HOW TO USE THIS:  This template can be adapted to show employees the key benefits included in your organization’s compensation package.  These examples are not comprehensive and most are discretionary: the law does not set these types of benefits.  Check with an HR professional or attorney for state labor laws that apply to your organization.  Change the # of days listed as per your policies.  Delete any items that are not applicable, update the holiday schedule per your group’s practices.  Update this annually and give out to all new employees and all supervisors.

Sample

ORGANIZATION NAME 

– Benefits Summary 2012
See personnel manual for full details or ask your supervisor for more information.
Full time regular employees are eligible for the following:
I. Salary scale:  Base pay plus STEP RAISES / or SENIORITY RAISES of X% per year (Y% after 10 years).  Usually there is a COLA of x%-y% depending on inflation but this is approved annually during budgeting.  Other changes within the salary range depend on changes in level of responsibility.
II. Pension contribution: Employees may make contributions to a pension savings plan administered by _________________ (policy provider).  After one year, ORG matches employee contributions up to X% of base salary.

III. Health Plans and other kinds of Insurance

Health care: Full Coverage for the Employee and dependents; Employee may add spouse and have additional premium amount deducted from salary.
State mandated benefits (California): Workers Compensation Insurance, Unemployment Insurance, State Disability Insurance 
Other: Life insurance, Long term Disability Insurance
Paid Time off

IV.  Vacation leave increases with longer employment:
Year 1-2 employed 
Two weeks (10 days) paid vacation per year
Year 3-5 

Three weeks (15 days)

Year 6-10

Four weeks (20 days)
After 10 year 

Five weeks (25 days)
Prorated for part-time employees who work at least 20 hours per week.
Unused vacation can be accumulated up to a cap of 160 hours.
V. Paid Holidays (15 paid days off per year)  - Adjust to your groups’ holidays

New Year’s Day


Martin Luther King Jr. Day 


Cinco de Mayo


Memorial Day 



Juneteenth



Independence Day 

Labor Day



Thanksgiving Day and day after
Christmas Day


Annual Office Holiday (Dec. 26 – 30)
Other Time off
VI. Sick leave:  X days per year (most organizations give 6-10 days off per year)
VII.  Bereavement: 5 days for immediate family, may request 1-2 days for non-family
VIII.  Parental leave:  6 weeks (240 hours) paid leave for new child or adoption may be used intermittently within 3 years; Pay will be reduced by any state pregnancy disability benefits that the employee is eligible for. 
Family leave: 12 weeks unpaid leave, with full medical coverage continued; other benefits do not continue to accrue during the leave.
Health coverage continues during parental or family leave; vacation benefits do not accrue during leave.

NOTE:
Other restrictions apply as to how all these benefits accrue and how requests must be communicated and approved.  See personnel manual for full details.

