
Paid Time Off Company Policy 
 
 

1. Introduction 
 

At [Company Name], we value the well-being and work-life balance of our employees. 
This comprehensive Paid Time Off \PTO\ policy is designed to provide flexibility and 
support for our team members while ensuring the smooth operation of our business. 

 
 

1.1 Purpose 
 

The purpose of this policy is to outline the terms and conditions under which 
employees can accrue and use paid time off for vacation, personal days, and 
other non-work-related absences. 

 
1.2 Scope 

 
This policy applies to all full-time and part-time employees of [Company Name], 
unless otherwise specified in individual employment contracts or collective bargaining 
agreements. 

 

2. PTO Accrual 
 

2.1 Accrual Rates 
 

PTO accrual rates are based on length of service and employment status: 
 

Years of Service Full-Time Employees Part-Time Employees \20+ hours/week) 
   

0-2 years 120 hours \15 days) per year 60 hours \7.5 days) per year 
   

3-5 years 160 hours \20 days) per year 80 hours \10 days) per year 
   

6+ years 200 hours \25 days) per year 100 hours \12.5 days) per year 
   

 
2.2 Accrual Calculation 
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PTO is accrued on a per-pay-period basis. The accrual rate is calculated by 

dividing the annual PTO hours by the number of pay periods in a year. 
 

2.3 PTO Cap 
 

Employees can accrue up to 1.5 times their annual PTO allowance. Once this cap is 

reached, no additional PTO will accrue until some time is used. 
 

2.4 New Employees 
 

New employees begin accruing PTO from their first day of employment but are not 

eligible to use PTO until after completing 90 days of continuous employment. 
 

3. Using PTO 
 

3.1 Requesting PTO 
 

Employees must submit PTO requests through the company's designated time-off 
management system. Requests should be made at least two weeks in advance for 
planned absences of 3 or more consecutive days. 

 

3.2 Approval Process 
 

PTO requests are subject to approval by the employee's immediate supervisor or 
manager. Approval will be based on staffing needs, project deadlines, and the order in 
which requests were received. 

 

3.3 Minimum Increments 
 

PTO can be taken in minimum increments of one hour. 
 

3.4 Holidays 
 

Company-observed holidays that fall during an employee's PTO will not be 

counted against their PTO balance. 
 

4. PTO Carryover and Payout 
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4.1 Carryover 
 

Employees may carry over up to 40 hours \5 days) of unused PTO to the following year. 

Any excess PTO beyond this limit will be forfeited at the end of the calendar year. 
 
 

4.2 PTO Payout 
 

Upon voluntary termination of employment, employees will be paid for any accrued, 
unused PTO up to a maximum of 80 hours \10 days). Employees who are involuntarily 
terminated or who resign without providing proper notice may forfeit any accrued PTO 
payout, subject to state laws. 

 

5. Special Circumstances 
 

5.1 Extended Leave 
 

For absences extending beyond available PTO, employees may be eligible for 

unpaid leave or other types of leave as per company policy and applicable laws. 
 

5.2 Medical Leave 
 

Employees requiring extended medical leave should refer to the company's 

separate Medical Leave Policy or consult with Human Resources. 
 

5.3 Bereavement Leave 
 

In the event of a death in the immediate family, employees are entitled to up to 5 

days of paid bereavement leave, which will not be deducted from their PTO balance. 
 
 
 

6. PTO During Company Shutdowns 
 

During company-wide shutdowns (e.g., between Christmas and New Year's), 
employees will be required to use PTO unless otherwise specified by 
management. 
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7. PTO Abuse 
 

Patterns of unscheduled absences or misuse of PTO may result in disciplinary 

action, up to and including termination of employment. 
 

8. PTO Donation Program 
 

[Company Name] offers a PTO donation program allowing employees to donate 
accrued PTO to colleagues facing extraordinary circumstances. Details of this 
program are available in a separate policy document. 

 

9. Record Keeping 
 

The Human Resources department will maintain accurate records of PTO accrual, 
usage, and balances for all employees. Employees can access their PTO information 
through the company's HRIS system. 

 

10. Policy Amendments 
 

[Company Name] reserves the right to amend or terminate this policy at any time. 
 

Any changes will be communicated to all employees with reasonable notice. 
 
 

11. Compliance 
 

This PTO policy complies with all applicable federal, state, and local laws. In cases 

where this policy conflicts with applicable laws, the law will take precedence. 
 

12. Questions and Concerns 
 

For any questions or concerns regarding this PTO policy, please contact the 

Human Resources department at [HR Email] or [HR Phone Number]. 
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By implementing this comprehensive PTO policy, [Company Name] aims to foster a 
positive work environment that values employee well-being, promotes work-life 
balance, and enhances overall job satisfaction and productivity. 
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