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SCOPE: This Policy applies to The Christ Hospital and all of its wholly-owned subsidiaries (collectively, “TCH”) 

_______________________________________________________________________________________ 

 

I. POLICY 

 

This policy addresses the receipt and use of paid time off (PTO) for employees of The 

Christ Hospital Health Network (“TCHHN”).1 

 

II. PURPOSE 

 

TCHHN provides PTO for the purpose of promoting employee health and wellness. 

Time away from work has a positive impact on employee health and wellness by 

allowing time for rest, recuperation, and exploring interests outside of work. The use of 

PTO encourages employees to schedule time away from work to enhance job satisfaction 

and promote effective performance. Eligible exempt and non-exempt employees are 

credited with PTO each pay period for use when taking time away from work. 

Employees will use credited PTO consistent with management’s obligation to meet 

TCHHN needs. 

 

III. DEFINITIONS 

 

Accrued Hours: PTO accrued each pay period on hours worked, PTO hours used, and 

low census mandated hours. 

 

Pre-Load: PTO non-exempt employees are given at the beginning of the fiscal year in 

advance of it being accrued. The pre-loaded amount is based on FTE and position level 

as of the beginning of the fiscal year. 

 

Front-Load: PTO exempt employees are given at the beginning of the fiscal year in 

advance of it being accrued. The front-loaded amount is based on FTE and position level 

as of the beginning of the fiscal year, and years of service within the fiscal year. 
 
 

1 This policy does not apply to employees eligible for The Christ College of Nursing and Health 
Sciences (“TCCNHS”) Sick Time, Holidays, and Paid Time Off (PTO) – TCCNHS Faculty Only Policy 
(hereinafter referred to as the “Faculty Only” policy). 



THE CHRIST HOSPITAL HEALTH NETWORK 

ADMINISTRATIVE POLICIES 

POLICY NUMBER 4.28.128 

Page 2 of 13 

 

 

Roll Over: Unused accrued PTO from the current fiscal year that are to be used in the 

next fiscal year; Exempt employees may roll over up to 40 hours. Non-exempt 

employees may roll over up to 128 hours. Of the hours in the current PTO bank, rolled 

hours will be used first. Rolled hours will not be paid out upon termination. PTO 

rollover will be effective the Sunday of the week beginning the first pay period of the 

fiscal year. For example, the 2022 fiscal year begins July 1, 2021 (a Thursday) and 

runs through June 30, 2022.  Therefore, the PTO rollover of fiscal year 2021 hours 

into fiscal year 2022 will be effective Sunday, June 27, 2021. 

 

PTO Bank: Bank containing current PTO, after July 1, 2017 (includes rolled, front- 

loaded/pre-loaded, and accrued hours). 

 

Frozen PTO Bank: Bank containing unused hours as of July 1, 2017. Frozen hours can 

be used after hours in current PTO bank are exhausted. When used while employed, the 

hours will be paid at current pay rate. At termination the frozen PTO hours will be paid 

out at rate of pay as of July 1, 2017. 

 

Negative Hours:  PTO hours used that have not accrued. 

 

Fiscal Year: The PTO policy operates according to a fiscal year, which begins on July 

1st and ends on June 30th. For example, the 2018 fiscal year is July 1, 2017 through June 

30, 2018. 

 

IV. PROCEDURE 

 
A. ELIGIBILITY 

1. All full-time and part-time employees scheduled to work at least 40 hours a 

pay period are eligible for PTO. All benefits-eligible employees may 

immediately use available PTO to cover mandated time off due to low 

census and for The Christ Hospital Health Network designated holidays 

when the time off is taken on the actual designated holiday. For all other 

time away from work, non-exempt employees may begin using available 

PTO following completion of the introductory period (typically between 90 

to 120 days of service). Exempt employees may begin using PTO credits 

immediately, with such use being at the discretion of management. 

2. Part-time employees who are scheduled to work less than 40 hours a pay 

period and temporary employees are not eligible for PTO. 

