ETO/PTO/TIME OFF Policy 11/2023

Attention ALL EMPLOYEES: Please thoroughly review the information listed below.
Vacation time will be changing for the upcoming year, effective immediately. With this change, “vacation” will become Earned Time Off/Paid Time off that an employee has the opportunity to use throughout the year for personal/sick days or will roll over into a payout that will be issued each November on the Friday after Thanksgiving. Our “Employee Request Off Calendar” begins on November 1st and ends on October 31st the following year. All employees are eligible for 5 unpaid personal/sick days in the aforementioned time frame. If an employee uses his or her allotted 5 unpaid personal/days, all remaining days off will require the use of ETO/PTO. All employees MUST have time accrued in their ETO/PTO “bank” before they can request time off to use it. If an employee does not have time accrued and takes a sick/personal day without pay, that employee will forfeit 8 hours of pay at their base rate on their final payout. If an employee uses more than their allotted 5 days PLUS all of their banked ETO/PTO, they will forfeit pay at their base rate for each additional day they are over for the following year.
Example: I am an NKE employee who has been with the company for 1 year. I get 5 unpaid sick/personal day PLUS 40 HOURS banked throughout the year to use for time off or a payout at the end of the aforementioned payout date. I have taken 11 days off throughout the calendar year mentioned above. I know the following year, I will automatically forfeit 8 hours at my base rate of pay from my ETO/PTO bank or payout. 
If an employee uses his or her 5 unpaid sick/personal days, but does not use any or all of the time accrued throughout the year, the employee is eligible for a payout on all remaining accrued hours to be paid on the Friday following Thanksgiving. 
Example: I am an NKE employee who has been with the company for 5 years. I have taken my 5 unpaid sick/personal days PLUS three 8-hour days of vacation. I know on the Friday following Thanksgiving, I will be eligible for a payout on the remaining 96 hours at my base rate of pay.
 

All time off requests must be submitted a week before the employee needs off AND approved by Vince. If the employee does not have approval for time off a week prior to their personal day, they will forfeit ETO/PTO hours for time off or will be docked the following year if the employee is over and above their allotted days/time off. Personal days for Doctor’s appointments that an employee cannot give a week’s notice for, will be handled on a case-by-case basis. 
All employees will begin using accrued ETO/PTO to cover their time off following the 5 unpaid sick/personal days. The employee MUST have the amount of time built up that they wish to be paid for or that time will be unpaid. Ex: If I am taking 40 hours of vacation, and I only have 30 hours of accrued ETO/PTO, I will only be paid for 30 hours. Any unpaid time will count towards the employees 5 unpaid sick/personal days. If an employee has already used their 5 days plus any amount accrued in their bank and will no longer accrue any more ETO/PTO for the year, the employee will automatically forfeit hours at their base rate of pay from their ETO/PTO bank or payout for all additional hours they are over. ANY ETO/PTO that is used throughout the year for time off will be taken off of the final amount that is paid in November, if applicable. 
Vacation will be earned based on the following scale:
0-2 years: up to 40 Hours @ approx. 0.027 hrs ETO/PTO for every-one hour paid
2-5 years: up to 80 Hours @ approx. 0.0535 hrs ETO/PTO for every-one hour paid
5-10 years: up to 120 Hours @ approx. 0.08 hrs ETO/PTO for every-one hour paid
10+ years: up to 160 Hours @ approx. 0.107 hrs ETO/PTO for every-one hour paid
Note: An employee is eligible to begin earning ETO/PTO after SIX months with Nip Kelley Equipment Co., Inc. If the employee has been with the company for 8 months at the time of the payout, that employee’s ETO/PTO will be based on the 2 months following their probationary period, according to the scales listed above. All hours are based 52 weeks per year. Any employee who has not been with the company for SIX months and takes their 5 unpaid sick/personal days plus additional hours without having ETO/PTO accrued to use will automatically forfeit hours at their base rate of pay from their ETO/PTO bank or payout the following year. 
	PLEASE REVIEW THE FOLLOWING INFORMATION CONCERNING DOCTOR’S APPOINTMENTS, DEATH IN FAMILY, & JURY DUTY. 
· Concerning Doctor Appointments:
· Any employee must fill out a “Request for Time Off” form for all Doctor’s Appointments, Dentist Appointments, Chiropractor Appointments, etc. All appointments will be counted towards an employees allotted time off unless the employee brings in a Doctor’s Excuse within 48 hours of the appointment date and time. If the appointment falls on a Friday, the employee has until the end of the day on the following business day to submit the excuse. Please bring all Doctor’s Excuses into the office. If the employee fails to bring in a Doctor’s Excuse, this will be counted towards his or her 5 unpaid sick/personal days off.  An employee will be required to use his or her accrued ETO/PTO, if available, if the employee has used their 5 unpaid sick/personal days and fails to bring in an excuse within the aforementioned time frame. If the employee has used all 5 unpaid sick/personal days plus their accrued ETO/PTO, the employee automatically forfeits hours at their base rate of pay from their ETO/PTO bank or payout for all additional hours they are over.

· Concerning Death in Family:
· All days missed due to an employee attending a funeral will be excused. The following Immediate/Other family members will be an Excused day off and will result in 8 hours of pay at the employee’s base rate of pay paid by NKE.  If the employee takes off for any family members not listed below, the day will still be excused, but an employee can choose to use his or her accrued ETO/PTO, if available. 
· Immediate Family Member: Employee’s spouse, parents/step-parents, child/step-child, brother/step-brother, sister/step-sister, grandchild/step-grandchild, brother-in-law/sister-in-law, grandparent/step-grandparent, son-in-law/daughter-in-law

· Concerning Jury Duty/Court:
· Any employee reporting for jury duty is an unpaid, excused day off unless the employee has enough ETO/PTO accrued and wishes to use that for pay. If the employee is summoned to court, this day will be excused. If the employee has enough ETO/PTO accrued and wishes to use that for pay. If the employee goes to court for any other reason, this day is not excused and will be counted towards his or her 5 unpaid sick/personal days off. If the employee has already used his or her allotted 5 unpaid sick/personal days, the employee will be required to use their accrued ETO/PTO. If the employee does not have enough ETO/PTO time accrued, they will forfeit time from their final payout to cover the hours missed without having the time available in their bank. If these hours result in going over and above the employees allotted time off, the employee will automatically forfeit 8 hours at their base rate of pay from their ETO/PTO bank or payout the following year. ANY ETO/PTO that is used throughout the year for time off will be taken off of the final amount that is paid in November, if applicable.

*Please note that Nip Kelley Equipment Co., Inc. will continue to offer paid holidays for those employees who have worked for the company for at least one year. Those holidays include: New Year’s Day, Memorial Day, 4th of July, Labor Day, Thanksgiving, & Christmas Day. If the holiday falls on a Saturday the Friday before will be considered the paid holiday. If the holiday falls on a Sunday, the Monday after will be considered the paid holiday. 
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