
 

Semi-Monthly Pay Cycle 

 Paid Time Off Policy 

The Select Group of Companies believes that employees should have opportunities to 
enjoy time away from work to help balance their lives. We recognize that employees 
have diverse needs for time off from work. The Select Group of Companies has 
established this Paid Time Off (PTO) policy to meet your needs.  Paid Time Off provides 
all full-time employees (regularly scheduled to work 32 hours per week or more) with 
paid time away from work that can be used for vacation, personal time, personal illness 
or time off to care for dependents. Paid Time Off (PTO) must be scheduled in advance 
and have supervisory approval, except in the case of illness or emergency. The PTO 
policy takes the place of sick, absence, personal time and vacation. All time away from 
work should be deducted from the employee’s PTO bank in hourly increments with the 
exception of fixed company holidays, and time off in accordance with company policy 
for jury duty, military duty or bereavement.  

PROCEDURE:  

Eligibility  

PTO is accrued upon hire or transfer into a benefit eligible position. Eligible employees 
must be scheduled to work at least thirty-two (32) hours per week on a regular basis to be 
eligible for PTO accrual. Employees working less than 32 hours per week on a regular 
basis, on-call, contract , reimbursable and temporary employees are not eligible to accrue 
PTO.  

Availability  

PTO hours earned and accrued are available for use in the pay period following the pay 
period in which they are accrued.  

Accrual and Payment of PTO  

Accruals are based upon years of continuous employment. Length of continuous 
employment determines the rate at which the employee will accrue PTO.  Eligibility to 
earn PTO is contingent on an employee having worked or utilized PTO for the entire pay 
period. PTO is not earned for pay periods when unpaid leave is taken (including leaves 
when PTO is substituted for unpaid leave) (See Leave of Absence Policy for further 
detail) or PTO cash outs upon termination. Employees become eligible for the new higher 
accrual rate on the first day of the pay period in which the employee’s anniversary date 
falls.  Paid Time Off is earned on the following schedule: 
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Years of Service Accrual Rate 

per Pay Period 

Annual PTO Accrual* Maximum Accrual**

Less than 1 year 5.0 hours 15 days  
(120 hours) 

15 days 
(120 hours) 

1 to 2  5.34 hours 16 days 
(128 hours) 

21 days 
(168 hours)  

2 to 3  5.67 hours  17 days 
(136 hours) 

22 days 
(176 hours)  

3 to 4 6.0 hours 18 days  
(144 hours) 

23 days 
(184 hours) 

4 to 5  6.34 hours  19 days 
(152 hours) 

24 days 
(192 hours)  

5 years or more 6.67 hours 20 days  
(160 hours) 

25 days 
(200 hours) 

*Annual PTO Accruals are based on an employee working a regularly scheduled work 
week of 32 hours or more each week.  Unpaid leaves (including those where PTO is 
substituted for unpaid leave) and/or PTO paid at termination do not accrue PTO. 

**No PTO hours will accrue beyond the maximum accruals listed. 

Use and Scheduling of PTO  

Whenever possible, PTO must be scheduled in advance for time off for vacations, 
personal leave or other reasons. PTO requests are subject to supervisory approval, 
department staffing needs and established departmental procedures. Due to the unfair 
burden unscheduled absences place on every employee in the entire department by 
increasing their workload, these absences will be monitored. 

PTO is paid at the exempt employee’s calculated regular rate.  Employees are required to 
use available PTO when taking time off from work with the exception of a company-
required absence due to low workload or absences occasioned by the company.  

PTO may not be taken in increments of less than 1 day and not more than 1 day on any 
single scheduled workday. Employees may borrow up to 2 days against their PTO banks. 
Borrowed PTO time is considered a loan against future PTO accruals. Negative PTO 
balances will be deducted from an employee’s final pay check at the time of termination.  
When PTO is used, an employee is required to request payment of PTO days through the 
absence request system on the company intranet site. 

Exempt employees must utilize PTO time in full day increments only, unless it is being 
paid out at termination. 

 



Payment upon Termination  

An employee will be paid upon resignation, separation, or retirement for all PTO hours 
accumulated but not used. Accrued PTO may not be used in lieu of proper notice.  
Employees whose positions are eliminated through a reduction in force or reorganization 
or when regularly scheduled hours drop below thirty-two (32) hours a week, payment of 
PTO will be on the final pay check or paid with the pay period following the date of the 
reduction of hours.  

Break in Service 

If an employee resigns, is terminated for any reason or no reason, or retires and at a later 
date is re-employed by The Select Group of Companies, the employee would begin 
earning PTO as any other newly hired employee.  No credit is given for previous years of 
service. 

This policy is effective January 1, 2004 and will apply to all employees.  

PTO Bonus Years 

 The Select Group of Companies appreciates and encourages long-term employment.  To 
that end, the Company will acknowledge years of service in 5 year increments through 
the 30th year of employment. 

Bonus PTO will be deposited into a Bonus PTO bank and will not be added to the regular 
PTO accrual bank for the purposes of maximum accruals.  Bonus PTO may accumulate 
to a maximum of 35 days (280 hours). 

Bonus PTO is an award at the time of the anniversary date and is NOT accrued over the 
course of the 5 year increments. 

Bonus PTO will be deposited into the eligible employee’s Bonus PTO bank in the pay 
period in which the employee celebrates the anniversary of their 5th, 10th, 15th, 20th, 25th 
and 30th year of continuous employment.   

Bonus PTO is scheduled and used in accordance with the same procedures as required for 
regular PTO.   

An employee will be paid upon resignation, separation, or retirement for all Bonus PTO 
hours awarded but not used. 

 

 

 

 



Bonus PTO Award 

5th Anniversary = 5 days (40 hours) 

10th Anniversary  = 10 days (80 hours) 

15th Anniversary  = 15 days (120 hours) 

20th, 25th, 30th, etc. = 20 days (160 hours) 
Anniversary 
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