. The 
estimates do not reflect a middle class standard of living. The realism of the estimates depends on the 
type of community under study. Metropolitan counties are typically locations of high cost. In such 
cases, the calculator is likely to underestimate costs such as housing and child care. Consider the results 
a minimum cost threshold that serves as a benchmark, but only that. Users can substitute local data 
when available to generate more nuanced estimates. Adjustments to account for local conditions will 
provide greater realism and potentially increase the accuracy of the tool. As developed, the tool is 
meant to provide one perspective on the cost of living in America.  

c. Average pay for specific positions in specific areas? 

Although a community may favor a variation of the Living Wage model, some necessary 
positions, such as nurses or office staff, may be in such demand in a local area that a 
community will find it necessary to set pay according to market rates in order to recruit and 
retain these staff.  This may create unavoidable salary disparities, as well as an awkward 
dichotomy among staff.  Another issue is that different geographic areas experiencing 
similar general costs of living may nevertheless have different rates of supply and demand 
for particular positions that result in pay disparities in these positions among those areas. 

http://www.wowonline.org/
http://www.livingwage.geog.psu.edu/
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SELECTED WAGE AND ROOM AND BOARD STATISTICS 
BY L’ARCHE USA LOCATION 

(2/28/11) 
 

- From Pennsylvania State University Living Wage Calculator 
(www.livingwage.geog.psu.edu)  

 

Location Minimum Wage 
(Hourly) 

(1/01/11 - 
 Dept. of Labor) 

Living Wage 
for One adult 

(Hourly) 

Personal Care 
(Hourly)** 

Office/Admin. 
(Hourly)** 

Community/ 
Social Svc 
(Hourly)** 

Monthly Room & Board 
(Housing + food for one 

adult) 

Atlanta, GA 7.25 9.04 9.39 13.04 16.79 973 
Chicago, IL $8.25 $9.39 $10.60 $14.16 $19.02 $1,072 
Cleveland, OH 7.40 8.23 10.19 13.72 18.73 834 
Clinton, IA 7.25 6.76 8.89 12.20 14.82 613 
Erie, PA 7.25 7.28 10.13 13.40 17.19 721 
Haverhill, MA 8.00 11.64 12.44 15.81 19.94 1,169 
Jacksonville, FL 7.25 8.34 10.85 13.10 18.05 933 
Overland Park, KS 7.25 9.22 9.50 13.14 16.95 894 
Lynchburg, VA 7.25 7.48 10.18 13.19 18.34 726 
Mobile, AL 7.25 7.84 9.08 12.58 17.12 788 
Orange, CA 8.00 13.91 11.77 15.31 21.83 1,567 
Portland, OR 8.50 8.73 11.36 14.09 18.03 887 
St. Louis, MO 7.25 8.01 9.61 13.12 17.05 804 
Seattle, WA 8.67 8.82 11.75 14.95 18.79 1,015 
Spokane, WA 8.67 7.22 11.75 14.95 18.79 744 
Syracuse, NY 7.25 8.19 10.92 14.33 18.48 824 
Tacoma, WA 8.67 8.21 11.75 14.95 18.79 910 
Washington, DC 
Arlington, VA 

8.25 
7.25 

11.92 
11.64 

13.17 
10.18 

17.47 
13.19 

23.16 
18.34 

1,400 
1,400 

** Typical hourly market rates in this location 

http://www.livingwage.geog.psu.edu/
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d. Counting time:  community events, leave and retreat issues, nighttime hours 

Communities face issues in accounting for staff participation in community events, such as 
celebrations, formation, and regional gatherings.  The task force makes the following 
recommendations: 

1)  Required Training 

Communities should pay staff for all required training. 

2)  Spiritual Formations, Retreats & Community Events 

Communities should pay staff for formations, retreats and community events that staff 
are expected to attend. It is not necessary to pay staff who are not accompanying core 
members for attendance at events to which they have been invited – but are not 
required - to attend. 
 
Hours and schedules for formations, retreats and special events may vary from a typical 
work day, but staff should generally be compensated for a normal work day. See 
Appendix E for a Best Practice in clarifying expectations concerning compensation in 
these situations.  

3)  Nighttime Hours 

Assistants who are scheduled to work overnight are paid. Live-in assistants may 
occasionally be called upon to assist a core member during the night. Federal law in this 
matter is not clear.2  Communities should obtain local counsel concerning applicable 
state regulations.  Sample questions for local counsel may be found in Appendix A. 

e. Reward commitment (years of service) of our employees. 

Pay rates should factor in the years of service. The task force recommends that, when 
calculating years of service, communities include time spent serving other L’Arche 
communities. 

2.  Benefits 

a. Retirement benefits 

The task force recommends that each community have a funded retirement program. 
 
Consistent with its obligation to pay a living wage and to provide for the security of long-term 
employees, each L’Arche community needs to establish a mechanism to allow long-term 
employees to have a living income after they retire from serving in L'Arche. Applicable 
federal pension laws do not allow paying for retirement benefits on a "pay-as-you-go" basis, 

                                                           
2
 See the discussion on page 17 of on-call employees. 
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but rather require establishment of a fund to which contributions are made and from which 
benefits will be paid on retirement.  Complex labor and tax rules govern such arrangements. 
 
The task force recommends that each community provide a retirement plan for employees.  
The complexity and level of benefits provided may evolve over the life of the community.  
The recommended type of retirement plan would allow employees to save for their own 
retirement on a pre-tax basis.  In addition, the community would make contributions to the 
plan after one to two years of employment.  Over time, the value of these contributions with 
investment earnings would increase to a point that, hopefully, would provide sufficient 
retirement income upon retirement, when combined with Social Security benefits. 
 
