


 

  
How much time off is too much or too little? What types of PTO should you offer? In most 
companies, it's up to HR pros to answer these questions, build effective policies, and solve 
other time-off challenges. 
 
We’ve compiled a list of questions and advice and a sample PTO policy to help you develop the 
perfect PTO policy for your company, including:  

● Building a solution that fits the needs of your employees and your business 
● Refining your larger compensation package. 
● Handling any PTO situations that arise.  

 
Use this policy builder as a template to answer questions, compile research, and begin outlining 
your PTO policy. Click “Use Template,” in the upper right-hand corner, and a copy of this doc 
will be added to your Google Drive.  
 
In 2022 alone, BambooHR helped companies manage more than 21 million time off requests. 
Our easy-to-use software combines time tracking, payroll, PTO, and more in one seamless 
platform designed to set you free to do great work. You can learn more about BambooHR here 
or schedule a demo here. 
 
Important: Please keep in mind as you build or overhaul your PTO policy, you should consult with 
your legal counsel to ensure your policy complies with local labor laws and regulations.  
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Types of PTO You May Offer 

 

Vacation Time 
While the average US worker gets 11 days of paid vacation each year, the number you offer is 
entirely up to you. We do encourage you to do industry-specific research to see what’s 
standard in your industry. You may also consider increasing paid vacation based on employee 
tenure.  
 
Time off is an important benefit for employees, and matching or exceeding industry standards 
will help you remain competitive in the marketplace, mitigate burnout, and keep employees 
engaged.   
 
Holidays 
Private US companies aren't legally required to give employees paid time off for federal 
holidays. But depending on your industry, it’s best practice to at least give time off for major 
holidays. (We get that hospitals and places of the like need to keep doors open.)  
 
Here’s a list of major US federal holidays you may consider giving your employees off: 

● New Year’s Day 
● Martin Luther King Jr. Day 
● President’s Day 
● Memorial Day 
● Juneteenth  
● Independence Day 
● Labor Day 
● Columbus/Indigenous People’s Day 
● Veteran’s Day 
● Thanksgiving Day 
● Christmas Day 

 
You may also offer “floating holidays,” or a full day off that employees can use at their 
discretion. As not everyone celebrates the same holidays, it can be helpful to give your people 
options. 
 

https://www.bls.gov/ebs/notices/2023/paid-sick-leave-paid-vacation-and-consolidated-leave-plan-provisions-in-the-united-states-december-2022.htm


 

Whether you decide to give federal holidays off or supplement set holidays off with floating 
holidays, you should clearly communicate with employees, so they can plan accordingly.  
 
 
 
 
 
Sick Leave 
The pandemic made it clear that being able to take time off to recover from an illness is 
incredibly important. Employees can focus on recovering rather than trying to complete work in 
a fever haze (and spreading illness to other workers).  
 
But mental health is just as important as physical health, so consider building “personal days” 
into your sick leave policy as well. 
 
Bereavement Leave 
In the case of the death of a loved one, bereavement leave allows employees to take time away 
from work to grieve, make funeral arrangements, and attend memorial services. 
 
In your bereavement leave policy, you’ll need to decide:  

● Duration: How many PTO days are allowed per instance? 
● Eligibility: Which relationships qualify for bereavement leave? 
● Notification Process: As these instances tend to happen with little notice, will the 

request process differ from regular time-off requests? 
● Documentation: Will you require documented proof for bereavement leave? 

 
Jury Duty and Civic Duty 
Jury duty comes for us all eventually, and unfortunately, it may require an employee to miss a 
few days every once in a while. Consult your local laws and regulations to determine how you 
should handle paid time off for jury duty, and clearly outline your policy, so there are no 
questions when this inevitably comes up.  
 