3. An employee who is not eligible for PTO and later becomes eligible will be 

pre-loaded/front-loaded with hours. Non-exempt employees will begin to 

accrue PTO during the first full payroll period following the date of the FTE 

change. Time worked while ineligible for PTO will count toward the 

waiting period for PTO benefits. 
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B. FROZEN BANK 
 

1. As of July 1, 2017, the dollar amount attributed to any previously accrued 

PTO of non-exempt and exempt employees will be frozen and moved to a 

frozen PTO bank. Frozen PTO paid at the time of termination will be paid 

at the employee’s rate of pay as of July 1, 2017. 

 

2. For example, if an employee earns $15.00 per hour as of July 1, 2017, and 

the employee has 150 hours of PTO accrued on July 1, 2017, the value of 

the aforementioned 150 accrued frozen hours is $2,250.00 when paid out 

at the termination ($15.00 per hour x 150 accrued hours = $2,250.00 

value). 

 

3. Frozen PTO may be taken after hours in current PTO bank are exhausted. 

Frozen PTO used while employed will be paid at the employee’s current 

rate of pay. 

 
C. AMOUNT CREDITED 

 

1. The amount of PTO varies with job classification, length of service and the 

number of hours that the employee is paid each pay period. PTO hours are 

accrued during the initial work period and while the employee remains in a 

paid status. PTO is accrued on all PTO used during an approved medical 

leave and/or an FMLA leave of absence. PTO is not accrued on STD (Short-

term disability) benefit hours paid. PTO is not accrued during any unpaid 

absences (i.e., absences for which PTO is not taken) unless the unpaid time 

is due to being mandated off work for low patient census or other business 

reasons. The maximum allowable number of paid hours for purposes of 

computing PTO credits is 80 hours each pay period. 

2. The amount of PTO credited and the value attached to accrued PTO hours 

is as follows: 

 

a) Non-Exempt. Non-exempt employees will be given a pre-load of 

PTO, and will begin to accrue PTO if working in paid status, as of 

the first pay period of each fiscal year. The pre-loaded amount is 

based on FTE and position level as of the beginning of the fiscal 

year. Pre-loaded PTO may be used immediately after successful 

completion of the introductory period.  Non-exempt employees 

may not take more than two weeks of PTO at one time unless 

approved in advance by management. Non-exempt employees will 

accrue PTO per pay period pursuant to a PTO factor (see part 3 

below).  Any PTO hours accrued after July 1, 2017 will be valued 

at the employee’s rate of pay at the time said PTO is used. If PTO 

hours accrued after July 1, 2017 remain unused at the time of 
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termination of employment, the PTO payout will be based on the 

employee’s rate of pay at the time of termination. Non-exempt 

employees may roll over up to 128 unused, accrued hours from 

one fiscal year to the next fiscal year. Any hours rolled over must 

be used in the fiscal year to which they were rolled over. 

 

Non-Exempt Employees Hired During the Fiscal Year. 
 

(a) Employees hired during the fiscal year will 

receive a prorated pre-load based on their hire 

date. 

(b) PTO will begin to accrue and the pre-load will 

be given in the pay period of the hire date. 

(c) During an employee’s introductory period, PTO 

may only be used for holidays and hours 

mandated off due to low census. 

b) Exempt. Exempt employees will receive front-loaded PTO as of 

the first pay period of each fiscal year. The front-loaded PTO may 

be used immediately. Front-loaded pay that is not yet earned may 

only be taken for up to a total of two weeks before more PTO is 

earned to cover additional hours away from work. The front-loaded 

amount is based on FTE and position level as of the beginning of 

the fiscal year, and years of service within the fiscal year. The PTO 

that is front-loaded is the entire amount of hours that the employee 

will earn annually. The following schedule lists the annual 

maximum PTO credits/front-load for exempt employees: 

 

Maximum Exempt Annual PTO 

Credits Years of Service 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Level 1 Year 5 Years 10 Years 15 Years 

Senior Executive Officer, 

Vice President and 

Director Level 

256 256 256 256 

Manager, Supervisor and 

Exempt Employee Level 

216 216 256 256 

Non-Exempt Level 176 216 216 256 
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Exempt employees hired during the fiscal year. 
 

(a) Employees hired during the fiscal year will receive 

a prorated front-load based on the hire date. 

(b) The front-load will be given in the first pay period 

of the hire date. 

c) Alternate Positions. PTO earned/accrued is based on total FTE, 

which includes FTE of alternate position(s). 