Because communities are established as nonprofit organizations, they may be able to take 
advantage of tax-sheltered annuity programs offered by various annuity companies and 
retirement managers, such as Fidelity Investments.  Such arrangements would allow 
employees to save for retirement on a pre-tax basis. Tax rules restricting discrimination in 
favor of highly compensated employees would not apply to employee contributions. Where 
possible, communities should try to make contributions to encourage savings, including 
matching contributions and/or contributions allocated based on employee pay. 

b. Health and dental benefits 

The task force recommends that each community provide affordable health and dental 
benefits to all full-time employees and to part-time employees as it is able. 

 
As part of providing a living wage to employees, each community needs to arrange to provide 
health insurance coverage.  Because health insurance coverage can be quite expensive, 
communities should investigate options such as association health plans.  As recently 
enacted federal health care legislation goes into effect, health insurance exchanges may 
become available to reduce the cost of insurance to more affordable levels.  Before such 
exchanges become available, communities need to investigate ways to lower the cost of 
insurance.  This may include higher deductibles and co-pays.  While it may be reasonable to 
ask employees to pay part of the cost of such insurance, especially if they intend to have 
dependents covered under the community’s plan, the level of such premiums needs to be 
consistent with the ability of community employees to pay. Communities may need to pay a 
significant portion of monthly premiums. 

c. Other benefits 

The task force recommends that communities – as they are able – consider additional 
benefits, e.g. disability insurance and group term life insurance, to encourage longer-term 
commitment.   

 
Longer-term employees of communities are more likely to marry and have dependents that 
depend on the employee for regular income.  Insurance that provides benefits in the event of 
disability or death of the employee can offer a significant level of protection for dependents 
and make it possible for such employees to remain in the community.  This would enable the 
communities to retain experienced employees who can grow into leadership positions. 
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d. National plans 

L’Arche USA should explore the feasibility of offering nation-wide benefit plans that 
communities could adopt on an optional basis.   
 
This effort is already underway. The taskforce spoke with a few insurance brokers about the 
possibility of L’Arche USA supporting nationwide plans in the areas of retirement, workers 
compensation, volunteer health coverage, disability, and group life.  More research on the 
viability of these plans is needed, but the goal would be to offer plans to our communities 
that would offer economies of scale. 
 
L’Arche USA could potentially handle the implementation and administration of the plan 
while allowing communities to provide benefits they might not have been able to 
individually.  Participation by the individual communities would be voluntary.  A commitment 
of participation by a high percentage of the communities would be required to make this 
financially viable.  The next logical step would be to survey the communities and determine 
their current situation and interest in collective national plans. 

 

3.  Compensation of volunteers and foreign assistants 

L’Arche USA should work with communities to ensure a consistent practice for treatment of 
AmeriCorps members, other volunteers who receive a stipend, and foreign assistants. 
 
The task force recommends that L'Arche USA explore becoming a recognized Voluntary 
Service Program to facilitate the welcoming of assistants on B-1 visas. 

a. AmeriCorps members 

As discussed above, as the site for an AmeriCorps Education Award Program, L’Arche 
communities may provide compensation (in the form of a living allowance) and benefits to 
AmeriCorps members.  Compensation may not be in the form of a salary or hourly wage and 
must not exceed the maximum living allowance for the member’s level of award (full-time, 
half-time or quarter-time as pre-defined by the L’Arche USA program design).  The value of 
housing provided to live-in AmeriCorps members must be included in the calculation of their 
living allowance so that any stipend amount paid plus the value of housing does not equal 
more than the maximum living allowance. 

 
The stipend portion of the living allowance should be distributed based on the program 
design of the grant award so that all members within a community serving similar terms of 
service are receiving the same living allowance.  Generally, the maximum living allowance 
offered by a program is divided by the length of the service term so that stipend payments 
are spread out evenly throughout the term of service (such as weekly or bi-weekly).  The 
individual member contract should stipulate the expected term of service and amount and 
frequency of the payment -- not the total living allowance.   
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The stipend portion of the living allowance may not fluctuate based on the number of hours 
served in a particular time period and must cease when the member concludes a term of 
service.  AmeriCorps members cannot receive a “lump sum” payment if they are permitted to 
conclude their term of service before the originally agreed upon date or to make up 
payments if they enroll after the agreed upon program start date. 
 

Income Taxes:  L’Arche must withhold federal personal income taxes from AmeriCorps 
member living allowances, requiring each member to complete a W-4 form at the beginning 
of the term of service and providing a W-2 form at the close of the tax year. The AmeriCorps 
member must also comply with any applicable state or local tax requirements. 
   

FICA (Social Security & Medicare Taxes):  The community must pay FICA for any AmeriCorps 
member receiving a living allowance, and FICA must be withheld from the member’s living 
allowance. 
 

Additional information on the requirements of the L’Arche USA AmeriCorps program may be 
found in the AmeriCorps Site Supervisor Handbook, available from the Program Director of 
the L’Arche USA Educational Award Program. 

b. Other volunteer programs 

Other volunteer programs, such as the Jesuit Volunteer Corps, Francis Corps and the 
Lutheran Volunteer Corp, stipulate the compensation their volunteers are to receive. The 
sponsoring organization specifies whether or not they provide housing and health insurance 
coverage, the amount of a modest stipend to be provided to cover living necessities, and any 
other requirements of the L’Arche community (e.g., workers compensation).   Additional 
information on these volunteer programs is available through their websites at 
www.jesuitvolunteers.org, www.franciscorps.org and www.lutheranvolunteercorps.org.  It 
should be noted that volunteers who come to us through these organizations often may 
participate in the AmeriCorps Education Award program through their sponsor. 

 
Volunteers coming through programs such as Francis Corps and Jesuit Volunteer Corps are 
paid a living allowance stipulated by their sponsoring organization, so there is not necessarily 
a uniform living allowance for all volunteers.  

