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	Sample Policy


This is a sample policy shared by a member and reviewed by MRA as an example based on the laws in effect at the time it was reviewed.  MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this document for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for the company's own use -- No further transmission or electronic distribution of this material is permitted. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation.
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 Paid Time Off Policies

Sample 1 – Sick Pay Policy 

NOTE TO EMPLOYERS: Mandatory paid sick leave laws have been enacted that apply to certain federal contractors and subcontractors as well as employers located in, and/or have employees who work in, various U.S. states, counties and cities. To ensure compliance, you should review all paid sick leave laws that apply to your organization and modify your policy accordingly. See MRA’s sample Paid Sick and Safe Leave Policy.
In general, sick pay policies should explain: how sick leave is earned or accrued (i.e., on a monthly basis, by pay period, after a certain amount of time, at the beginning of the year), the company’s policy for carrying, or not carrying, over time, how unused sick leave will be paid, or not, upon separation from the company, along with defining when proof of illness will be required. Some state laws can differ in terms of how sick leave should be applied. An example of a state difference for MN employers with at least 21 employees who offer sick leave benefits is included in this sample as an illustration. It is advisable to have legal counsel review final documents prior to implementation to ensure legal compliance.

XYZ Company recognizes that there are times when employees need to be absent from work due to personal illness or injury, therefore the following policy has been established for paid sick time for those purposes. In addition to personal illness or injury, paid sick time may also be used for medical, dental or eye appointments or when an immediate family member requires your personal care and attention due to illness.

Paid Sick Days

After <90 days> of employment, regular, full-time employees will accrue sick leave at a rate of <one-half day> per month. Regular, part-time employees are not eligible for sick pay and may be given the option to make up the time during the same standard work week that the absence occurred (where possible).  Our standard work week is defined as Sunday through Saturday. 
Sick leave pay will be based on a regular eight-hour day at straight time and at the employee's base rate. Sick leave can be taken in either full day or half day increments. Sick leave hours taken by an employee do not count toward the calculation of overtime for that work week. A sick leave absence of less than four hours in a day, or when not enough sick time has been accrued, will not be considered for payment under this policy. 

Pay Out 

To encourage good attendance standards, any unused sick leave will be paid out at the end of the year, and therefore cannot be carried over from year to year. Unused sick leave will not be paid out upon separation from the company for any reason.

Call-In Procedure

Employees are responsible for reporting absences to their immediate supervisor or Human Resources at least one hour prior to their start time.  This procedure also applies to consecutive absences. Voice mail messages are acceptable. Failure to follow these call-in expectations, or fraudulently abuse this policy, may result in disciplinary action, which could include termination. 

Administration
The Company reserves the right to require employees to provide a note from the doctor if the absence is three or more days.  Employees may be eligible for FMLA (if applicable) or short-term disability (if applicable).  For more information, please refer to those specific policies or contact Human Resources.

Minnesota illustrative example:

You may use sick days for absences due to an illness or injury to you or your minor or adult child, spouse, sibling, parent, parent-in-law, grandchild, grandparent or step-parent for reasonable periods of time. <If the employee has more than 160 hours of sick leave available during a 12-month period, the employer may limit the employee’s use of the sick leave to 160 hours for the illness or injury of family members other than a minor child.> Sick time may also be used for reasonable periods of time for the purpose of safety leave if you, your minor or adult child, spouse, sibling, parent, parent-in-law, grandchild, grandparent or step-parent are receiving assistance for sexual assault, domestic abuse or stalking or for time off to attend medical appointments, such as doctor or dental appointment.

Sample 2 – Paid Time Off (PTO) - Brief

Company XYZ offers paid time off instead of a traditional vacation/holiday/sick policy.  This is done so employees can use the time whenever needed.

Paid time off (PTO) is to be used for scheduled vacations and, if necessary, sick or personal or bereavement time.

The employee begins to earn PTO days after the first full month of employment.  Employees cannot use more than XX) days of unearned PTO during the first six months of employment.  (If allowed by state law) If the employee leaves the company prior to completing six (6) months of service, they will need to reimburse the company for any PTO for which they have been paid.  PTO time is not earned while an employee is on leave. PTO days can be carried over, capped at XX hours per year.
Full-time employees accrue XX PTO days per month. This is a total of XX PTO days per year.  After XX years of full time employment, employees will earn XX days of PTO.
Part-time employees, under 40 hours of assigned work per week, will earn XX days of PTO per year.  After XX years of part time employment, employees will earn XX days per year.
Any unused PTO days will be paid out to the employee upon termination.
When using PTO, we ask that the employee plan as far ahead as possible (minimum 2 weeks if possible).
Sample 3 – Paid Time Off (PTO) – Detailed Accrual Based on Tenure and Schedule
Purpose:  Paid Time Off (PTO) provides Full-time regular exempt and nonexempt employees with a periodic accrual of hours to be used as paid time off for vacation, sick leave, emergencies or for any other personal reason.

· Each full-time employee will accrue PTO hours on a bi-weekly schedule (per pay period) based on length of service (original date of full-time status). Credited hours will be rounded out two decimal points.

· Full-time employees working a reduced work hour schedule (FT30) will accrue PTO hours at a corresponding accrual rate based on the number of hours worked (i.e., working a minimum of 30 hours, but less than 40).

