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PAID TIME OFF (PTO)
The City encourages each employee to use their annual PTO entitlement as paid time off for purposes such as vacation, leisure time, personal illness, or care for family member(s) who may be ill.  Employees are encouraged to maintain a minimum balance of PTO in their account to cover unforeseen personal or family illness, or the event of an unforeseen emergency.
A. ADMINISTRATION

1. PTO may be granted for personal illness, accident, pregnancy supported by a doctor’s recommendation or serious illness in the immediate family. (i.e.: spouse, children or other dependents living in the same household).  In some situations, PTO may also qualify as leave under the Family and Medical Leave Act and be treated accordingly.

2. Upon approval from the Department Head and the City Manager, PTO may be used for serious illness of the employee’s mother, father, mother-in-law and father-in-law.  In situations where an absence will exceed three (3) days due to illness, the City may require written certification to be provided by the employee so that a determination may be made as to eligibility for PTO.
3. Employees who are absent for reasons covered under the Worker’s Compensation law will be permitted to use available PTO for any days not payable by worker’s compensation.  Under the Florida Worker’s Compensation Law, no compensation shall be allowed for the first seven (7) days, except that if the injury results in a disability of more than twenty-one (21) days, compensation shall be allowed from the commencement of the disability.  If an employee collect PTO for all or any part of the first seven (7) days of an absence covered by the Worker’s Compensation, the employee shall reimburse the City for the PTO paid and his/her PTO account will be credited accordingly.
4. In addition to an employee’s own earned PTO time, all permanent full time and part-time employees of the City who have completed six (6) months of employment are eligible for participation in the PTO Exchange Program.

5. Newly hired employees accrue PTO entitlement, but are not permitted to take PTO leave during their first ninety (90) days of service.

6. Employees represented by the Professional Firefighters Local 2957 shall earn PTO in accordance with the Collective Bargaining Agreement.
7. Regular, part-time employees working 20 hours per week or more accrue their PTO entitlement on the same basis as full-time employees, except it is prorated according to the number of hours they normally work.

8. PTO time is not earned during an unpaid leave of absence, but is earned during PTO leave or other paid absences

9. PTO entitlement will not accrue once an employee has reached the maximum accrual permitted.

10. Although PTO entitlement is expressed as days accrued each year of service, PTO will be credited to employees in an amount and at a time determined convenient and appropriate by Human Resources.

11. Maintenance of Contact – During PTO for illness an employee must maintain daily contact with the supervisor (or make suitable arrangements) in order for the supervisor to know the employee’s estimated date of return to work.  PTO for illness is contingent upon maintenance of regular contact.

12. Physician’s Release Upon Return – Depending on the length and circumstances of an employee’s illness or disability, the supervisor may require a physician’s written release before the employee may return to work.

13. A supervisor may send an employee home due to illness without the ability of the employee to appeal, in order to maintain a healthy work place.  The time will be charged to the employee’s accrued PTO. If the employee does not have a sufficient balance in their PTO account this time shall be charged as leave without pay.  
14. All sick leave banks will be frozen immediately upon approval of the PTO Leave Policy and must be used first to receive full pay for sick leave.

B. SCHEDULING

1. PTO leave shall be scheduled and taken as approved by the employee’s immediate supervisor.  PTO time shall be requested in writing, in advance and may be denied if not timely made, if granting PTO would leave the City understaffed, or if scheduled work could not be performed in the absence of the employee.

2. Preference in selection of dates may be granted by the supervisor either on a first request basis or on length of service. 

3. If a City-paid holiday falls during an employee’s PTO, the holiday will not be counted as PTO taken.

4. No pay advance will be permitted prior to an employee taking PTO.

5. PTO pay shall be based on the employee’s Regular hourly rate of earnings applicable at the time the PTO is taken, exclusive of shift or overtime premiums.
C. ACCRUAL  

Paid Time Off (PTO) entitlement shall accrue for each full-time employee from the employee’s date of hire at the following rates:

1. Less Than Five Years Service.  23 days of PTO a year.

2. Five to Ten Years of Service.  After five years of service, an employee earns one additional day of PTO (8 hours of accrual) for each year of full time service.  

3.  Ten to Twenty Years of Service.  After ten years of service, an employee earns an additional half day of PTO (4 hours of accrual) for each year of full time service.  