 
Likewise, some benefits, such as time off, are designated by volunteer sponsoring 
organizations and therefore may not be consistent for all volunteers in a community.   

c. Foreign assistants 

 B-1 Visas 
 

As noted above, international assistants on a B-1 visa are considered volunteers.  L’Arche 
B-1 volunteers typically receive room and board and a modest living allowance to cover 
basic living necessities.  To the maximum extent possible, B-1 visa holders should be 
treated the same way that a U.S. citizen serving as a volunteer is treated:  performing the 

http://www.jesuitvolunteers.org/
http://www.franciscorps.org/
http://www.lutheranvolunteercorps.org/
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same work and receiving the same time off and a living allowance in line with that of other 
volunteers in the community. 

 
 R Visas  

 
Assistants on a religious (R) visa are considered employees and are entitled to the same 
wages and benefits as a U.S. citizen or permanent resident doing the same work. 

 

4.  Role of boards of directors 

The task force recommends that the local and national L’Arche boards establish a human 
resources committee, or otherwise ensure that the key responsibilities of such a committee are 
carried out by their respective board of directors. 

 
It is critical that boards take an active role in addressing compensation policies and practices of 
the organizations within L’Arche USA.  The boards of L’Arche USA and each community should 
establish a personnel committee in concert with the community leader.  This committee should, 
at a minimum, be charged with ensuring the community is in compliance with all federal and 
state laws related to employee compensation, evaluating and implementing recommendations 
that result from the work of this taskforce, and leading the organizations’ efforts to improve the 
well-being and commitment of its employees. 

 
A copy of a model human resources committee charter can be found in Appendix C. 
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Appendix A: Sample questions for local legal counsel 

 

1. How should assistants be compensated for overnight work? 

(a) Are there any state exclusions from the wage/hour law? 
(b) How much time must be paid, is there a minimum number of hours? 

2. What constitutes someone being “on call”?   

(a) If someone is not paid while “on call”, how much must they be compensated if they 
have to provide care at night? 

3. What state exemptions are available for L’Arche assistants, such as the federal rule for 
companionship services and live-in domestic services?  Would state law prohibit or narrow 
the federal exemption? 

4. Paid-Time Off: 

(a) What does state law require? 
(b) Must vacation pay or paid time off be cashed out on termination of employment? 
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Appendix B:  Model human resources committee charter 

Model Human Resources Committee Charter 
 

Purpose 
 
The Human Resources Committee (“Committee”) is a standing committee of the Board of Directors 
(“Board”).  The purpose of the Committee is to recommend policies and provide oversight of the 
organization’s employee compensation programs to promote or ensure: 

 Faithfulness to the organization’s Mission and values;  

 Recruitment and retention of high-quality employees; 

 Fairness in the treatment of employees; 

 Stewardship of the organization’s resources; and 

 Adherence to all relevant laws affecting compensation and benefits. 
 
The Committee should not involve itself in the day-to-day implementation of these human resource 
policies and procedures, unless their advice is sought by the executive director/national 
coordinator/community leader (“executive director”). 
 
 
Membership 
 
The Committee includes: 

 two or more members of the Board (voting members) 

 Board President (ex officio, voting member) 

 Executive Director (ex officio, non-voting member) 

 other staff or volunteers, as needed (non-voting members) 
 
The Committee’s membership – including the Chairperson – is proposed by the Nominating 
Committee and approved by the Board. 
 
All Committee members serve for a term decided by the Board.  Committee members may be 
appointed to consecutive terms without limitation.  The Chairperson is appointed from among the 
active members of the Board. 
 
 
Responsibilities 
 
1. Principles and goals:  Drafts, for Board approval, a document outlining the organization’s 

principles and current goals that should guide decision-making related to human resource 
matters.  
 

2. Compensation policies:  Develops, for Board approval, a complete set of policies and 
procedures, including an employee manual, that outline how the organization provides and 
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ensures compliance on salaries, wages and benefits.  The policies and procedures should be 
reviewed and updated by the Board at least every two years. 
 

3. Pay scales and benefit levels:  Recommends to the Board, as part of the annual budget process, 
pay scales and benefit levels for the next year. 
 

4. Hiring:  Provides advice, as requested by the Executive Director, in the hiring of key staff 
members. 
 

5. Evaluation program:  Ensures that an evaluation is in place for all employees, and carries out – 
under the direction of the relevant regional or international leader who co-supervises the 
Executive Director – the evaluation of the Executive Director at least every two years. 
 

6. Succession plan:  Develop, for Board approval, a plan for succession of the Executive Director at 
the end of his/her final mandate, or in the case of unexpected departure.  This plan should be 
developed in consultation with the relevant regional or international leader who co-supervises 
the Executive Director with the Board. 
 

7. Grievances:  Develops, for Board approval, a grievance policy and procedures for employees of 
the organization.  Advises on specific grievance issues, if a part of the approved procedure. 

 
 
Procedures 
 
1. The Committee reports to the Board of Directors, and – in consultation with the Board – meets 

as often as it determines is appropriate to carry out its responsibilities. 
 
2. The Committee, working through the Executive Director, should seek out the opinions of senior 

leadership and other employees of the organization on policy issues concerning them. 
 

3. The Chairperson of the Committee, in consultation with the other Committee members, 
determines the frequency and length of Committee meetings, and sets the meeting agendas. 
 

4. The Chairperson ensures that accurate minutes are kept of each meeting, and are made 
available to the Committee members and Board President. 
 

5. With the approval of the Board, the Committee may work with consultants or delegate some of 
its responsibilities to a temporary task force. 
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Appendix C:  Sample salary grid 

 
Sample Salary Grid 

Here is a generic grid that can be modified to fit the particular needs and organizational structure of the 
community.  Establish the amounts for the various levels using “Minimum Wage,” “Living Wage,” and 
“Market Competiveness” information.  Amounts can be established as hourly wages, monthly stipends or 
yearly salaries, depending on community preference or the role/category. 

