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Costa Oils Inc. provides employees with [PTO (Paid Time Off)] from work. [PTO may be taken for any 
reason, including vacation days, sick time, or other personal time away from work.] Costa Oils Inc. 
encourages all employees to use their full allotment of [PTO (Paid Time Off)] each year.]

Accrual of [PTO/Vacation] [for Full-Time Employees]

Policy Details

Policy Name

Costa Oil PTO Policy

Policy Description

Internal Corporate Employee PTO Program

Policy Type

Paid Time Off

Accrual Method

1 hour earned per 80 hours worked (not including overtime)

Accrual Waiting Period

90 days

Carryover Limit

10 hours

Paid Out on Termination

Remaining time off balance for this policy is not paid out upon employee termination

OR

a. [SPECIFIED COVID-19 RELATED REASONS;] [or]

b. [time spent getting a COVID-19 vaccine and recovering from any adverse side effects from the 
vaccine.]

For purposes of this policy, family member means an employee's spouse, [domestic partner,] child, 
including a biological, adopted, foster, adult, or step child, [legal ward, child of a domestic partner, or 
any individual with whom the employee had an in loco parentis relationship,] parent, including a 
biological, adopted, or step parent, parent of a spouse [or domestic partner][, or any individual who 
was the employee's legal guardian or had an in loco parentis relationship with the employee,] sibling, 



grandparent, grandchild, including a biological, adopted, foster, or step grandchild, [member of the 
employee's household,] or [OTHER DEFINED FAMILY MEMBER].

Requirements for Using PTO

Employees may begin using available PTO [immediately/after they have been employed at least 90 
days]. Employees may not use more than 8 hours of PTO each pay period. PTO must be used in no 
smaller than one-hour increments. 

Employees are limited to using no more than [40] hours of available sick time [to care for a family 
member other than a child under 18 years of age, or a child under 20 years of age if that child is 
attending secondary school] [or] [as safety leave] in any 12-month period.]

Any employee who needs to take a sick day must contact the [Broadway HQ] Department] a week 
prior before the start of their shift], except in emergency circumstances, in which the employee should 
contact their supervisor as soon as practicable.

Any employee who takes 2 or more consecutive sick days must provide a certification [by their health 
care provider] attesting that the employee's leave was taken for a reason permitted by this policy [and 
attesting to the employee's fitness to return to work.] [Any employee who must take more than 5 
consecutive sick days may be eligible for benefits under Costa Oils Inc.'s short-term disability or 
workers' compensation policy and should contact the [Broadway HQ] Department]/refer to Costa Oils 
Inc.'s.

Carryover

Carryover Limit

10 hours

Termination of Employment
Paid Out on Termination

Remaining time off balance for this policy is not paid out upon employee termination

Absences Not Covered by This Policy

This policy addresses absences for [PTO] leave. It does not cover other absences, such as unexcused 
absences or absences for [parental leave, ][family and medical leave, ][military service leave, ][military
family leave, ][short- or long-term disability leave, ][workers' compensation leave, ][bone marrow and 
blood donation leave, ][bereavement leave, ][jury duty leave, ][voting leave, ][victims of crime leave,] 
[or ][OTHER TYPES OF LEAVE].

Concurrent Leave

[To the extent allowed by law, you may elect [and Costa Oils Inc. may require] that eligible leave taken 
under the Family and Medical Leave Act (FMLA) run concurrently with leave available under this 
policy for the same purposes as your FMLA leave.]

Administration of This Policy

The [Broadway HQ] Department is responsible for the administration of Costa Oils Inc.'s [Paid Time 
Off/Vacation] Policy. If you have any questions regarding this policy or if you have questions about 
[PTO/vacation days/sick time] that are not addressed in this policy, please contact the [Broadway HQ]
Department.

Any employee who abuses this policy will be subject to disciplinary action, up to and 
including termination of employment.
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