4. Twenty Years of Service.  After twenty years of service each employee has earned and continues to earn the maximum PTO accrual of 33 days of PTO a year. 
	PTO Annual Accrual Chart

	Full-Time Employees

	Years of Service
	PTO Days per Year

	0 – 5
	23

	6
	24

	7
	25

	8
	26

	9
	27

	10
	28

	11
	28.5

	12
	29

	13
	29.5

	14
	30

	15
	30.5

	16
	31

	17
	31.5

	18
	32

	19
	32.5

	20+
	33

	Years of

Service
	Part-Time PTO Annual Accrual (Days)

	
	Based On Normal Scheduled Hours

	
	90%

(36 Hours)
	80%

(32 Hours)
	70%

(28 Hours)
	60%

(24 Hours)
	50%

(20 Hours)

	0 - 5
	20.7
	18.4
	16.1
	13.8
	11.5

	6
	21.6
	19.2
	16.8
	14.4
	12.0

	7
	22.5
	20.0
	17.5
	15.0
	12.5

	8
	23.4
	20.8
	18.2
	15.6
	13.0

	9
	24.3
	21.6
	18.9
	16.2
	13.5

	10
	25.2
	22.4
	19.6
	16.8
	14.0

	11
	25.7
	22.8
	20.0
	17.1
	14.3

	12
	26.1
	23.2
	20.3
	17.4
	14.5

	13
	26.6
	23.6
	20.7
	17.7
	14.8

	14
	27.0
	24.0
	21.0
	18.0
	15.0

	15
	27.5
	24.4
	21.4
	18.3
	15.3

	16
	27.9
	24.8
	21.7
	18.6
	15.5

	17
	28.4
	25.2
	22.1
	18.9
	15.8

	18
	28.8
	25.6
	22.4
	19.2
	16.0

	19
	29.3
	26.0
	22.8
	19.5
	16.3

	20+
	29.7
	26.4
	23.1
	19.8
	16.5


D. MAXIMUM ACCRUAL PERMITTED.

1. Unused PTO may be accrued to a maximum of 560 hours (70 days):
2. Employees represented by the Professional Firefighters Local 2957 are eligible to accrue in accordance with the Collective Bargaining Agreement.
E. PTO SELL-BACK
Those employees who desire to sell PTO leave hours back to the City rather than use them are allowed to do so under the following guidelines:

1. The employee must complete a written request in a form acceptable to Human Resources.

2. A maximum of one hundred and sixty (160) hours may be sold back to the City in any one fiscal year. 
a. Employees represented by the Professional Firefighters Local 2957 are eligible to sell back PTO in accordance with the Collective Bargaining Agreement. 

3. A minimum of eight (8) hours must be sold on each occasion.

4. An employee may only sell to the City the same number of hours (or less) of PTO time that the employee has used as paid time off away from work during the twelve (12) month period preceding the request for PTO sell-back.

5. Employees may exercise this option a maximum of two (2) times a fiscal year.

6. Payment may be made in cash (in the employee’s next regular paycheck) or in a contribution to the employee’s ICMA account, subject to any applicable plan limitations.
F. PTO Donation & Exchange Policy

The city has established a plan whereby employees are able to donate some of their PTO leave to another employee who has none.  
All permanent full-time and part-time employees are eligible to participate after successfully completing their probationary period of employment (or six (6) months of employment as a Police Officer or Firefighter where the probationary period is greater than six (6) months).  
The purpose of the PTO leave exchange policy is to provide time off with pay for employees during periods of personal prolonged illness, accident, or injury not otherwise compensated by the city.  The following are the guidelines for the use of this policy:

1. The employee must be a full-time or part-time permanent employee who has successfully completed their probationary period of employment (or six (6) months of employment as a Police Officer or Firefighter where probationary period is greater than six (6) months).

2. Donated PTO hours are to be used for illness, accident, injury or maternity only for employees or as necessary to provide care for immediate family (i.e.: spouse, children or other dependants living in the same household).

3. Employees are only eligible to receive a maximum of twelve (12) weeks of donated PTO leave per twelve (12) month rolling period.  (Example:  once twelve consecutive weeks have been used, the employee is not eligible to use donated sick leave until twelve (12) months have passed.)
4. Donations shall come from the Long Term Bank (formerly Sick Leave) until all available time has been exhausted.  Additional donations shall then be drawn from the accumulated PTO accumulation.
5. An employee shall be eligible to request the assistance of donated PTO leave when:

a. All accumulated PTO leave and comp time have been exhausted; and,

b. Employee has been absent at least fourteen (14) consecutive calendar days in either paid or unpaid leave status; and,

6. Employees who have been instructed by their doctor to return to work on a limited basis (such as every other day or less than eight (8) hours) shall be eligible for PTO donation provided they otherwise qualify pursuant to paragraph 5 above.
7. The primary purpose of the PTO Exchange program is to attempt to provide the employee in need with what they normally receive for regularly scheduled hours worked.  No more, No less.

8. Each request for assistance from the PTO exchange program must be VERIFIABLE.  (Example: Notification to the Human Resources Department by the Department Head and the ability to receive confirmation from the doctor treating the illness or injury.)

9. PTO shall not accrue while an employee is receiving donated PTO leave.

10. Upon approval, by virtue of the conditions being met, the Human Resources Department will notify all departments of an employee’s need for PTO donations/leave.

11. Any employee wishing to donate PTO leave will need to complete the necessary form in the Human Resources Department allowing a transfer of PTO leave from their account to the needy party’s account.

12. All donations must be in even amounts. (Example 4, 7, or 9 hours; fractional donations are not acceptable.)

13. The minimum donation allowed shall be four (4) hours.

14. If your have authorized the donation of some of your PTO leave, the hours will not be taken from your account until they are actually used.