 
   

Assistant Minimum Level A Level B Maximum 

Live in {amount} {amount} {amount} {amount} 

Live out {amount} {amount} {amount} {amount} 

Relief / PRN {amount} {amount} {amount} {amount} 

B1, paid volunteer or  

AmeriCorps stipends (following 

legal requirements)  

{amount} {amount} {amount} {amount} 

 
 

Other roles Minimum Level A Level B Maximum 

Category 1 {amount} {amount} {amount} {amount} 

Category 2 {amount} {amount} {amount} {amount} 

Category 3 {amount} {amount} {amount} {amount} 

Category 4 {amount} {amount} {amount} {amount} 

Category 5 {amount} {amount} {amount} {amount} 

 
 
Important factors to consider in setting categories: 

 Scope of responsibilities of the role 

 Supervisory duties 

 Professional or educational requirements for the role 

 
Important factors to consider in placement at or between various levels: 

 Years of service or longevity  

 Prior experience; within L’Arche or professionally 
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Appendix D: Sample policies 

 
The task force received many policies from our communities, some of which are similar. The 
task force does not necessarily endorse the details of any one policy but offers the following as a 
sampling to illustrate some different elements and approaches: 
 

 Live-in assistant reasonable staffing agreement  

 Sample agreement clarifying expectations for compensating staff for time at training, 
retreats and conferences  

 Sabbatical policy 

 Paid time off (PTO) 

 Paid leave (paid time off, sick leave, bereavement leave) 

 Vacation, holiday and leave policy 

 Family leave policy 
 



35 
 

Live-in assistant reasonable staffing agreement 

 

L’Arche _________ is a faith-based community serving persons with developmental disabilities.  

A L’Arche home is based upon a life sharing model of residential services, whereby Assistants 

and persons with disabilities live together in a normal home setting.  In this shared home 

environment, it is sometimes difficult to delineate between work time and non-work time.  

Therefore, ___________________________ 

and L’Arche ______ mutually adopt this Assistant Agreement, which reasonably approximates 

the average monthly work expectations and compensation for the Assistant, consistent with 

Wage and Hour Memorandum 88.48. 

 

Ordinarily, you may engage in normal private pursuits and thus have enough time for eating, 

sleeping, entertaining, and other periods of complete freedom from duty, when you may leave 

the premises for purposes of your own.  As a live-in member of the community, there may be 

times when you are not on duty, but you choose to participate in community life and activities.  

Such hours shall not be considered work time and are not reimbursable under terms of this 

agreement.  It is, of course, difficult to determine the exact hours worked under these 

circumstances. 

 

It is agreed that 10 hours would be an accurate and reasonable estimate of the number of hours 

that you perform work for us each day (8 regular hours and 2 overtime hours daily), taking into 

consideration both your normal days along with days when emergency situations arise. It is 

agreed that you will work 5 days per week and have 2 days away per week. If conditions change 

and this agreement no longer reflects a reasonable estimate of the hours worked, again taking 

into consideration both normal days as well as emergency situations, it is imperative that this fact 

be brought to our attention immediately so we can negotiate a new agreement.   

 

As compensation for the above services, L’Arche ______ will pay you a salary of at least 

minimum wage (with overtime wages at 1½ times your normal hourly rate, as applicable) for 50 

hours per week. A Room & Board deduction of $315 will occur every pay period (from your 

gross wages).  This is based on monthly living expenses as follows:  $375 toward rent, $118 

toward utilities (electric, heat, phone, garbage, internet access), $110 toward food and household 

supply purchases, and $79.50 toward maintenance and repair, depreciation, and taxes (Total 

equals 682.50). 
 

 

 

             

   Employee’s Signature     Date 

 

 

 

             

   Director’s Signature     Date   
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Sample agreement clarifying expectations for compensating staff for time at 
training, retreats and conferences 

Approval to Attend Training/Conference/Retreat 
 

Employee: __________________________________________ Date: ______________________ 
 

 
Dates of Proposed Activity (including time need to travel to/from:  ___________________________ 
 
 
Location of Proposed Activity: _______________________ Requested Enrollment Fee:   __________ 
 
 
Method of Travel: _______________________ Requested Travel Reimbursement: _______________ 
 
 
 
Approval Signature s 
 
Approved Enrollment Fee:   _____________________   
 
Approved Travel Reimbursement:  ________________ 
 
Approved Number of Hours Away from Work: __________________________ 
 
Supervisor:  ________________________________________ Date: ____________________________ 
 
Community Leader (Designee): ______________________________________ Date: ________________ 
 
Employee Consent: 
 
I understand I will be compensated for each day during which I am attending approved training, retreat 
or conference at the rate of not more than {eight/ten} hours per day.  I accept the schedule and travel 
reimbursement approved by the Community Leader.  If I wish to extend the length of travel due to 
personal preferences I will be responsible for paying for any additional travel expenses and understand I 
will need to use Paid Time Off to cover those days away from work.  Approval of additional days away is 
subject to approval of my supervisor based on work schedules. 
 
Employee: _________________________________________     Date: ___________________________ 
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Sabbatical policy 

 

POLICY 
The intent of a sabbatical is for an Assistant to renew and deepen his/her vocation in L’Arche and for the 
community itself to be enriched as a result. 

 

PROCEDURE 
1. The Board of Directors approves all sabbaticals for Assistants according to their eligibility and 

available resources. 

2. For an Assistant to be eligible for a sabbatical, he/she must have been a member in good standing in 
L’Arche ______ for a minimum of ten years.  If the Assistant has been to a L’Arche Renewal, they are 
not eligible for a sabbatical for five years from the end of the Renewal.                   

3. When an Assistant comes from another L’Arche community, L’Arche ______ recognizes their years 
of membership in L’Arche.  To qualify and meet the requirements for a sabbatical, the Assistant must 
be a member of L’Arche _______ for four years. 

4. The length of time of the sabbatical is negotiated with the Board of Directors. 

5. The Assistant is responsible for half the cost of the sabbatical and is expected to return to the 
community, for a minimum two-year commitment, after the sabbatical.  In the event that the Assistant 
does not return to a L’Arche community, he/she is expected to repay L’Arche’s share of the cost of 
the sabbatical.  Terms of the payment or repayment can be negotiated with the Board of Directors 
(cost will not exceed annual salary).  Each situation is looked at individually. 

