Paid Time Off (PTO)
Accrual
No change
20 hours /month, 240 hours/ year with less than 5 years service





24 hours /month, 288 hours/ year with 5 or more years service

Usage

Exempt from Overtime (PAE)
Full day increments



Overtime Eligible (PAO)

Actual time used 



Annual maximum usage limit
No change, 240 or 288 hours

Sick Bank
Adding Time
  No change
Up to 96 hours of unused PTO at end of year



Using Time
  Exempt from Overtime (PAE)
Full day increments





  Overtime Eligible (PAO)

Actual time used

Carry Over of PTO to New Year
No change
240 hours with less than 5 years service









288 hours with 5 or more years service

Terminal Pay
No change
All PTO on books at end of last day

Record Keeping
Exempt from Overtime (PAE)
No change




Overtime Eligible (PAO)

New timesheet/record

Other Points of Interest
· PTO earned at end of last work day of a month

· Amount of PTO earned prorated in first and last month of employment based on days in pay status in the month

· PTO not earned when in a no-pay status:  LOA, RIF, Absent w/o Pay

· PAE charge partial day absences to PTO for Intermittent FMLA and Workers’ Comp
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