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Pondera Medical Center 
Administrative Policy/Procedure 
 
Policy Number:   84.03.2015.OP.70 
 
TITLE:     Earned Time Off (ETO) 
  
AREAS AFFECTED:   Facility Wide 
 
PURPOSE:   
 
PMC recognizes the importance of paid time away from work. We believe it is in the best interest of the Center 
for the employee to manage and direct their earned time, as they are best able to determine how to use their paid 
time away from work. The Center’s management has a responsibility to see that PMC’s operations are carried 
out smoothly and in the best interests of our patients. 
 
The Earned Time System incorporates vacation, wellness, and holiday benefits into a single plan. Wellness 
benefits are accumulated in a separate bank. This system rewards those employees who use wellness leave 
prudently and at the same time improves staffing predictability. The specific goals of the program are to:  
 
• Give employees more flexibility in their use of paid time away from work. 
• Give more time off to employees who use minimal or no sick time. 
• Reduce unscheduled absences and improve staffing predictability. 
 
DEFINITIONS: 
 
Base Rate of Pay:  Wage received excluding differentials, incentive pay, and other per hour compensations. 
 
Accrual Rate:  The rate at which benefits are accumulated over a period of time. 
 
POLICY:  
It is the policy of the PMC to allow employees to earn paid time off each year.  This paid time off may be used 
for any purpose the employee chooses if scheduled with and approved by the appropriate manager.  There is no 
guarantee that the leave requested will be approved as the manager must ensure that the needs of PMC are met 
prior to authorizing paid time off.  All efforts possible will be made to provide the requested time off as long as 
adequate coverage will be available to patients. 
 
The Earned Time System is a combination of the benefits traditionally granted as vacation, holidays, and sick 
leave into a single integrated plan. This plan consists of three banks – Vacation, Wellness, and Extended Illness 
benefits.   See the Extended Illness policy (84.032014.OP.58) for details of the Extended Illness bank. 
 
All regular full time, part time, and casual employees are eligible to participate in the Earned Time System. 
WWYN and ambulance personnel are not eligible for this benefit. 
 
Paid hours for the purpose of accruing Earned Time are defined as follows: regular hours actually worked, 
vacation hours taken, wellness hours taken, extended illness hours taken, jury duty and military leave hours 
paid, bereavement hours paid, low census hours taken, and voluntary expense reduction hours taken. 
 
The maximum number of paid hours for accrual purposes of Earned Time is 80 hours in a pay period or 2080 
hours in a work year. An employee’s work year is the recurring one-year period that is based on the employee’s 
Anniversary Date or Review Date. 
 
Compensation for Earned Time will be paid at the employee’s current base rate of pay.  
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Earned Time is a benefit to be paid to employees instead of their regularly scheduled hours. As such, Earned 
Time may only be paid for scheduled shifts not worked.  The total of Earned Time and scheduled shift hours 
may not exceed the regularly scheduled hours of the employee in a given pay period.  The available Earned 
Time hours are reduced by each hour worked during the pay period. 
 
Earned Time paid will be paid in the amount of the scheduled hours missed and may be paid to the employee for 
scheduled days not worked at the request of PMC. 
 
Example: 
A part-time employee regularly scheduled for 48 hours per pay period may receive no more than 48 hours of 
Earned Time in a pay period.  
 

Scheduled Hours Hours 
Worked 

Earned Time 
Hours Available For Pay 

80 hour commitment 80 hours 
40 hours 

0 hours 
40 hours 

72 hour commitment 72 hours 
48 hours 

0 hours 
24 hours 

48 hour commitment 48 hours 
24 hours 

0 hours 
24 hours 

On Call or Part-time 
Less than 40 hours 

40 hours 
0 hours 
16 hours 

0 hours 
40 hours 
24 hours 

 
To receive Earned Time the employee must record benefit hours on the time clock.  Benefit hours will be paid in 
¼ hour increments.  
 
All full time employees are encouraged to schedule and take a minimum of 80 hours a year out of the facility 
January – December.  At least 40 of these hours should be taken consecutively.  Part-time and casual employees 
should take time off each year equivalent to the number of hours regularly scheduled for them in a one-week 
period.  A maximum of two (2) weeks should be taken consecutively, unless under extenuating circumstances, 
sufficient staffing, and approved by the department manager. 
 
Upon termination the non- probationary employee will be paid the total number of hours accrued in the 
Vacation and Wellness benefits rounded down to the nearest ¼ hour at the employee’s current base rate of pay. 
Employees are not entitled to any Vacation or Wellness payouts until they have been continuously employed for 
a period of six (6) calendar months and have successfully completed their probationary period.  
 
When a PMC employee either self terminates employment or changes status to WWYN, Vacation and Wellness 
accruals will be paid out at the employee’s base rate of pay prior to the status change with the employee’s next 
scheduled pay check. 
 
Accrual Rates 
Employees will accrue hours to Vacation and Wellness benefits each pay period in accordance with an accrual 
rate formula.  Hours begin to accrue from the first day of employment and may be taken as they accrue after 
satisfactory completion of the six-month probationary period.  The exception would be where a holiday falls 
within the 1st six months of employment. A probationary employee may receive Vacation benefits if the holiday 
falls on a regularly scheduled shift and sufficient hours are available.  Once the six-month probationary period 
has been completed, Vacation and Wellness benefit hours become earned. 
 