6. The Assistant and board will negotiate any continuance of medical insurance and pension plan 
benefits during the sabbatical. 

7. An Assistant is responsible for planning and budgeting his/her own sabbatical.  Assistants desiring a 
sabbatical must first be in dialogue with the Director.  Then the Assistant submits a written plan to the 
Personnel Committee and meets with them to discuss the plan.  If the Personnel Committee supports 
the sabbatical, they submit the plan, in writing, to the board with a recommendation that it be 
approved.  The Director will be updating the Regional Coordinator of Assistants who are requesting a 
sabbatical. 

 
The plan must include: 

a) Reasons for desiring a sabbatical 

b) Goals for the sabbatical 

c) Description of how the goals will be attained 

d) Suggestions as to how the sabbatical will enrich and expand the life of the community 

e) Name of the person who will accompany the Assistant during their sabbatical 

f) Method of Assistant accountability to the Director during and after the sabbatical 

g) Budget proposal for the cost of the sabbatical 
 
8. Upon the completion of the sabbatical the Assistant, Director and Personnel Committee will evaluate 

the time taken, in light of the plan that was approved. 
 
 
Approved______________________________ Date_________________________ 
   Board Member 
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Paid time off (PTO) 

 

 

L’Arche ______ provides eligible full-time and part-time employees with a paid time off 

(PTO) program for vacations, personal days, holidays and unplanned absences such as 

sick or personal emergencies. The PTO program provides flexibility to the employee by 

providing the ability to manage time off according to personal needs, while working with 

the supervisor for scheduling purposes. 

 

Eligibility 

 

a) All full-time and part-time employees are eligible to participate in the PTO program. 

Temporary status employees, PRN employees and contract employees are not eligible 

to participate in the PTO program. 

 

b) Eligible employees will begin accruing PTO hours upon the first day worked. Hourly 

employees are not eligible to utilize PTO time until they successfully complete the 

ninety (90) day introductory period. Utilization of PTO time for hourly employees is 

dependent on the successful completion of the introductory period, even if it is 

extended.  

 

c) Exempt employees may begin using PTO hours after completing thirty (30) days of 

employment.  
 

 

PTO Accrual and Calculations   
 

a) Employees accrue PTO hours on a prorated basis.  The calculation will be based on 

actual hours worked in each pay period up to a maximum of 80 hours.  

 

b) Hours that earn PTO include: 

 Regular and overtime hours worked up to a maximum of 80 hours in the pay 

period 

 Jury duty 

 Bereavement 

 Scheduled and Unscheduled PTO 

 Use of Extended Sick Bank  

 Unpaid hours for military leave, absence for reserve duty and time away from 

work covered under worker’s compensation 

 

c) Hours that do not earn PTO include: 

 Overtime hours in excess of 80 hours in a pay period 

 Severance 

 Unauthorized absence 
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 Leave of absence 

 

 

PTO Accrual Rate 

 

The amount of PTO benefit an employee receives is based on position, years of service 

and employment status. 

 

Full-time employees PTO benefit is based on the following chart: 

 

 

Completed years  Hourly Employees  Exempt Employees                

of service                                                                                                                        

 

  Less than 1 year  0 – 120 hours   0 - 160 hours  

 

  1 and 2 years   168 hours   208 hours 

 

  3 – 5 years   192 hours   216 hours 

 

  6 – 10 years   208 hours   232 hours 

 

  11 – 15 years   224 hours   248 hours 

 

  15 years plus   272 hours   272 hours 

 

   

 

 

PTO Usage 

 

All PTO must be recorded as either scheduled PTO or unscheduled PTO. 

 

a) Scheduled PTO is time off requested in writing, with a minimal of 48 hours 

advance notice of the scheduled work time.  Scheduled PTO is time off that is 

mutually agreed upon between the immediate supervisor and the employee.  

L’Arche home needs will be considered when approving PTO. Examples of 

scheduled PTO are time used for vacation, holidays and planned personal days.  

Scheduled PTO is not a chargeable absence regardless of the reason. 

 

Employees should make every effort to request the use of consecutive days of 

scheduled PTO at least 30 days in advance.   

 

b) Unscheduled PTO is any time off that is not requested in advance of the 

requested day according to L’Arche procedures and/or time off taken without 

prior supervisory approval, e.g. call-offs and personal emergencies. Unscheduled 
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PTO is subject to the policies governing attendance. 

 

d) Employees must report unscheduled absences to the immediate supervisor or 

designee as soon as possible and in accordance with departmental procedures.  

Excessive unscheduled absences or failure to comply with policy notice 

requirements may result in disciplinary action. 

 

e) PTO may be used in one (1) hour increments. 

 

f) An employee will be required to exhaust all PTO hours in their account before 

any uncompensated/unpaid time will be approved during scheduled work time. 

An employee will be required to exhaust all PTO hours prior to any requests for 

time off without pay including a leave of absence of three (3) or more consecutive 

days off.  

 

g) PTO may not be used to supplement days paid by Worker’s Compensation. 

 

h) Should L’Arche require that employees take time off, the employee is not 

required to use PTO time.  It is the employee’s choice whether or not PTO is 

used. If PTO is used for this reason, it will be considered “scheduled” PTO. 

 

i) Employees begin accruing PTO time with their date of hire. Every anniversary of 

the employee’s hire date an annual review of their PTO account is made which 

covers the prior 26 pay periods.  This is called the “employee’s benefit year”. 

 

j) Up to a maximum of one and one half times (1.5) the annual amount an employee 

receives in their benefit year may be carried in the PTO account. At no time 

during the benefit year can PTO accumulate beyond this amount. 

 

k) If there are any unused PTO hours in the employee’s PTO account at the time of 

their annual review, the employee will have two options to choose from in the use 

of those hours.   

