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PTO (Paid Time Off) and FTO (Flexible Time Off) 
request policy for News, Sports, 
Lifestyles/Custom Content and Training teams 
This policy is being established to set some basic ground rules for requesting time off to 
make sure it is fair, equitable and transparent for all of our staff.  

●​ PTO is awarded in hour increments (see PTO sheet below). Those employees 
working 10 hour work days should track their time carefully as 120 hours of PTO 
would be equivalent to 12 days off in the year versus 15 days if you were working 
8 hour shifts. 

●​ All time off will be granted in the order it was requested. 
●​ Time off needs to be requested three weeks in advance. If you have a last minute 

request, please contact your manager. 
●​ Up to 4 PTO/FTO requests for News and up to 2 PTO/FTO per team for Sports, 

Lifestyles, Custom Content  can be accommodated each day. 
○​ Anything submitted after that will be up to the scheduling manager’s 

discretion to approve or deny based on staffing needs and the 
circumstance. 

○​ On days with higher work volume, the manager has discretion to lower the 
amount of designers off that day. Mondays, Wednesdays and Fridays tend 
to have higher volume with our 3-day publications. 

○​ Training team designers fall under the team they will join.  
●​ PTO/FTO requests of 5 or more consecutive days need to be brought to the 

attention of the scheduling manager for approval when the request is submitted. 
●​ Schedules will be published no later than one week in advance.  

 
Best practices for requesting time off 
Please schedule your time off early. Days off are awarded through the fiscal year (see 
Lee PTO policy below) and last minute requests toward the end of the final quarter are 
not guaranteed. 

●​ You can check Microsoft Shifts (in your Teams app) to see requests from your 
other teammates. After the earliest requests for designers have been approved, 
any additional time off for that week will be approved when the final schedules 
are released. 

●​ If your time off request is no longer needed, alert the scheduling manager and 
delete the request from Shifts to free up availability for others.  

●​ If your time off request has been pending for more than a week, please check in 
with the scheduling manager to check on the status of your request if there is an 
immediate need to know if it has been approved or denied. 
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●​ All requests should be submitted through Shifts first. Once time off is approved, 
then submit the request in Dayforce. 

 
PREFERRED DAYS OFF 
Preferred days off are prioritized by the scheduling manager but are never guaranteed. 
Your scheduled off days or duties may change to cover PTO/FTO, sick days, holiday 
weeks and/or high volume weeks. If you need to guarantee one or both of your 
preferred regular days off due to an event or plans, you must make a PTO/FTO request, 
which will fall under the PTO/FTO rules listed above. 
 
HOLIDAYS​
(From the Lee employee handbook) 

 
 
Best practices  
All designers may be required to work some but not all of the holidays each year. 
Holiday weeks are treated as special circumstances and do not follow the PTO/FTO 
rules listed above. 

●​ Time off on holiday weeks will be mostly limited to your two regular days off plus 
the holiday. Some designers may be asked or required to work a 5-day week in 
order to maintain the high volume of work leading up to the holiday.  

●​ Any additional day off requests must be arranged and approved by the 
scheduling manager. 

●​ Employees who work four 10-hour days will be scheduled for four 8-hour shifts 
with one 8-hour holiday (either a paid day off or banked 8-hour holiday) during 
holiday weeks.   

●​ For holidays, a holiday ranking sheet will go out in the spring. Each employee 
should rank these days from 1 (highest priority) to 10 (lowest priority) for what 
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you would like to have off. Managers will consider ranks and staffing needs will 
determine how many requests can be granted.  

○​ Memorial Day 
○​ Independence Day 
○​ Labor Day 
○​ Thanksgiving Day 
○​ Black Friday (not a company paid holiday) 
○​ Christmas Eve (not a company paid holiday) 
○​ Christmas  
○​ New Year’s Eve (not company paid holiday) 
○​ New Year’s Day 
○​ MLK (for the next calendar year)  

●​ Holiday weeks will be blocked in Shifts from making days off requests. Any 
additional time off during the holiday can be requested directly to your manager.  

●​ Preferred regular days off may need to be changed on holiday weeks.  
 
Holiday pay options 
Employees are eligible for the following options for the company-recognized holidays. If 
you:  

●​ Work four days on the holiday week 
○​ You will be paid for the holiday in that pay period (4 days of work and one 

holiday) 
●​ Work five days on the holiday week, you can:  

○​ Bank the holiday day off which must be used within 45 days of the holiday.  
○​ Take the holiday pay instead of a banked holiday. You will be paid for 6 

days of work that week but it does not count as overtime.  
■​ FTO employees are not eligible to take the additional holiday pay. 
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