Parental Leave 
A new baby or newly adopted child is a major change for your employees. It’s up to you how 
much time you’ll give off, but keep in mind that federal law guarantees 12 weeks of unpaid leave 
in the event of a birth or adoption.  
 

https://www.dol.gov/agencies/whd/fmla


 

Beyond the letter of the law, paid parental leave is incredibly important for helping your people 
and their family recover and bond with a new child. Some companies choose to create separate 
maternal leave and paternal leave policies, and some choose to create a blanket parental leave 
policy for all new parents.  

  



 

 

PTO Policy Questions You Need to Answer 

As you outline your policy, here are questions you’ll need to discuss with your HR and leadership 
team, so your managers and employees can appropriately plan their schedules. These are all 
questions your employees will frequently have, so be sure to make a written version of your 
policy or an FAQ easily accessible to all employees. 
 
Write out an answer to each question, and you’ll be well on your way to having a built-out PTO 
policy. Some of these answers you’ll want to be sure to put in your PTO policy, and others will 
help you think about your policy’s fairness and whether it’s a good fit for your business.  
 

1. Who is eligible for PTO? 
○ Is there a waiting period after being hired? 
○ Do part-time employees get the same amount of time as full-time employees? 
○ Are policies different for exempt and non-exempt employees? 

 
2. How do employees make PTO requests? 

○ Do they need to make requests a certain amount of time in advance? 
○ What happens if an employee has to make a last-minute PTO request? 
○ Who will approve or deny PTO requests? 

 
3. How is PTO granted? 

○ Are employees given all of their days for the year upfront? 
○ Does PTO accrue over time? What’s the accrual rate? 
○ Do employees get more PTO the longer they’re employed?  

 
4. How do employees check their PTO balance? 

○ Is it available in your HR software?  
○ Will they need to contact the HR department? 

 
5. How do you keep track of how much time off people have taken? 

 
6. Does unused PTO carry over to the next year? 

○ Is there a maximum number of days employees can carry over? 

https://www.bamboohr.com/hr-software/paid-time-off


 

○ Are there different policies for different types of PTO? (E.g., vacation time 
carries over, but sick leave doesn't.)  



 

 
 

7. Is unused PTO paid out upon termination of employment? 
 

8. Are there days or time periods when employees can’t request time off? 
○ Is there a specific policy around requesting time off close to holidays? 

 
9. What happens if there are overlapping time-off requests on a team? 

Example solutions: 
○ First Come, First Served: The first to request gets the time off. 
○ Reason-Based: Weigh and prioritize the reasons for the time-off requests. 
○ Prior Request History: Those who have taken less time off get first dibs. 
○ Seniority-Based: Whoever has been at the company longer gets priority. 

 
10. Is there a minimum amount of time off employees are required to take? 

 
11. What happens if an employee is out of PTO but needs to take more time off? 

○ Is unpaid time off allowed? 
 

12. Do we want to give employees any “special” days off? (E.g., birthday, employment 
anniversary, etc.)  

 
13. Does our PTO policy align with our company's mission, vision, and values? 

 
14. How will we communicate our PTO policy to employees? 

 
15. Is our PTO policy in compliance with local, state, and federal labor laws? 

 

  



 

 

Sample PTO Policy 

Purpose 

[Company’s] PTO policy helps you achieve work-life balance and allows you to manage your 
time off according to your unique schedule and needs. 

Eligibility 

Full-time, three-quarter-time, and part-time employees are eligible to receive PTO benefits. 
Interns, temporary employees, and those working fewer than 20 hours per week are not eligible 
for PTO. 

Accruing Paid Time Off 

All employees accrue PTO at the same hourly rate; however, due to different work statuses, 
total PTO accrued during a year will differ. During the first year of employment, PTO accrues 
as follows: 

● Full-time employees accrue up to 15 full PTO days or 120 hours; 
● Three-quarter-time employees accrue up to 15 ¾ PTO days or 90 hours; 
● Part-time employees may accrue up to 15 ½ PTO days or 60 hours. 

 
Full-time employees gain one additional day of PTO accrual each year during their first 5 years 
of tenure, reaching a maximum of 20 PTO days or 160 hours. Increases in PTO for 
three-quarter-time and part-time employees occurs proportionately. 
 