3. The amount an employee is pre-loaded/front-loaded is determined at the 

beginning of the fiscal year as follows: 

 

a) Exempt employees will be front-loaded with the full PTO credit 

for the year. The calculation to determine the front-load amount is: 

FTE times the maximum hours based on years of service and 

position level.  For example, an exempt employee with 0.9 FTE 

and 5 years of service will be front-loaded with 194 hours (0.9 x 

216 = 194). 

 

b) Non-exempt employees will be pre-loaded with a minimum of 40 

and maximum of 80 hours based on FTE. Below is a table of 
typical FTEs and the pre-load amount. The calculation to 

determine the pre-load amount is FTE times 80, the maximum 
eligible pre-load hours. For example, an employee with 0.85 FTE 

will be pre-loaded with 68 hours (0.85 x 80 = 68). 

 

FTE Pre-Load Hours 

1.0 80 

0.9 72 

0.8 64 

0.7 56 

0.6 48 

0.5 40 

 
4. The amount of PTO that is credited each pay period for non-exempt 

employees is the product of the PTO factor. The PTO factor takes into 

account an employee’s pre-loaded PTO and is based on years of service and 

job classification (see schedule below). The calculation to determine 

credited PTO is PTO factor times hours paid each pay period. For example, 

if an employee with 5 years of service is paid 60 hours a pay period, the 

employee will be credited with 3.92 PTO hours that pay period (60 X .0654 

= 3.92). 
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Maximum 

Annual Credit 

PTO Factor 

176 hours .0461 
216 hours .0654 

256 hours .0847 

 

D. ADDITIONAL PTO CREDITS BASED ON LENGTH OF SERVICE 

Depending upon job classification, employees become eligible for additional PTO 

credits at the beginning of their fifth, tenth, or fifteenth year of service. The front- 

load for exempt employees will be increased starting on the first full payroll period 

of the fiscal year in which the service milestone will be reached. The accrual rate 

for non-exempt employees will be increased starting on the first full payroll period 

of the fiscal year in which the milestone will be reached. 

Example: An exempt employee whose hire date is January 1, 2015 will reach the 

10 year service milestone on January 1, 2025. As of the first full pay period 

following July 1, 2024 the employee will be credited PTO at the higher factor in 

the front-load. 

Example: A non-exempt employee whose hire date is January 1, 2015 will reach 

the 5 year service milestone on January 1, 2020. As of the first full pay period 

following July 1, 2019 the employee will begin to be credited PTO at the higher 

factor. 

 

E. CHANGE IN PTO FACTOR AND CREDITS AS A RESULT OF A CHANGE 

IN JOB AND/OR SCHEDULED HOURS (TRANSFERS) 

1. Exempt to non-exempt role. 

a) When an employee changes from an exempt position to a non- 

exempt position, the employee will keep any accrued and unused 

PTO accumulated prior to the transfer, including rolled hours. 

b) Effective the pay period of the transfer date, the employee will be 

pre-loaded with PTO under the non-exempt PTO plan. The pre- 

loaded PTO amount will be prorated based on transfer date. 

c) The employee will also accrue PTO on a per-pay basis, beginning 

with the pay period of the transfer date. 

d) If the employee has used more PTO than earned by the time of 

transfer, such PTO amount will be deducted from the pre-loaded 
hours under the non-exempt plan. If the pre-loaded hours are not 

enough to cover the negative balance, hours will be deducted from 
the employee’s frozen PTO bank, if available. 

2. Non-exempt to exempt role. 

a) The employee will keep any accrued and unused PTO prior to 
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b) Effective the pay period of the transfer date, the employee will be

front-loaded with PTO under the exempt PTO plan. The front- 

loaded PTO amount will be prorated based on transfer date.

c) If the employee has used more PTO than accrued by the time of

transfer, such PTO amount will be deducted from the front-loaded

hours under the exempt plan.