Vacation and Wellness benefits accrue based on a maximum of 80 hours in a pay period. Overtime and unpaid 
leaves of absence do not accrue additional hours. When Vacation and Wellness benefits are used, those hours 
will accrue additional hours. If the employee is not working to accrue additional Vacation and Wellness benefits 
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and through the use of Vacation and Wellness benefits, when your account balance reaches zero, no more hours 
will accrue. 
 
The Vacation accrual rate for a full time employee working 2080 hours in a year includes six holidays, one 
Birthday holiday, and ten, fifteen, or twenty vacation days, depending upon the employee’s length of service.  
The Wellness accrual rate for a full time employee working 2080 hours in a year includes four Wellness days.   
 
The maximum number of hours an employee may have in Vacation benefits is 320 hours and in Wellness 
benefits is 64 hours.  Once the maximum balance is reached in the bank, the accrual to that bank will stop until 
the balance drops below the maximum. 
 
The following schedule will apply to the accruing of Vacation benefits and the maximum number of hours in 
each employee’s bank cannot exceed the amount given below. 
 

Years Employed Rate Total/Yr. Maximum 

0-5 years .065385 
 136 hours  
(6 holidays, 1 birthday, 
10 vacation days) 

320 

6-10 years .084615 
176 hours  
(6 holidays, 1 birthday, 
15 vacation days) 

320 

+ 10 years .103846 
216 hours  
(6 holidays, 1 birthday, 
20 vacation days) 

320 

 
The following schedule will apply to the accruing of Wellness benefits and the maximum number of hours in 
each employee’s bank cannot exceed the amount given below. 
 

Years Employed Rate Total/Yr. Maximum 

0-+10 years .015385 32 hours  
(4 days) 64 

 
The total accrual of Vacation and Wellness benefits is shown on the employee’s pay voucher every pay period 
and can be accessed on the time clock at any time. Earned Time hours must be accrued before they may be 
taken. 
 
Time used from or accrued to Wellness benefits is separate from and can be used to supplement Vacation.  
Wellness benefits are not cashable. 
 
Wellness benefits are separate from the Vacation benefit for better clarification and to reward employees for 
good attendance. Wellness benefits work like a deductible in that it rewards an employee by being able to access 
their Extended Illness benefit one day sooner for every 6 months that they have good attendance. Good 
attendance is defined as not calling off.  
 
Example: 
An employee has good attendance for 6 months. They are able to access their Extended Illness benefit after 2 
days, not the required 3 days. The employee goes 1 year with good attendance. They are now able to access their 
Extended Illness benefit after 1 day, vs. the required 3 days. After 18 months of good attendance, they are able 
to access their Extended Illness benefit immediately. After 1 call off, their deductible goes back to the required 3 
days to access their Extended Illness benefit. 
 
It is the responsibility of the manager to keep track of an employee’s good attendance. 
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Usage 
The use of Earned Time, with the exception of those due to illness, must be scheduled in advance with the 
employee’s Department Manager, and will only be granted with the Department Manager’s approval. 
 
Holidays 
The following days are legal holidays PMC recognizes for calculation of overtime pay: New Year’s Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day. 
 
Employees may elect to receive Vacation for a holiday when a holiday falls on a normal day off.   Employees 
that do work the holiday may also request payment of Vacation equal to the number of hours scheduled in the 
shift.   
 
Employees may receive Vacation pay for a holiday not worked within the first six months of employment if the 
holiday falls on a regularly scheduled shift and sufficient hours are available in their Vacation benefits.  
 
A probationary employee may choose to work on a holiday at their regular rate of pay if their department is not 
open for the holiday and the additional hours worked will not create “overtime” hours.  The probationary 
employee must verify that there is sufficient independent work available and obtain their manager’s approval. A 
“Holiday Waiver Release Form” must be signed by the employee and their manager prior to working a holiday.  
 
Vacation Cash Out 
To ensure that an employee does not fail to accrue Vacation benefits, you may choose to cash out your Vacation 
benefits.  Cash out of Vacation benefits will be granted to regular employees who have an accrual of 300 or 
more hours.  Up to 120 hours may be “cashed out” twice in a year for qualifying employees.  A minimum of 200 
hours must remain in the employee’s Vacation bank following a payout.  Due to budgetary issues, absolutely no 
Vacation Benefits may be cashed out during the months of November and December.  Cashing out of Vacation 
benefits must have written approval from the employee’s manager and their department director verifying a 
staffing shortage.  Forms are available in the Accounting office.  
 
Date of Origin: 07/07  
Date of Last Review: 06/08; 07/09, 07/10, 07/11, 07/12, 05/13; 05/14; 05/15; 02/16 
Date(s) of Revision:   03/14, 03/15; 01/16 
Effective Date:   03/15 
 
Contact Person(s): Human Resources, Director of Finance, Payroll 
 
 
Executive Approval:         
 
            
Date of Board of Director’s Review:   03/26/15  
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