 

 Up to a maximum of forty (40) hours may be placed in the Extended Sick 

Bank. 

 

 Up to a maximum of forty (40) hours may be cashed out under the guidelines 

for cash-out privileges. 

 

l) Upon separation/resignation of employment, all accrued and unused PTO is paid 

at current rate to an employee who has completed the introductory period and 

terminates employment with L’Arche. 

 

 

m) PTO time may not be used during the resignation notice period without the 

permission of the Executive Director. 
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n) In the case of the death of an employee, unused PTO will be paid to the 

employee’s beneficiary or estate. 

 

 

 

PTO Payment Calculation 

 

a) The PTO payment is equal to the number of PTO hours requested and approved, 

multiplied by the regular hourly rate and does not include any overtime or other 

adjustments.  

 

b) PTO will not be considered as time worked for the computation of overtime. 

 

c) An employee may not work and receive PTO pay at the same time. 

 

 

Position Transfers 

 

Employees transferred/promoted to job classifications with a different PTO accrual rate 

will earn PTO hours according to the new accrual schedule effective with the first full 

pay period following the transfer/promotion. 

 

 

PTO Management 
 

a) It is the responsibility of each House Manager to schedule PTO in a manner that 

ensures the effective operation of the home(s). 

 

b) It is the responsibility of the House Manager to communicate any home PTO 

scheduling guidelines to employees, so that each employee understands the 

guidelines in advance. 

 

c) It is the employee’s responsibility to manage his/her PTO balance to avoid the 

loss of PTO hours at the end of the employee’s benefit year. 

 

d) A House Manager is not required to approve and schedule PTO for an employee 

at the end of his/her benefit year to avoid potential forfeiture of employee excess 

PTO balances. 

 

 

Extended Sick Bank 
 

a) At the time of conversion to the PTO system, employees will be allowed to retain 

up to a maximum of 240 hours of accrued sick time in the Extended Sick Bank. 

 

b) Annually, employees with a balance of unused PTO may add up to 40 hours to 
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their Extended Sick Bank up to a maximum of 400 hours. 

 

c) PTO hours from the employee’s extended sick bank can be used only for the 

employee’s illness and will be paid at 80% of the employee’s current base rate of 

pay. 

 

d) For each extended absence involving a personal illness/injury of the employee, 

full time and part time employees must use the first three consecutive days off (24 

hours of PTO) from their PTO account before the employee can access their 

Extended Sick Bank.  Should the employee need additional paid time off after the 

Extended Sick Bank has been exhausted, the employee must use the PTO hours 

that are available. 

 

e) If the employee does not have any PTO hours in their account, the employee must 

wait until the third consecutive day off to begin receiving payment from the 

Extended Sick Bank for personal illness or injury. 

 

f) L’Arche will require the employee to provide a physician statement upon 

returning to work from a personal illness/injury involving three (3) or more 

consecutive days. 

 

g) Extended Sick Bank hours will be forfeited upon an employee’s separation or 

retirement. 

 

 

Cash Out Privilege 

 

a) At the time of the annual review of an employee’s PTO account, all PTO eligible 

employees may elect to cash out up to 40 hours of PTO. 

 

b) The cash out will be at the employee’s base rate at the time of payment. 

 

c) The PTO cash out will only occur if the employee has already used at least 40 

hours of PTO during the audited year. 

 

d) The election to cash out is irrevocable during the calendar year for which the 

election to cash out is made. 

 

e) PTO hours cashed out are considered a lump sum payment and therefore subject 

to a higher federal tax rate. 
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Paid leave 

 
PAID TIME OFF (PTO) 

 

Paid time off for full-time and part-time employees will be earned as follows: 

 

Beginning January 1, 2008, accrual of Paid Time Off (PTO) will be as follows: 

 Holiday and Vacation time as known previous to January 1, 2008, will be 

consolidated to Paid Time Off (PTO).  There will no longer be a need to take the 

holiday time within 30 days before or after the holiday since all PTO will be 

accrued each pay period as indicated below.  The accrual changes are inclusive of 

the previous six holidays per year. 

 During the introductory period, there is no accrual of PTO.  However, upon 

successful completion of the introductory period, you will be credited with the 

equivalent of the PTO accrual retroactively to the date of hire. (Accruals will be 

on the pay stubs but not eligible for using until the introductory period is 

completed satisfactorily.) 

 Assistants with prior experience in other L’Arche communities will receive credit 

for this prior service in L’Arche when determining eligibility levels of PTO.  

 Accrual of PTO will be on a bi-weekly basis with each payroll. 

 The following is the schedule for full-time Assistants and would be adjusted for 

part-time status based on the Employee Status: 

 

Based on anniversary date:  

 1-3 years of service  128hr/yr or 4.92hrs/pay period 

 4-5 years of service  168hr/yr or 6.46hrs/pay period 

 6-12 years of service  208hr/yr or 8.00hrs/pay period 

 13-20 years of service  248hr/yr or 9.54hrs/pay period 

 21+ years of service  288hr/yr or 11.08hrs/pay period  

 

Request for time off should be made in writing, (copy of the form available in the 

office), at least two weeks in advance of the date requested.  Ideally, one should 

request time off in the prior month of the time off since schedules will be completed 

in the last week of a month for the subsequent month. 

o As a rule, we will not approve PTO for two or more persons working in 

the same service at the same time.  The person whose request is received 

first will have their request approved first, providing they have enough 

time available and there are no other reasons to deny the request.  PTO 

may be denied, among other reasons, if you do not have enough accrued 

time, your time conflicts with another PTO, the work load does not 

accommodate your being away at this time, scheduled training or there is 

insufficient coverage available for the time requested.  Advanced PTO 

planning is your best plan of action! 
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 L’Arche believes it is healthy to take PTO and to relax, get away and rejuvenate 

for the challenges of the Assistant position.  A minimum of two weeks per year of 

PTO is seen as critical to a healthy lifestyle; therefore, you must schedule at least 

two weeks off for PTO. 

o As a standard practice, we expect Assistants will schedule with their 

House Coordinator plans at least two weeks off during the second half of 

their anniversary year, if they have not already had their two weeks off. 

o The Office will notify each assistant at the beginning of their anniversary 

quarter of the amount of PTO time which must be used by the end of that 

quarter. This provides amble time for the time to be used within the 

quarter.  Failure to use the PTO prior to the end of the quarter will result in 

a payout (50% rate) for the remaining PTO balances.  This policy will be 

strictly adhered to going forward.   

o  At the time of the Assistant’s Anniversary month, those Assistants who 

have taken their two weeks PTO and have remaining PTO, will have an 

option to present a written request to the Community Leader for a payout 

of unused PTO time.   