3. Transfer to/from College of Nursing and Health Sciences into role falling

under Sick Time, Holidays, and Paid Time Off (PTO) – TCCNHS Faculty

Only policy.

a) Transfer from TCCNHS role governed by Faculty Only policy:

during first pay period in new role employee becomes governed by

this PTO policy, frozen bank remains, sick time hours do not

transfer or get paid out, and employee is credited with PTO in

accordance with exempt/non-exempt new hire.

b) Transfer to TCCNHS role governed by Faculty Only policy:
during first pay period in new role employee becomes governed by

Faculty Only policy, frozen bank remains, paid out accrued and
unused PTO in current PTO bank, loaded with 72 hours sick time.

4. FTE changes without transfer.

a) Non-exempt: As of the pay period of the FTE change, the

employee will begin to be credited PTO based on the new FTE.

Adjustments will not be made with respect to the pre-loaded PTO.

b) Exempt: As of the pay period of the FTE change, the employee
will begin to be credited PTO based on the new FTE. Adjustments
will not be made with respect to the front-loaded PTO.

F. TERMINATION OF EMPLOYMENT OR PLAN ELIGIBILITY

a) Upon termination or loss of eligibility, employees will be paid out 

accrued, unused PTO from the current PTO bank as well as frozen 

PTO, if available. The frozen PTO will be paid at the employee’s 

rate of pay as of July 1, 2017.  Rolled hours will not be paid out.

b) Negative PTO Balance. If employment is voluntarily terminated, 
and balance in the PTO bank is in the negative, hours from frozen 
bank will be deducted, if applicable. If a negative balance remains, 
employees agree to reimburse TCHHN for the cost of the PTO 
advance. Employees agree that this reimbursement may include, but 
is not limited to, having TCHHN deduct the negative PTO value
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from their final paycheck. Employees agree to final paycheck 

deduction by using PTO and accruing negative PTO balances. 

 

G. UNPAID TIME OFF 

An employee must use credited PTO for scheduled and unscheduled time off. 

Employees with PTO will not be allowed to take unpaid time off. Unpaid time off 

may be taken only if initiated or approved by management. 

 

H. HOLIDAYS 

1. The Christ Hospital Health Network designates seven calendar holidays: 

New Year’s Day; Martin Luther King Jr. Day; Memorial Day; 

Independence Day; Labor Day; Thanksgiving Day and Christmas Day. All 

holidays are included in the PTO factor. All benefits eligible employees 

may immediately use credited PTO time to cover time off for The Christ 

Hospital Health Network designated holidays when the time off is taken on 

the actual designated holiday. 

2. Holiday premium pay begins at midnight on each calendar holiday and 

continues through 11:59 p.m. on the calendar holiday. An employee who 

clocks in prior to midnight on the eve of a calendar holiday but works at 

least four hours or 50 percent of his/her shift after midnight, will be eligible 

for holiday premium pay for all hours worked. 

a) Example 1: Holiday premium will be paid on the third shift of July 

3, and the first and second shifts of July 4. Premium will not be paid 

on the third shift of July 4. 

b) Example 2: An employee scheduled to work 7 p.m. to 7 a.m. (11 and 

1/2 hours worked with 1/2 hour for dinner) will receive premium pay 
on the 11 and 1/2 hours worked. This employee will be paid holiday 

premium pay if the shift began on the eve of the calendar holiday or 
on the calendar holiday. 

3. Holiday premiums will be paid on the calendar holiday only. A non-exempt 

employee who is scheduled to work and works on a calendar holiday will 

receive pay at one and one-half times on both her/his regular base rate and 

shift differential for time worked. 

a.  Example:   A Nonexempt  employee with  a $20.00 regular base   hourly 

rate and is eligible for a $2.00 per hour 2nd or 3rd shift differential 

works 2nd shift on a designated calendar holiday. The employee 

would be paid $33.00 per 2nd  shift hour. 
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Base: $20.00 x 1.5 = $30.00 

2nd Shift $2.00 x 1.5 = $3.00 

Total = $33.00 

4. Occasionally, calendar holidays occur on weekend days. When this 

happens, any employee scheduled to work on the Friday before a Saturday 

calendar holiday or on the Monday following a Sunday calendar holiday 

will be paid regular base pay for these days. Holiday premiums will not be 

paid for these dates. 

