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Paid Time Off 

PURPOSE: 
Paid Time Off (PTO) is an employee benefit program which provides income replacement to eligible 
employees to enable them to take approved time off from scheduled work. Each eligible employee is 
given a PTO account into which hours are placed for the employee's use. The employee must then use 
these hours to replace time when taking approved or unapproved/unplaned time or leave away from 
scheduled work, subject to the restrictions outlined below. 

POLICY: 
Eligibility. 
Full-time and Part-Time employees of Titus Regional Medical Center (TRMC) in positions eligible for paid 
time off will begin accruing PTO upon the first day of employment. 

All changes in status that affect PTO eligibility will be effective as of the first day of the pay period in 
which the status change becomes effective. 

If an employee is changed to a non-eligible status employee, PTO accruals will cease and 100% of the 
employee's PTO account balance will be forfeited. If the employee returns to a benefit-eligible status 
employee, PTO accruals will begin on the first day of the pay period in which the employee again 
becomes eligible. 

If any employee is hired into a non-eligible status and later becomes benefit-eligible, PTO accruals will 
begin on the first day of the pay period in which the employee becomes eligible, with the accrual 
percentage based on the date the employee became eligible. 

The CEO has the authority to exclude certain Full-Time positions from participation in the PTO Program. 
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If an employee has turned in their resignation and a TRMC approved Holiday (see below) falls during 
their notice time period they will be allowed to use PTO for the Holiday. If an employee has requested 
time off prior to turning in their resignation they will be able to use PTO. 

PTO Accrual. 
The standard accrual rates for PTO are based on length of service as indicated on the following page. 
The accrual rate is the number of hours accrued for every hour paid, up to 40 hours per week. 

Years of 
Service 

Accrual 
Rate 

Maximum Annual 
Hours Accrued 

Maximum Annual 
Days Accrued 

Maximum Total Accrued 
Hours (BANK) 

0 to 5 
years 

0.0846 176 22 480 

6 to 15 
years 

0.1038 216 27 480 

16 to 25 
years 

0.1154 240 30 480 

26 or more 
years 

0.1269 264 33 480 

Requesting and Applying the Use of PTO 
Regardless of whether an absence from work is scheduled and pre-approved or unscheduled and not 
pre-approved, employees must use PTO for their absence(s).  Managers do not have the discretion to 
permit the employee to bank or reserve the PTO for future use; PTO, if accrued and available, must be 
used by the employee for the absence.  If an employee is absent and does not request the use of PTO, 
the manager must apply the PTO to the employee's time card so that the PTO will be used for the 
employee's absence.  PTO will be paid for scheduled absences. Scheduled absences are considered 
approved absences if requested in advance by the employee and approved by the employee's direct 
supervisor. In addition, PTO will be paid for unscheduled absences due to illness or injury of the 
employee or employee's family member, and in instances where the employee is called off due to low 
volume (see below). The payment of PTO does not automatically excuse an unscheduled absence; it 
merely provides compensation (based on the employee's available, accrued PTO) for the time missed 
from scheduled work. Old Sick Time, for those employees who have any remaining balance, may only be 
used for an absence due to illness or injury of the employee. Old Sick Time must be used before PTO in 
such cases. 

PTO will not be paid if an employee's absence was the result of corrective action. It is the responsibility 
of the supervisor to notify payroll of any non-payment situation. 

PTO may be used to supplement Workers' Compensation payments. When combined with the Workers' 
Compensation payment, the total dollar amount may not exceed an employee's regularly scheduled 
income. 

If an employee is called/flexed off due to low volume in the department, the employee is not 
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automatically eligible for PTO for that day. The employee may request to be paid PTO hours for the time 
off. If the employee is able to make up some or all of the hours normally scheduled later in the week, he 
or she is allowed only enough PTO to bring the total hours paid for the week up to the normally 
scheduled amount. 

In the event of a furlough or layoff, an employee is not eligible to accrue or be paid PTO while on furlough 
or during any period of layoff. 

