








Annual PTO allotment

Annual PTO allotments will be available in full on the first day of each new fiscal year (June 1) for all
current employees. The amount of annual PTO awarded is determined by the employee’s years of
service.

Factors that may affect the PTO allotment

e Date of hire

e Employment status (changing positions, transition from full-time to part-time, work
schedule, etc.)

e Number of months position is expected to work (ie. 9, 10, 11, or 12-months)

Annual PTO allotment based upon years of service:

Annual PTO allotments for full-time, 12-month employees

0 to <5 years of full-time service — 20 days (4-weeks)
5 to <10 years of full-time service — 25 days (5-weeks)
10+ years of full-time service — 30 days (6-weeks)

Full-time employees working less than 12-months - the annual PTO allotment for full-time
employees working less-than 12-months shall be 56 hours per year. At no time will an employee
receive less than 56 hours of PTO per fiscal year.

*PTO is only awarded at the beginning of each fiscal year (June 1). Should an employee reach a
milestone anniversary after June 1 that would increase their amount of annual PTO, they will
receive the increase at the beginning of the next fiscal year. For example, if an employee reaches
their 6-year anniversary on June 2™, they will receive 20 days (160 hours) of annual PTO until
June 1 the following year.

Part-time, seasonal & temporary employees - In compliance with the NYS Paid Sick Leave Law, part-
time, seasonal and temporary employees will be allotted 56 hours of PTO per fiscal year that is available
for use for any personal reason, as well as any Paid Sick Leave qualifying reason as defined in the NY Paid
Sick Leave Law and summarized above.

90-day probationary period — All newly hired employees will begin accruing paid leave in accordance
with the NYS Paid Sick Leave law for the first 90 days of employment. Employees will earn 1 hour of paid
leave for every 30 hours worked. Upon the successful completion of 90 days of employment, all newly
hired employees will receive an allotment of PTO that will bring their allotment to a minimum of

56 hours of leave (inclusive of the time that was accrued during the first 90 days of employment). For
full-time, 12-month employees completing their 90-day probationary period, they will receive an
allotment of PTO not to exceed the prorated time detailed below.
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This policy does not apply to bereavement leaves, voting leaves, or leaves necessary for jury duty. For
information concerning these leave types please refer to the Staff Handbook.

Example Scenario 1:

Jane Doe has worked for SBU for 7-years. Recently she had to have surgery that required her to
be out of work for approximately 6-weeks. Jane has not used any of her PTO yet this year (5-
weeks) and plans to use this time to cover her time away from work. After surgery, Jane needs
additional time for recovery and she will not be cleared to return to work until 8-weeks
following her surgery. Jane will have the option to request compensation under the Franciscan
Care Benefit (FCB) to provide her with full-income for the 3-weeks she will need to be out-of-
work after her PTO has been exhausted. HR has determined that Jane is eligible for up to 3
months of paid leave under the FCB and the requested use is granted. This will count as 1 of the
2 possible opportunities that Jane may use the FCB in a period of 15 yrs of employment with
SBU.

Example Scenario 2:

Joe Smith has worked for SBU for 15 yrs. Joe is involved in an automobile accident over the
weekend. He is hospitalized and is expected to remain inpatient for at least 4-months. Joe has
used 22 of the 30-days of PTO he has been allotted this year, prior to the date of the accident.
Joe is unable to request use of the FCB due to his incapacitation. HR speaks with his family to
explain the options available to Joe and it is decided that after the 8 remaining PTO days are
exhausted, SBU will continue to pay Joe his salary using the FCB for a maximum of 6-months, or
until Joe becomes eligible for Long Term Disability, whichever comes first.

The University’s Human Resources Office will have full discretion to make all decisions and
determinations under the FCB policy, including determinations as to the existence of a qualifying
disability, an employee’s years of service, an employee’s eligibility for STD or LTD insurance benefits, and
the availability and amount of any FCB benefits.

Related Policies:

Staff Handbook
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