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	Policy:
	

	
	Paid Time Off: 
All staff will begin earning paid time off their first day of work. Employees will receive 1.25 hours for every 40 hours worked (part time status) or 2.51 hours for every 80 hours worked (full time status). This is 8 paid days off within the first year of employment. After 1 year the amount of time earned will double. It will double again with the employees’ 5-year review. 
To encourage employees to take the needed time off, only 48 hours of earned time will roll over year by year. To take earned time or PTO, please reference the policies and request time off through your manager. Employees may not use PTO to equal more than 40 hours per week when requesting PTO use. Employees will not be paid wages in place of unused PTO. 
All employees will be paid out their earned time upon resigning from employment.

	Procedure:
	

	
	Any time requested off needs to be 30 days prior to the beginning of the scheduled time off. All time should be pre-approved by the site manager.
Any time requested off less than 30 days in advance should be pre-approved and not cause undue hardship at the facility. It is everyone’s responsibility to plan and look ahead at their schedules.

	Protocol:
	

	
	It will be the protocol of ACH personnel to complete the time off, Vacation, and schedule change form.
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