
1. Type of Plan
Do you o�er separate vacation days, sick days, 
bereavement, etc? Or are employees given a certain 
number of days (a PTO bank) to use as they choose? 
Or do you o�er unlimited PTO, which allows employees 
to take time as they wish?  

2. Eligibility and Accrual
Clearly state the eligibility period, if any, and how time 
is accrued (earned) if applicable. Are employees 
eligible for time o� benefits on day one of employment 
or after 90 days? If they earn time o� over time, at 
what rate (e.g., 4 hours/80 hours worked)?  

3. Paid Holidays
Full-time employees receive an average of 7.6 paid 
holidays per year, according to The Bureau of Labor 
Statistics. Specify the paid holidays you o�er and float-
ing holidays, if applicable. Share specific dates for each 
year by November of the year prior to encourage 
advance planning.  

4. Employee Eligibility
Communicate if benefits are provided to full-timers 
only or part-timers as well. You might also reward 
employee service by giving more time o� to those who 
have been with the company 3 years, 5 years, 
10 years, etc. 

5. Request Process
How, when and to whom must time o� requests be 
made? Clearly communicate the process, including the 
amount of advance notice required. Training employ-
ees (during onboarding is a great time) about the 
process for making time o� requests can save you time 
and headaches down the road.Check your state laws, 
set your policy accordingly, then stick to it.

6. Conflicts
Decide up front how you will address time o� conflicts 
and communicate this transparently. Will time o� be 
granted on a first come first served basis, will you give 
priority based on seniority, or will you empower work 
teams to resolve conflicts among themselves? 

7. Policy Period
Clearly state the period that your time o� policy 
covers. Typically, policies are annual and either start on 
January 1 or the employee's date of hire. To simplify 
administration, we suggest going with January 1 for all 
employees.

8. Unused Time O� - Annual
How do you address earned but unused time o�? It's 
important to spell this out clearly and consistently. 
"Use it or lose it" policies create legal issues in some 
states - and are unpopular with employees. Typically, 
positive or negative balances roll over to the next year, 
or you can zero the balance by paying out unused time 
at year-end.

9. Unused Time O� - Termination
You must also clearly and consistently address how 
you handle unused time o� when the employee leaves, 
both for voluntary and involuntary terminations. 
Employees may have a legal right to challenge earned 
but unused time o� on a final paycheck. Check your 
state laws, set your policy accordingly, then stick to it.

10. Communication
Your policy only serves you and your employees when 
it's known and understood. We recommend reviewing 
the policy with employees and having them sign an 
acknowledgment form that states they’ve read and 
understand the policy, as well as documenting the 
policy in your employee handbook. 

If managing time o� requests is taking more of your time than you'd like, you may 
need to revisit your time o� policy. It's a best practice to review your policies, 
processes and expectations once a year to be sure they're still accurate and clearly 
communicated. Use this top 10 list to be sure you've covered your bases and are 
giving your employees the information they need to be self-su�cient - plus saving 
yourself any avoidable headaches down the road.

Want to learn more about managing the people part of your business? Visit www.bizrun.com 
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