5. Employees who are normally scheduled to work the day of the calendar 

holiday but will be off due to reduced volume or department closure will be 

paid available PTO hours. PTO taken on the calendar holiday will count as 

time worked for overtime calculations in a workweek. Employees who are 

not normally scheduled to work the day of the calendar holiday because it 

is a routinely scheduled day off will not be paid PTO for that day. 

a) Example 1: A full-time employee is regularly scheduled to work 

Tuesday through Saturday. This employee is not scheduled to work 

Thanksgiving Day because she has already worked her assigned 
calendar holidays this year. This employee would be paid 32 regular 

hours worked and 8 PTO hours. 

b) Example 2: This same full-time employee would not be paid PTO 

for Monday calendar holidays such as Memorial Day or Labor Day 

since Monday is a routinely scheduled day off. He/she would be paid 

40 hours for time worked Tuesday through Saturday. The PTO 

hours accrued for use on calendar holidays would be available to be 

used at a later date. 

c) Example 3: A part-time employee is regularly scheduled to work 24 

hours a week: Monday through Wednesday. During Labor Day 

week, this employee is off Monday because she has already worked 

her assigned calendar holidays for the year, and works her regularly 

scheduled shifts on Tuesday and Wednesday. She picks up an 

additional shift on Thursday, as requested by her manager. This 

employee would be paid 8 PTO hours for Monday and 24 hours for 

time worked Tuesday through Thursday. 

 

I. PTO TO COVER ILLNESS 

An employee must use credited PTO for the first five (5) days (maximum of 

scheduled hours per week) of any personal illness. Thereafter, an employee will use 

sick hours carried forward from a previous benefit program or be paid under the 

short-term disability program, whichever is applicable. Once these benefits are 



THE CHRIST HOSPITAL HEALTH NETWORK 

ADMINISTRATIVE POLICIES 

POLICY NUMBER 4.28.128 

Page 10 of 13 

 

 

exhausted, the employee must use credited PTO to cover the remaining absence 

period. 

 

J. PROCEDURES FOR PTO PAYMENT 

1. Non-exempt employees may take PTO in any increments up to a daily 

maximum amount of the employee’s scheduled work hours for that day. 

Example: If an employee is scheduled to work 8.0 hours per day, he/she 

may take up to 8.0 hours of PTO for that day. 

2. Exempt and non-exempt employees are required to enter PTO requests 

using the TCHHN time and attendance system. 

3. Pay for PTO is calculated at the employee’s current base rate of pay 

excluding any premium payments such as shift differential, overtime or on- 

call pay. 

4. An employee should normally not exceed her/his FTE with PTO. PTO 

should be used for time away from work. 

5. Employees may not schedule and take vacation in one unit or service 

location and work in another unit or service location of The Christ Hospital 

Health Network on the same day(s). 

6. Employees may not schedule and take PTO to extend active employment 

beyond their last day worked. 

7. Tardiness is unscheduled time off. PTO may not be used for tardiness. 

Example: If an employee is late as a result of car problems, PTO cannot be 

used to make up that time. If an employee requests in advance to start to 

work late because of a doctor’s appointment, PTO may be used to make up 

that time. 

8. Employees (non-exempt, exempt, and management) who complete their 

introductory period will be paid for unused, accrued PTO hours upon 

termination as described earlier in this policy. Generally, PTO hours are 

paid on the payroll following payment of final hours worked. 

 

K. PTO FOR INCLEMENT WEATHER 

1. In the event that inclement weather (e.g. snow, ice, etc.) should cause 

department, location, or office closures, employees in departments, 

locations, and/or offices closed due to said weather are able to use any 

available paid time off or unpaid time off to cover time away.  

2. Employees that call in to work due to inclement weather while their 

department or location is open will be required to take available PTO to 

cover their time away from work. 