· New employees and employees promoted to full-time status will begin accruing PTO hours on the first pay period of the month, following 30 days of full-time employment.

· PTO increases upon tenure date will occur on the pay period following the employee’s service anniversary date.

· PTO is available for use immediately upon accrual.

Maximum Accrual of PTO:

· Employees with FT30 status can accrue up to a maximum of 120 hours at any given time.

· Employees with FT40 status can accrue up to a maximum of 160 hours at any given time.

· No payments will be made in lieu of taking PTO, except for unused PTO in the case of separation. In the event of separation of employment, unused PTO will be paid.
PTO Schedule
FT30 Per pay period (26) accrual awards based on service:

	Years Tenure
	Per Pay Period Accrual
	Hours Annualized
	Hours Max Accrual

	0.00 – 0.99
	1.38
	36.00
	120.00

	1.00 - 1.99
	2.54
	66.00
	120.00

	2.00 - 4.99
	3.69
	96.00
	120.00

	5.00 - 9.99
	4.85
	126.00
	120.00

	10.00 - 10.99
	5.08
	132.00
	120.00

	11.00 - 11.99
	5.31
	138.00
	120.00

	12.00 - 12.99
	5.54
	144.00
	120.00

	13.00 - 13.99
	5.77
	150.00
	120.00

	14.00 +
	6.00
	156.00
	120.00


FT40 Per pay period (26) accrual awards based on service:
	Years Tenure
	Per Pay Period Accrual
	Hours Annualized
	Hours Max Accrual

	0.00 - 0.99
	1.85
	48.00
	160.00

	1.00 - 1.99
	3.38
	88.00
	160.00

	2.00 - 4.99
	4.92
	128.00
	160.00

	5.00 - 9.99
	6.46
	168.00
	160.00

	10.00 - 10.99
	6.77
	176.00
	160.00

	11.00 - 11.99
	7.08
	184.00
	160.00

	12.00 - 12.99
	7.38
	192.00
	160.00

	13.00 - 13.99
	7.69
	200.00
	160.00

	14.00 +
	8.00
	208.00
	160.00


Sample 4 – Paid Time Off (PTO) – Detailed Accrual Based on Tenure and Status
To provide flexibility in our time off benefit, Company XYZ offers employees a Paid Time Off (PTO) program.  The PTO program combines vacation, sick, and personal time off benefits into a single time off allotment.  This allows eligible employees to take time off without loss of pay or benefits.  All full-time and part-time team members scheduled year round (with the exception of Vice Presidents and above for which PTO does not accrue) are eligible to use PTO upon accrual.

PTO accrues based on employment status, years of service, and hours paid.  Eligible team members earn PTO time for each payable hour up to a maximum of 80 hours per biweekly pay period.  Payable hours include hours worked, PTO, holiday, floating holiday and bereavement.  PTO time will not accrue during unpaid time off or during an approved leave of absences lasting longer than 30-days. 
The following schedules depict PTO accrual rates and the maximum that you may accrue in your PTO balance.  You will accrue no additional PTO time until the balance falls below the maximum.

	Full-Time, Non-Exempt

	Years of Service
	Accrual Rate Per Hour
	Maximum PTO Balance

	< 1 year
	.0385
	10 days (80 hours)

	1-4 years
	.0577
	20 days (160 hours)

	5-7 years
	.0769
	25 days (200 hours)

	8+ years
	.0962
	30 days (240 hours)


	Full-Time, Exempt

	Years of Service
	Accrual Rate Per Hour
	Maximum PTO Balance

	< 1 year
	.0577
	15 days (120 hours)

	1-4 years
	.0769
	25 days (200 hours)

	5+ years
	.0962
	30 days (240 hours)


	Part-Time, Non-Exempt

	Years of Service
	Accrual Rate Per Hour
	Maximum PTO Balance

	< 1 year
	.0154
	5 days (40 hours)

	1-4 years
	.0385
	10 days (80 hours)

	5-7 years
	.0615
	12.5 days (100 hours)

	8+ years
	.0769
	15 days (120 hours)


	Part-Time, Exempt

	Years of Service
	Accrual Rate Per Hour
	Maximum PTO Balance

	0-4 years
	.0385
	10 days (80 hours)

	5+ years
	.0769
	15 days (120 hours)


	Directors

	Years of Service
	Accrual Rate Per Hour
	Maximum PTO Balance

	0-4 years
	.0769
	25 days (200 hours)

	5+ years
	.0962
	30 days (240 hours)


Team members changing status from full-time to part-time or non-exempt to exempt will begin to accrue PTO time at their new rate effective the start of the pay period in which the change is processed.  This change will not affect the years of service unless the seasonal classification is involved.

Calculating PTO Accruals

To calculate the amount of PTO time you will earn in a pay period, multiply the number of paid hours times the per hour accrual rate from the appropriate chart, based on your years of regular service and employment status.  For example, if you have been with the company for two years, are full-time, non-exempt, and were paid 80 hours, you would accrue .0577 x 80 = 4.61 hours in the two week pay period.  Keep in mind that you cannot accrue more than 80 hours in one pay period.
Optional:

As allowed by law, all leaves of absence and PTO benefits run concurrently and may not be stacked for more time off than allowed under the most generous leave policy applicable to the employee’s situation.  Once PTO has been exhausted, the remainder of the leave of absence will be unpaid unless otherwise provided in the leave policy.
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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