 This payout will be in the amount of 50% of the PTO rate at the 

rate of earnings during the accrual period. 

 No payout is available to an Assistant who has not taken the 

minimum of two weeks during the 12 months preceding the 

anniversary date. 

 Assistants who leave L’Arche will be paid out their PTO accrual in a separate 

paycheck with their final paycheck. 

 

SICK LEAVE 

 

1.) Full-time employees will accrue sick leave of 112 hours (14 days) per year, or 4.3hrs/pay 

period.  Part-time Assistants will accrue according to their employee status.  Accrual will 

be credited in the payroll period for the time worked.  

2.) Sick time will be accrued with each payroll and may be carried over year-to-year until a 

maximum of 320 hours is reached.  This maximum is adjusted for part-time employees.   

3.) Since this is a new maximum for 2010, employees who have earned more than this 

maximum will be allowed to grandfather the amount they have accrued as of 1/1/10 up to 

the 1000 previous maximum.  The grandfathered group will cap where they are as of 

1/1/10 and will not continue to accrue Sick Leave above 320 hours. The Grandfathered 

group is also advised if they use sick time that causes them to drop to or below the new cap 

of 320 hours; they are thereafter bound by the new cap limit of 320 hours. (Adjusted for 

part-time status) 

4.) It should be noted that people can use Sick Leave in conjunction with the Short Term 

Disability Benefit. 

5.) As of 1/1/10, in any calendar year, although sick leave has been limited to sickness of the 

assistant, this benefit is being expanded.  Assistants can use a maximum of 80 hours of 

accrued sick leave for immediate family illness or bereavement.  This maximum can be 

extended by the approval of the Executive Director by an additional 40 hours based on 

“special circumstances”.  (Adjusted for part-time status) 
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6.) An employee is not entitled to take any paid sick leave during their Introductory Period of 

employment; however it will be accrued upon successful completion of the Introductory 

Period. 

7.) Assistants themselves are expected to call their supervisor if they are ill to report their 

illness.  Such calls should give as much advance notice as possible in order to assist with 

alternate scheduling. 

8.) A doctor’s certificate may be required in support of any illness claim beyond three days. 

9.) Employees will not accrue sick time, if they are out on disability, workers compensation, 

maternity leave, FMLA, or extended leave of absence. 

10.) Sick time will not be paid out at the time of termination. 
 

BEREAVEMENT LEAVE 

 

Full-time employees may receive up to 40 hours leave for the death of an immediate family 

member, (parent (in-law, step), sibling (step), spouse, domestic partner, child (step), grandparent, 

and a person occupying the position of a parent or member of the household).  Part-time 

employees may receive this benefit pro-rated based on their employee status for one week paid 

time off for bereavement.   

 

The Assistant will notify the Head of House or Community Leader of the death.  Requests for 

bereavement leave outside the above-listed relatives must be discussed and approved by the 

Community Leader. 
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Vacation, holiday and leave policy 

 

The following policy is to serve as a guideline.  As with all community policies, it is the hope that it is 

lived out in a spirit of trust.  There is also an expectation that people will know themselves and their 

needs, and express them using the Rules of Cooperation.   

 

Vacation is a time of renewal and rest and a benefit for you and the community.  It is important to take it 

regularly.  Below is a breakdown of vacation and leave opportunities provided by L’Arche _______. 

Individuals becoming full assistants with L’Arche ______ after being an Jesuit Volunteer, Lutheran 

Volunteer or an assistant in another L’Arche community would start their vacation accrual at 10 days a 

year (available after 4 months). 

 

Vacation, sick and holiday time as well as bereavement and family leave are available to 

individuals who are regular employees (including assistants) who work a minimum of 20 hours 

per week.  Vacation, sick and holiday time is pro-rated for individuals who work less than full 

time (40 hours/week). 

 

 

 

Vacation, Holiday and Sick Leave 
 

Jesuit, Lutheran, and Mennonite Volunteers 

Time Away:  2 days per week  

   12 Holidays per year 

Vacation:  As designated in their contracts  

 

 

Live-in Assistants/ Live-Out Assistants/Employees 

  

Days Away:  2 days per week 

   This time cannot be accumulated. 

 

Vacation: 

0 – 4 Months No available vacation 
Time away, beyond regular days, is to be approved on an individual basis.  

   NOTE: Holiday time may be taken within the first four months  

(see Holidays information below). 

 

4 mo. –12 mos.  10 days  
   Vacation time accrued can be taken after 4 months.   
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Additional years 10 days plus 1 day of vacation per year of service up to a maximum of 30 

days (with two days off this is equal to 6 weeks). 

 

    

Holidays:  Holidays days/hours per year based on regularly scheduled work hours. 

   Holiday hours are set for those who work in the programs and office (except for  

Exempt positions).    

   Holidays are recorded on a person’s time sheet. 

 

   

The following are the 12 major holidays observed by L’Arche ______ and programs and 

the office are closed: 

 

   New Year’s Day  Memorial Day   Thanksgiving Day 

   Martin Luther King Jr. Day Independence Day  Thanksgiving Friday 

   Presidents’ Day  Labor Day   Christmas Eve Day 

   Good Friday   Veteran’s Day   Christmas Day 

 

 

Flexible holiday hours for those working/supporting in our homes must be taken at a 

time mutually agreed upon by employee/assistant and House Leader/Community 

Coordinator. 