There are circumstances when an employee can receive payment for over 40 hours in a week including 
PTO. This occurs when an employee schedules time off in advance and takes the time off, but works 
some unscheduled shifts or hours during the same week. PTO is not counted toward the 40 hours 
needed to reach an overtime status. 

The smallest amount of PTO that may be requested by an exempt employee is 8 hours. 

Holidays 
The holidays observed by TRMC are defined in TRMC Human Resource Policy & Procedures. 

If a department is closed on an observed holiday, the employees will be scheduled by management to 
have the day off. The employee must use available, accrued PTO if the department is closed on an 
observed holiday. 

Maximum Total Accrued Hours (Bank) 
It is important for employees of TRMC to be able to take time off from work. To encourage employees to 
take time off, a maximum amount has been created. The maximum total accrued hours any employee 
can have at any time is 480. 

Employees who reach the maximum allowable amount of PTO in their bank will not be able to accrue any 
additional PTO. Once the PTO is lowered to an amount less than 480 hours, the employee will begin 
accruing PTO again on the first day of the following pay period. 

Voluntary Sale of PTO 
Hourly exempt employees, at their sole discretion, may elect to sell back (redeem) Paid Time Off at 80% 
of value. Requests for sale of PTO dollars do not require supervisory approval. Such requests should be 
submitted to payroll on a PTO Reduction Form. A request for the sale of PTO will reduce the PTO 
account by the requested amount of hours, and the employee will receive 80% of the requested amount 
times the employee's base pay rate, less the withholding of appropriate payroll taxes. Employees 
exercising this option must maintain a balance of not less than 80 hours. The employee will not be 
permitted to sell back hours that would bring the balance below this threshold. A maximum of 40 hours 
of PTO may be sold back two (2) times each year, in June and December. The request window will be 
designated by TRMC Payroll. 
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Donating PTO 
Employees may elect to donate PTO to a general PTO donation bank that will benefit other employees 
who are off work and have no remaining paid time off. The donee must have an unforeseen medical 
emergency of the employee/employee's family, or be adversely affected by a presidentially-declared 
major disaster or other catastrophic event as deemed by the CEO or his/her designee. The time donated 
is at 100%, at the base rate of the receiving employee. Donated PTO may not be designated to a specific 
employee.  The employee donating the time must maintain a balance of at least 40 hours. If donated 
PTO exceeds the need, it is not deducted from the employee who donated the time. If an employee has 
no remaining paid time off available and satisfies an unforeseen medical emergency, has been adversely 
affected by a presidentially-declared disaster, or has been impacted by another catastrophic event as 
deemed by the CEO or his/her designee, the employee may request PTO using the PTO Redemption, 
Offer Donation/Request Donation Form. There is no guarantee that the employee will receive donated 
PTO when requested.  The awarding of PTO donations from the general PTO bank to an employee who 
has requested a donation of PTO will be determined by consensus of the CEO or his/her designee, the 
payroll administrator, and the human resources director. Donated PTO time is tracked by Human 
Resources, who will then notify payroll of the donations.  An approved awarding of PTO from the general 
PTO donation bank to an eligible employee will be processed by the payroll administrator on behalf of 
the receiving employee. 

Termination of Employment 
All remaining accrued PTO time is forfeited by employee at termination. Any employee with any time 
available in their sick time bank upon termination will not be paid for their remaining accrued sick hours. 
Any terminated employee rehired within ninety (90) days will accrue PTO immediately with the accrual 
percentage based on the employee's eligibility at the time of termination. Employees rehired after ninety 
(90) days are subject to the same rules as newly hired employees. 

Employees are not eligible to use PTO once resignation notice has been given ("notice period") without 
an Officer's approval. Voluntary Sale and Donation of PTO not allowed during notice period. 

Any deviation from this policy requires the approval of the Chief Executive Officer (CEO) of TRMC. TRMC 
reserves the right to immediately amend this policy at any time at the discretion of the CEO, including 
during time(s) of declaration of disaster by government officials or declaration of Public Health 
Emergency. 
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Jill Smith: Senior Director of 
Human Resources 

09/2025 
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