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

Please note there are many ways to draft a PTO policy for compliance with Oregon’s Sick Leave law.  This is purely one sample among many.

Paid Time Off

The Company provides all employees with paid time off to take vacations, cover illnesses, or for any other personal reason.  This time off is provided to all employees in compliance with Oregon’s statewide sick leave law. This time is provided annually on January 1st. New employees will receive a prorated amount of PTO based on their hire date.

	Length of Service
	PTO Annual Award

	0-2 Completed Years
	40 hours

	3-6 Completed Years
	80 hours

	7 or more Completed Years
	120 hours



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.

For purposes of Oregon Sick Leave, each year only 40 hours of your PTO will be protected for a qualifying reason under the Oregon Sick Leave law.  (OPTION:  For purposes of Oregon Sick Leave, only the first 40 hours of PTO are protected under the Oregon Sick Leave law regardless of the reason for your use of PTO.)  Unused PTO does not carryover from year-to-year.

Qualifying reasons for Oregon Sick Leave are as follows:

· Illness, injury, or health condition, including time off for medical diagnosis, care, treatment, and preventative care for:
· Yourself, or
· Your family member.
· For qualifying reasons under the Oregon Family Leave Act (OFLA) or Paid Leave Oregon (PLO) regardless of whether the employee is eligible for PLO or OFLA leave and regardless of whether the company is a “covered employer” under OFLA.
· For qualifying reasons under Oregon’s domestic violence, harassment, sexual assault, bias crime or incident or stalking law.
· In the event of a public health emergency, such as the following:
· Closure of your place of business, or the school or place of care of your child, by order of a public health emergency;
· A recommendation of a public health authority or a health care provider that you or your family member’s presence in the community would risk the health of others;
· Your exclusion from the workplace under any law or rule that requires your employer to exclude you from the workplace for health reasons, such as:
· If your workplace or home is subject to a Level 2 or 3 evacuation order, or
· A public official has determined that the air quality or heat indexes at either your work location or home are at a level where continued exposure to such levels would jeopardize your health.
· Effective January 1, 2026: For blood donation by you made in connection with a voluntary program approved or accredited by the American Association of Blood Banks or the American Red Cross.

[bookmark: _Hlk150440433]For the purposes of Oregon Sick Leave, family member means the following: An employee’s spouse or domestic partner, the child of an employee or the child’s spouse or domestic partner, the parent of an employee or the parent’s spouse or domestic partner, the sibling or stepsibling of an employee or the sibling’s or stepsibling’s spouse or domestic partner, the grandparent of an employee or the grandparent’s spouse or domestic partner, the grandchild of an employee or the grandchild’s spouse or domestic partner, or any individual related by blood or affinity whose close association with an employee is equivalent of a family relationship.

While you may take additional time for reasons that are covered under Oregon’s Sick Leave law, anything beyond 40 hours will not be protected under this law. PTO is required to be used in increments of at least one hour.  PTO is generally paid at your regular rate of pay. If you apply and are approved for Paid Leave Oregon (PLO), you may request, but are not required to use your PTO.	Comment by Author: Employers must clarify if employees are allowed to use their full amount of PTO for absences also covered under PLO or if they limit employees to supplement up to 100 percent of their wages. If limiting to a cap of 100 percent of employees wages, the policy will need to be further modified. 

You will receive a statement of your accrued PTO balance on each paystub.  Unused PTO is not paid out upon separation from the Company.
 
If the need for sick leave is foreseen, you should request the time off as soon as possible, preferably at least 10 days prior to the absence.  If the need for sick leave is unforeseen, you are required to call your supervisor prior to the start of your scheduled shift to report the absence.  If you are unable to do so, you are required to call your supervisor as soon as you are able to report the absence and provide a reason that you were unable to call prior to the start of your scheduled shift.  A failure to follow this reporting procedure may result in corrective action up to and including termination. 
 
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 corrective action.
 
If you are absent for any reason, you are required to use all accrued PTO before being allowed to take unpaid leave.
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