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Paid Time Off
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	Purpose:
	To provide (ORGANIZATION) employees with paid time off. 

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees

	Definitions:
	· “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.

	For more information:
	n/a


Text of Policy:

(ORGANIZATION) provides employees with Paid Time Off (PTO) to be used for illness, vacation, or other events at the employees’ discretion.  Employees accrue PTO on a monthly basis; the employee must be employed by (ORGANIZATION) on both the first and last day of a given month to accrue time for that month.  
PTO begins to accrue after the first full month of employment but cannot be used until completion of the 90- day probationary period, except in extraordinary circumstances approved by the CEO.
	Eligibility
(Full-time/Salaried & Hourly Employees)
	ACCRUED PAID TIME OFF (PTO)
(Per Month)

	Year 1 – 3 
	12 hours of PTO

	Year 4 – 6 
	15 hours of PTO

	Year 7 +
	18 hours of PTO


Part-time employees (50% or more) accrue hours at a rate reflective of the percentage time they work per week in comparison to a 40 hour full-time week (i.e. an employee hired to work 20 hours per week accrues 50% of the hours that an employee hired to work 40 hours a week accrues).  
Paid Time Off accrues on the last day of the first full month of employment and the last day of each month thereafter.  No PTO may be used before it has accrued.
The maximum PTO accrual for employees is 240 hours.  Accruals will cease once the employee maximum accrual has been reached. Once the employee has taken PTO, and the accrual is below the maximum, accrual will resume.  Upon termination of employment, all unused PTO, up to the maximum accrual allowed, will be paid at employee’s current rate of pay. 

Requests for use of Vacation Time must be presented to the employee’s supervisor for approval, preferably at least two weeks before the time is to be used.  If multiple requests for use of Vacation Time are presented to a supervisor then it may be necessary to determine schedules on a first-come first-served basis in order to maintain the service level required of (ORGANIZATION).  Extended PTO will not be granted if in conflict with organizational needs.

PTO will not be charged to the employee when it falls on an agency-observed holiday.  
PTO may be used in quantities of hours less than 8 hours as long as the total hours for the day equals 8 (i.e. 4 hours of worked time, 4 hours of PTO or 2 hours of worked time, 6 hours of PTO). 
16 hours of PTO will be reserved for emergencies or illness only (i.e. an employee may not use PTO for vacation such that it would leave him / her with less than 16 hours of PTO).
Requests for cash in lieu of Paid Time Off will be paid in accordance with the following rules:

· PTO shall be paid at regular rate of pay in effect on date of the request.

· Employee requests for cash in lieu of PTO shall be made in writing and approved by the employee’s supervisor.

· Employee may be paid for a maximum of 240 PTO hours during the fiscal year.


