
New Paid Time Off Policy (PTO) 

Dent Wizard recognizes that employees need days off from work to address their personal and 
medical needs, or the medical needs of a family member. In addition, the company would like to 
promote an environment that empowers employees to manage their earned time to best fit their 
needs. 

With that said, beginning January 1, 2020 Dent Wizard will roll out a new Paid Time Off (PTO) 
policy for all employees. The new policy will combine our current vacation & sick benefits to a 
single PTO benefit to improve compliance in states requiring paid sick time as well as reduce 
complexities in tracking and maintaining three separate systems. 
 
PTO is provided as a benefit to regular full-time employees.  PTO will not be considered as time 
worked for the purpose of computing overtime for non-exempt employees.   
 
• PTO is accrued in hourly increments on a weekly basis. Each employee’s accrued hours will 

be placed into their PTO “bank”. 
• At the start of each calendar year every eligible full-time employee with more than 90 days 

of service will have 24 hours of PTO added to their PTO bank. 
• Additional accrual increments and maximum number of accrued hours per calendar year are 

based on length of service. Once the accrual maximum is reached, no additional PTO may be 
accrued (this maximum includes those hours added on January 1): 

In addition, the new policy will allow employees to roll 80 hours of unused PTO time over to the 
following year. However, each calendar year will be capped based on the schedule below. Any 
PTO time rolled over will be added against the accrual cap to ensure PTO maximums are within 
company guidelines. 

 
Non-Exempt Employees paid commission, piece rate, or other production incentive:  

Years Accrual Rate Maximum total and 
annual accrual  

<5 Years 3 hours for each complete 
week of work 

80 hours  

>5 Years 3 hours for each complete 
week of work 

120 hours  

 
 
 
Exempt and Non-Exempt Employees paid a flat hourly rate:  

Years Accrual Rate Maximum total and 
annual accrual  

<5 Years 3 hours for each complete 
week of work 

104 hours  

>5 Years 3 hours for each complete 
week of work 

144 hours  

 



Example: An hourly employee with 6 years of service uses 40 hours of vacation in 2020. 
 

o The employee has 6 years of service; therefore, they are eligible to earn 144 hours of 
PTO time in the calendar year of 2020.  

o The employee decides to use only 40 hours of their PTO time for vacation in 2020 
leaving the employee with a 104-hour PTO balance. The maximum number of PTO 
hours that can carry over to the following calendar year is 80; therefore, any 
remaining hours over 80 at the end of the year will be lost.   

o The employee will start the next year (2021) with 80 hours. In addition to the 80-hour 
PTO balance carried over from the previous year, 24 hours of new PTO time will be 
loaded into the employee’s PTO bank, for a new balance of 104 PTO hours to start 
the new year of 2021.  

o The employee is still eligible to earn up to 144 hours of PTO time in 2021 as long as 
the employee’s PTO balance is below the annual PTO capped amount of 144 hours. 
No additional hours will be earned if employee meets the PTO cap. 

 

• Employees whose employment terminates, and they have used PTO time not yet accrued, the 
PTO taken will be deduced from the final pay check (unless dis-allowed by law). 

• Three (3) consecutive days of absence from work without notification of the employee’s 
supervisor will be taken as voluntary resignation from the job. 

Requesting PTO Time 
Requests to use PTO should be made at least fourteen (14) days prior to the desired use of the 
time.   

• All employees should continue to request PTO through the ADP app. Once time has been 
submitted by the employee, the requested is forwarded to the employee’s manager for 
approval. Once the manager approves, the request is then forwarded to Payroll for 
processing.  

 
If the need for PTO is to address domestic violence or sexual assault, or for sickness/medical 
treatment of yourself or a qualified family member, such as a spouse/registered domestic partner, 
(grand)child, (grand)parent, or sibling, reasonable advance notice is required if foreseeable; if 
not foreseeable, notice should be given as soon as practical.  Except new employees as described 
above, PTO may be taken at any time after being accrued.  Other PTO considerations include: 
 
• A Company holiday that falls during the time PTO is taken will be considered as a holiday 

and not PTO time.  This PTO time may be taken at another approved time. 
• Job requirements will always have precedent over vacation schedules, unless otherwise 

required by law, such as for sickness/medical care or the need to address domestic violence 
or sexual assault. 

• Seniority will be considered in the event a conflict of PTO schedules arises, unless otherwise 
required by law, such as for sickness/medical treatment or the need to address domestic 
violence or sexual assault. 



• PTO taken during any pay period will not be considered when calculating an employee’s pay 
for overtime. Any payment for PTO time will be calculated using the employee’s base rate 
(or “Vacation Rate”) of pay. 

 
Pay in lieu of unused PTO will be provided only at the discretion of the Company when 
approved by Management and upon separation from employment under certain conditions or as 
required by state law. 
 
Available PTO will be identified on the itemized wage statement that accompanies an 
employee’s payment of wages or on a separate document that accompanies the itemized wage 
statement. 
 

 

 

 

 

 

 

 

 

 
 


