MANAGEMENT LEADERSHIP SERVICE

PAID TIME OFF or PTO

New cmployees who will be members of the Management Leadership Service and belong
tes the Retirement Savings Flan will receive Paid Time Off or PTU instead of annnal or sick
leave. The important facts about PTO are:

o You cen use PTO for the same purposes as anmual or sick leave.

o Pull ime employees receive 140 hours of PTO at the start of the first full pay period in
the new year and another 140 hours 2t the beginning of the 14™ pay perjod. Pert-time
employess receive a pro-rafed amount of PTO,

o Yon can acoumulate PTO without fimit from year to year.

o When you leave County employment you can receive payment for up to 600 hours of
PTO. Howsver, you can only receive payment for a prorated portion of the PTO that you
received in your last year of employment. The pro-rating is based on how many months
of the last year of employment that yon worked.

o I an employee dies, the employee’s beneficiary or estate will raceive payment forup to
600 hours of the exnaployes's PTO.

0 Employses who receive PTO will also receive personal leave days and paid holidays.

CMR I/15/02



