
1. How many types of time o� or leave will you o�er?
Will you o�er separate allotments for vacation time, 
sick days, bereavement, parental leave, etc? Or you 
might o�er general PTO, where employees are given a 
certain number of days to use as they choose. 

2. How will time o� be awarded?
Typical choices include: a lump sum on day one of 
employment (e.g., 10 days/year from day one), a lump 
sum after a period of employment (e.g., 10 days/year 
after 90 days), earned over time (e.g., 8 hours 
earned/month) and unlimited. 

3. Will you o�er paid holidays?
Which holidays will you o�er? Will you o�er floating 
holidays? Of note, full-time U.S. employees receive an 
average of 7.6 paid holidays, according to The Bureau 
of Labor Statistics. 

4. Which employees are eligible for time o� benefits?
Full-timers only or part-timers as well? You might also 
consider providing more time o� to those who have 
been with the company 3 years, 5 years, 10 years, etc. 
Who will approve time o� 
requests?

5. Will it be the immediate supervisor? Or will it be 
handled by an HR manager? 
If your company is team based, you might consider 
having the team lead approve requests.

6. How will time o� conflicts be decided?
Will time o� be granted on a first come first served 
basis? Or will you give priority based on seniority? 
You might also have departments or work teams 
propose a resolution decided amongst themselves.  

7. What is the time period for the policy?
This is an easy one. Most policies are annual, either 
starting on January 1 or the employee's date of hire. 
For ease of administration, we suggest going with 
January 1 for all employees.

8. When must time o� be used?
This one's a bit tricker. "Use it or lose it" time o� 
policies create legal issues in some states - and are 
unpopular with employees. Typically, positive or nega-
tive balances roll over to the next year, or you can zero 
the balance by paying out unused time at year-end.

9. Will you pay out unused time o� at the end of 
employment?
Many states give employees a legal right to challenge 
unpaid accrued vacation time on a final paycheck - if 
the employer promised to pay it. Check your state 
laws, set your policy accordingly, then stick to it.

10. How will you communicate the policy to 
employees?
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 it in your employee handbook. 
Want to learn more about managing the people part of 
your business? Visit bizrun.com 

You know that saying “you eat an elephant one bite at a time?” When developing 
your time o� policy, the same applies. We suggest aiming for completion over per-
fection. You can refine it over time - and will likely need to anyway. Just start with 
these 10 questions, and you’ll be well on your way to having a well-defined time o� 
policy. And eating that elephant. Want ketchup with that? 
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creating your time o� policy
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