 24 holiday hours are available every 3 months for those working 40 

hours a week. 30 hours for full time live-in assistants working 50 

hours a week. Holiday hours, like vacation, are pro-rated for anyone 

working less than 40 hours a week.  There are no paid holiday hours 

for on-call respite and those working less than 20 hours a week.   

Hours must be used within the 3 month period and do not carry over to 

next quarter.   

 Holiday hours are not accrued and must be used every 3 months are 

lost. 

 Holidays scheduled with the homes need to be noted on a ‘vacation 

request form’ and submitted to office with appropriate signatures. 

   

    

 

Vacation Use: Vacation days are accrued each month, but cannot be taken until an 

assistant/employee has been in the community for 4 months.  Exceptions to this 

policy can be discussed with the Community Leader.   

    

 Assistants are asked to refrain from taking vacation time around Easter, 

Community vacations and Community Weekend as these are important times to 

be together as a community.  We ask assistants to be particularly sensitive to the 

needs of the homes in the community and to take special care in working out 

vacation at the times. 
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 Combination of Vacations/Holidays more than 2 weeks in length must be 

approved by the Community Leader.  Vacation time is accrued up to the 

maximum annual amount.  Time unused during the year can be rolled over to the 

next year.  However, the amount accrued will not exceed the annual maximum 

accrual earned.   

 

Unused vacation time can be paid upon leaving the community up to the annual 

maximum accrual. 

 

 

Tracking: Vacation must be requested via the Vacation Request Form and approved by the 

appropriate coordinator at least one month prior to the actual vacation.  (See 

Vacation Request Procedure).  The Vacation Request Form time sheet is used 

by the Bookkeeper, who tracks vacation and sick leave through payroll. Available 

vacation days are reported on a person’s pay stub each month.   For those 

working/supporting in homes holiday hours need to be requested using this same 

form. 

 

 

Sick Leave:  1 day per month and can be accrued up to 60 working days 

 Sick leave is not paid when an assistant leaves the community. 

 Sick leave cannot be used as vacation leave.  If sickness occurs during 

vacation, allowances can be made in consultation with the Community 

Leader. 

 Twenty days of sick leave can be used to care for an ill family member with 

leave (unpaid) allowed at the discretion of the Community Leader. 

 Sick leave should be reported on your monthly time sheet.  Available sick 

leave is reported on a person’s pay stub each month. 

 Sick days over three days need to be accompanied by a physical’s note. 

 

Bereavement and Family Leave 

 

Bereavement Leave:   

 3 days of paid leave for immediate family members (parent, stepparent, 

sibling, spouse/partner, and child). In addition, up to 20 days of sick leave 

can be used for bereavement leave and additional (unpaid) leave allowed at 

the discretion of the Community Leader. 

 One day paid leave for friends/extended family. 

 

 

Family Leave to care for newborn or new adopted family member: 

 Individuals working as a regular employee/assistant for 12 months 

immediately prior to family leave have 6 week of paid leave available to 

care for a newborn or newly adopted family member.  A total of 12 weeks 

of leave is allowed depending on length of time in community.  This may be a 

combination of paid and unpaid leave. Married couples need to take leave 
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sequentially (though some time off together can be coordinated with the 

Community Leader).  A written request for Family Leave must be submitted 

to the Community Leader a minimum of 3 months in advance of requested 

leave.   

 

Unpaid Leave of Absence 

 

It may become necessary for an individual to take an unpaid (personal) leave of absence. Such a leave 

needs to be approved by the Community Leader.  A written request must be made to the Community 

Leader requesting unpaid/personal leave must be submitted a minimum of two months prior to personal 

leave (except in the case of an emergency).  No vacation or sick leave will be earned during personal 

leave and holidays will not be paid during this time.  An employee may be required to pay insurance 

premiums depending on length of personal leave.  There may be no guarantee of employment at the end 

of the personal leave.    
 

 

 

Approved-

_____________________________________________________Date_________________________ 
    Board Member 
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Family leave policy 

 

Eligibility 
Employees are eligible for Family Leave after one year of cumulative service at .5 or higher FTE. 
 

Qualifying Event 
- birth of a child 
- adoption of a child 
- foster care of a child 
- qualifying medical event (based on current state and federal FMLA standards) for the care of a 

dependent child 
 
Length of Leave 
Length of Family Leave is up to 12 weeks.   
 
Type of Plan  
Family Leave is a rolling forward plan.  The leave calendar begins the first day of leave. 
 
Paid/Unpaid Leave 

Years of Employment  Length of ½ Regular Salary Paid Leave 

One to two years of cumulative service at 
.5 or higher FTE  

Unpaid 

More than two full years or more of 
cumulative service at .5 or higher FTE  

12 weeks 

Employees must use eligible PTO for unpaid portion of their family leave. Up to 40 hours (pro-rated for 
part time employees) may be reserved for use after the leave. 
 
Health Insurance Premium 
L’Arche ____ will continue to pay the employer’s portion of the employee’s health insurance premium 
during the approved Family Leave.  The employee must arrange in advance for the payment of all 
premiums if the leave is extended for any reason. 
 
Scheduling 
L’Arche _____ and the employee will work cooperatively to schedule leave time taking into 
consideration both the needs of the person and the community.  Married couples need to take leave 
sequentially, though some time off together can be coordinated with the Community Leader. 
 
Family Leave Request Process 
The employee requesting Family Leave must provide notice to the Community Leader not less than 30 
days before the leave if the need for the leave is foreseeable.  Documentation of the necessity for the 
leave is required. 
 
Return to Work 
After returning from leave, the employee will be placed in an equivalent position with equal benefits, 
pay and other terms and conditions of employment.  Failure to return from Family Leave at the specified 
time will be grounds for administrative review and possible termination of employment. 


