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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Paid Time Off

Paid Time Off (PTO) may be used for time away from work for personal reasons, vacation, illness, or injury.  The accrual rate for PTO is based upon length of service according to the anniversary date of your employment.

Regular full-time employees are eligible for PTO and begin accruing time upon their date of hire.  PTO cannot be used until successful completion of the Introductory Period.  Regular part-time and project employees are not eligible to participate in this benefit.

Accrual Table

	Years of Service
	Hours
	Accrual Rate Month

	0-2
	45
	3.75 hours

	3-5
	90
	7.5 hours

	6 and up
	120
	10 hours



In order to use PTO, you are required to submit a completed request slip to your supervisor.  When the need for time off is anticipated, you should request PTO in advance.  Your supervisor will resolve any issues arising due to conflicts between requests for leave and business needs.
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If a holiday occurs during an approved PTO leave, the time will be considered a paid holiday and will not be deducted from accrued PTO.

You may carryover up to 80 hours of accrued and unused PTO on your anniversary date each year.  Anything over 80 hours will be forfeited. 

Depending on the circumstances, you may be required to provide a certification of your need for PTO from your medical provider or another appropriate person.  If you fail to provide a requested certification, you may be denied the use of PTO and/or subject to disciplinary action.

Upon separation from employment, employees will be paid for all accrued, unused PTO.  

Employees needing additional time off are required to submit the request to their supervisor.  This time off will be unpaid and is at the discretion of management based on operational needs.
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