Effective 
1/1/2025

CHAPTER 144 – PAID TIME OFF (PTO) 
 
144.01 	Eligibility 
 
Only full-time employees are eligible and will receive Paid Time Off (PTO) in lieu of any sick leave bank.  Employees are entitled to PTO in accordance with the Pay and Benefits Ordinance.  The PTO year begins on January 1 of each year and ends on December 31.   
 
144.02 	Scheduling 
 
[bookmark: _GoBack]Paid Time Off (PTO) should be scheduled in advance with the approval of the Department Director, Division Manager or their designees. In general, as much consideration as possible will be to the employee's preference, while, at the same time, maintaining the staff necessary to meet operation requirements.  PTO can be used in 30-minute increments.   
 
144.03 	Unscheduled Use of PTO 
 
Employees may use up to 40 hours of unscheduled PTO per year.  These hours should be used for illness or emergencies. Department Directors, Division Managers or their designees may approve the use of additional unscheduled PTO at their discretion.  Department Directors may at his or her discretion, require a doctor’s certificate of cause and/or a signed statement regarding the facts surrounding the reason for the unscheduled PTO.
   
144.04 	PTO Accumulation 
 
Employees can carryover PTO from year to year, up to a maximum of 600 hours.  Any unused PTO hours over 600 will be lost at the end of the year.  Upon termination, employees shall be paid for all accrued PTO at their current rate of pay.
 
144.05 	Other Provisions 
 
(A) Paid Time Off does not count towards hours of work for overtime purposes.  
 
(B) Misuse of PTO can result in disciplinary action up to and including termination. 

(C) Employees can convert up to 100 hours from their sick leave balance to PTO at the beginning of each year. 

(D) Full-time employees may request to receive pay for up to 80 hours of PTO in each year in lieu of using that leave.  The buyout requests are subject to the availability of funds in the budget to pay such requests and must be approved by the employee’s department director, the Finance Director and the City Manager.

(E) Employees on leave without pay for any reason, shall not accrue PTO.
 
(F) Employees eligible for PTO are not eligible to use the sick leave bank established for employees hired prior to January 1, 2018. 
  
 
144.06 	Conversion of PTO Credit at Separation  
 
Paid Time Off may be converted to compensation at separation with the approval of the Department Director in accordance with provisions of Policy and Procedure Chapter 133 – Separation Benefits. 