Additional Information: 

● Time-off hours accrue on the 1st and 16th of every month. 
● Annual PTO increases follow your anniversary date. 
● Unused PTO hours automatically roll over each year on January 1st. 

○ Please note that an unused Floating Holiday and birthday time off expires at the 
end of the calendar year and doesn't roll over. 

● PTO never accrues beyond your current year maximum, regardless of how many 
hours you roll over. 

● If you reach your PTO accrual maximum, accruals stop until PTO is taken. 



 

● Unused PTO is paid out upon termination of employment. 

 

Accruing Floating Holidays 

All employees receive four Floating Holidays each year, accruing one Floating Holiday at the 
beginning of each quarter. Due to different work statuses, total Floating Holidays accrued 
during the year will differ. 

● Full-time employees accrue up to four Floating Holiday days or 32 hours; 
● Three-quarter-time employees accrue up to three Floating Holiday days or 24 hours; 
● Part-time employees accrue up to two Floating Holiday days or 16 hours. 

 
Additional Information: 

● Floating Holidays don't roll over to the next year. 
● Floating Holidays aren't eligible for pay-out upon termination of employment. 
● Certain leave of absence statuses may limit, suspend or disqualify you from additional 

PTO or Floating Holiday accruals. Please speak with HR if you are planning a leave of 
absence to understand how your benefits may be affected. 

Managing Your PTO Hours 

PTO includes all types of leave (vacation, sick time, personal days, emergencies, etc.). You are 
responsible for managing your PTO, allowing adequate reserves for unplanned needs. 

● Always review your current and future PTO balance before requesting time off. 
● Approved time off may be adjusted or canceled if you use your available PTO in the 

interim. 
● [Company] doesn't allow negative PTO balances (i.e. using PTO time that isn't 

earned). If you are out of PTO and you'd like to take time away from work, you 
should delay your time off until you have available PTO. If an emergency arises, please 
speak with HR. 

How Much Time Off Can I Take, and When? 

When you’re planning time off, please consider the effect of your absence on [company], your 
team, and our clients.  
 



 

Work with your manager to understand what coverage is needed during your absence. 
Coordinate PTO requests through your manager and with other team members.  



 

 
 

● PTO requests cannot exceed two consecutive weeks. Requests for time beyond two 
weeks or back-to-back PTO requests are only permitted in case of emergencies or 
special circumstances approved by your manager. (Note that in certain circumstances, it 
may be necessary that your department head or division leader, as applicable, may need 
to be consulted.) 

● PTO requests that overlap with the major company meetings will only be 
approved in certain, special circumstances (e.g. family weddings and funerals, etc.). 

● Certain roles have blackout dates for time off. Please speak with your manager to 
understand if blackout dates apply to your role or responsibilities. 

Requesting Time-Off Approval 

● Planned PTO should be requested via [company HR software] at least one month 
before your leave. 

● Unplanned PTO (sickness, emergency, etc.) should be reported to managers as soon as 
possible. Unplanned PTO must still be recorded in [company HR software]. 

● State the reason for PTO in the request (vacation, sick, personal day, washing my dog, 
PPV, etc.). 

● Time-off may be denied or canceled due to (but not limited to) the following reasons: 
○ You don’t have enough PTO to cover the request. 
○ The request didn’t meet the advanced notice needs of this Policy. 
○ There's a blackout period during the requested time for your role. 
○ Factors involving needs and fairness. Requests during the holidays or high 

vacation periods may be denied to support proper team staffing or to 
accommodate a rotation of other team members taking time off. 

○ An emergency staffing or business need has arisen (e.g. ticket volume, busy 
seasons for your role, team deadlines/goals, flu season crisis, etc.). 

Rule of Thumb for Taking PTO 

Over-communicate! Don't assume and avoid making non-refundable arrangements prior 
to getting PTO approved. 
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