 
L. SCHEDULING PTO 

1. Scheduled PTO 
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a) Management determines who will be scheduled to work and when 

and whether an employee will be paid or unpaid for an absence. As 

a guideline, in order for an absence to be defined as scheduled PTO, 

the employee must request time off of up to one week, at least 72 

hours in advance of the absence; for time off of a week or more, the 

employee must give at least one week’s notice. Managers may 

require that employees give more notice consistent with special 

department needs. If management requests employees take PTO, the 

72-hour notice requirement may be waived. 

b) Total scheduled PTO may not exceed two consecutive weeks unless 

approved by a TCHHN Vice President. Time off in excess of two 

weeks may fall under a TCHHN-defined leave of absence. 

c) At the beginning of each fiscal year, the department manager will 

request each employee to schedule major segments of one or more 

weeks of PTO based on business needs, managers will try to honor 

an employee’s personal preference, considering the employee’s total 

length of service to prioritize multiple requests for the same period 

of time. 

d) An employee must anticipate they will have sufficient PTO to cover 

the requested time off in order to receive any priority in scheduling 
major PTO absences of one or more weeks. If the employee does 

not have enough PTO credits by the starting date of the requested 
time off, the employee could be returned to the schedule based on 

business needs and the period of time not covered by PTO could be 
granted to another employee 

e) The order of PTO use is as follows: 1) Current PTO Bank, A) rolled 

hours, B) front-loaded/pre-loaded hours, C) accrued hours; then 2) 

frozen hours, if available. 

2. Unscheduled PTO 

If an employee gives less than the notice required, as stated above, the PTO 

will be recorded as unscheduled. Repetitive, unscheduled absences may 

subject an employee to disciplinary action. 

 
 

II. RESPONSIBILITY 

A. MANAGEMENT 

1. Schedule employees’ time off fairly and equitably to meet the business 

needs of the department 

2. Record scheduled and unscheduled PTO accurately in the time-keeping 

system. 

3. Monitor and manage employee PTO use. 
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B. EMPLOYEE 

1. Request scheduled PTO in the time-keeping system. Monitor and approve 

your time card each pay period. 

2. Request time off according to department policies. 

3. Review your PTO balance to support your time off requests. 

 

 
 

DISCLAIMER 
 

This policy has been formulated to assist The Christ Hospital Health Network (TCHHN) 

employees in answering questions regarding TCHHN employment, compensation, and/or 

benefits functions. This policy supersedes any and all prior policies on this topic. Please 

carefully read this policy. You are responsible for knowing and understanding the contents 

of all TCHHN policies applicable to you, as well as the interplay among TCHHN policies. 

 

THIS POLICY, INCLUDING OTHER MATTERS ADDRESSED IN IT, IS ONLY 

PRESENTED AS A MATTER OF GENERAL INFORMATION. IT IS NOT 

INTENDED TO CREATE, AND DOES NOT CREATE, A CONTRACT OF 

EMPLOYMENT, EITHER EXPRESS OR IMPLIED, BETWEEN TCHHN AND 

ANY OF ITS EMPLOYEES FOR EMPLOYMENT, HOURS OF WORK, OR THE 

PROVIDING OF BENEFITS. TCHHN EMPLOYEES ARE EMPLOYEES-AT- 

WILL AND EITHER THE EMPLOYEE OR TCHHN CAN TERMINATE THE 

EMPLOYMENT RELATIONSHIP AT ANY TIME. NO REPRESENTATIVE OF 

TCHHN HAS THE AUTHORITY TO ENTER INTO AN AGREEMENT WITH AN 

EMPLOYEE THAT IS CONTRARY TO THE FOREGOING. 

 

AMENDMENTS/INTERPRETATION: 

 

TCHHN may implement new or different plans, procedures, and policies should it choose 

to do so at any time. Additionally, TCHHN may modify, revoke, suspend, terminate, or 

change any or all of its plans, procedures, and policies, including without limitation, those 

in this policy and in the formal documents, in whole or in part, at any time, retroactively or 

prospectively, and with or without prior notice to employees. TCHHN’s interpretation of 

its plans, procedures, and policies, both in this policy and in the formal documents, is final 

and binding. These policies will be implemented in accordance with the letter and the spirit 

of federal, state, and local laws and regulations. 

 

EQUAL OPPORTUNITY EMPLOYER/AMERICANS WITH DISABILITIES 

ACT: 

These policies will be implemented in accordance with the letter and the spirit of federal, 

state, and local laws and regulations prohibiting discrimination on the basis of race, color, 
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religion, national origin, citizenship, sex, sexual orientation, gender, gender identity, 

genetics, veteran status, age, disability, or any other characteristic protected by law. 
 

Information concerning TCHHN’s plans, procedures, and policies can be obtained from 

the Administration Office or from Human Resources. 


