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I.
GENERAL STATEMENT

All benefits-eligible employees begin accruing PDO immediately upon hire. These hours are used for sick, holiday, personal or vacation time away from work.  In addition to providing employees with PDO, paid jury duty leave and paid bereavement leave is provided. 

II.
PROCEDURES


A.
PAID DAYS OFF (PDO)


PDO is a benefit plan that provides payment for scheduled and unscheduled time off from 
work from the employee’s balance of accrued time.  Employees may accrue up to 520 hours 
in their PDO banks; once that amount is reached, PDO accrual ceases until the balance is 
reduced.  Annually, during the Benefits Open Enrollment Period, employees may elect to sell 
back up to 120 hours of the following year’s PDO accrual.  PDO balances are printed on each 
bi-weekly paycheck.  Each employee is responsible for monitoring usage and accrual 
accuracy.



1.
Accrual
Employees begin accruing PDO immediately upon employment.  Full-time employees hired prior to October 1, 1983 who have not changed status since that time accrue under Schedule A below; employees hired on or after October 1, 1983 accrue under Schedule B.  Employees who were hired prior to October 1, 1983, but who changed status after that date accrue under Schedule B.  

Employees accrue PDO each pay period based on their assigned hours (those the employee is expected to work on a regular basis) in the payroll system.  Accruals are based on assigned hours at time payroll is processed.  Employees do not accrue during pay periods when a paycheck is not received.  

SCHEDULE A

Regular Full-time 

(*Figures below are for a full-time employee assigned 80 hours per pay period; accruals are prorated for employees who are assigned less hours.) 


Length of Service

Maximum Annual Accrual

Pay Period Accrual

10 to 15 years


39 days/312 hours



12.00


> 15 years


44 days/352 hours



13.54

SCHEDULE B

Regular Full-time 



(*Figures below are for a full-time employee assigned 80 hours per pay period; accruals 

are prorated for employees who are assigned less hours.)


Length of Service

Maximum Annual Accrual

Pay Period Accrual

< 2 years



26 days/208 hours


  8.00


2 to 5 years



29 days/232 hours


  8.92


5 to 10 years 



31 days/248 hours


  9.54


10 to 15 years



36 days/288 hours


11.08


> 15 years



41 days/328 hours


12.62

Regular Part-time 



(*Figures below are for a part-time employee assigned 40 hours per pay period; accruals 

are prorated for employees who are assigned less hours.)


Length of Service

Maximum Annual Accrual

Pay Period Accrual

< 2 years



13 days/104 hours


  4.00


2 to 5 years



14.5 days/116 hours

              4.46


5 to 10 years 



15.5 days/124 hours


  4.77


10 to 15 years



18 days/144 hours


  5.54


> 15 years



20.5 days/164 hours


  6.31

*  Formula for calculating prorated accruals is as follows: Assigned Hours / 80 x Pay Period Accrual

Example for full-time employee hired after 10/1/83 and employed three years who is assigned 72                                      hours per pay period: 72/80 x 8.92 = 8.03 hours accrued per pay period.



2.
PDO Usage by Exempt vs. Non-exempt Staff

a.
In accordance with the Fair Labor Standards Act, exempt employees only use 

PDO when whole days are taken off from work.  Exempt staff do not use PDO 

for partial day absences.  Exception:  In accordance with FMLA regulations, 

exempt staff who are authorized to take Intermittent FMLA, use PDO for 

partial day absences in hourly increments.




b.
Non-exempt employees use PDO in hourly increments.  Time off is rounded 



up to the nearest whole hour and that is the PDO amount which is subtracted 





and paid from the employee’s bank of time.



3.
PDO Usage For Advance Requests




a.
Employees submit requests for time off, in accordance with
departmental 




guidelines, and must use PDO in hourly increments.  




b.
Generally, employees in their initial 90-day Introductory Period may not use 



accrued PDO, except for holidays when their department is closed, unless PDO 



usage is negotiated at time of hire.



c.
Managers approve or deny requests based on work volume, needs of the 




department, timeliness of the request and availability of PDO in the 




employee’s bank.  If an emergency or staffing crisis arises after PDO has been 



approved, the manager may withdraw approval for PDO usage or call the 




employee back from approved time off.



4.
PDO Usage For Unscheduled Absences




a.
When unscheduled absences are necessary, employees must follow 




departmental guidelines for notifying their manager of their absence.  If a 




departmental policy does not exist, the expectation is that the employee will 



notify the manager no later than one hour after their scheduled start time.  If 



unable to report to work for more than one day, the employee must notify the 



manager each day an absence is needed, unless the manager has approved a 



Leave of Absence for a specified period of time.  




b.
The employee may be required to provide proof of illness or emergency for 



PDO to be paid for an unscheduled absence.




c.
Employees who receive a disciplinary action at level 2 or higher for 




unauthorized absenteeism may have PDO payment denied for the absence 




period.  (See Absenteeism Policy for details.)

d.
Employees who have an unscheduled absence the day before, the day of, or the day after a holiday may not be paid PDO for the day(s), may have PDO for the absence deducted from their PDO bank and may receive a disciplinary action.  The manager must notify the Benefits Department to deduct the PDO but not pay the time.  Management will determine appropriate action based on departmental policy, employee performance records and/or employee attendance records.



5.
PDO Usage For Holidays



a.
Holidays recognized by WakeMed, and for which PDO accrual have been 




provided in annual accrual amounts, are New Year’s Day, Good Friday, 




Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and 




Christmas Day.  




b.
Some departments will be closed on these holidays, others will not.  Some 




departments may also close the day before or the day after a holiday depending 



on operational needs.  When departments close, unless employees have 




approval to work from the department manager, all employees are expected to 



take the holiday off.

c.
See A.4.d. above for information about unscheduled absences on or surrounding a holiday.



6.
Documentation Of PDO Usage




a.
The Kronos automated time and attendance system provides managers with on-



line timecard reports each pay period for each employee.




b.
Managers review hours worked by the employee and enter PDO hours as 




appropriate to make-up the employee’s assigned hours for each week.  Under 



certain circumstances employees may be allowed to take time off without pay; 



they are listed below in section A.7.



c.
Managers also indicate PDO usage reasons in the “Comments” section of the 



Kronos automated time and attendance system as follows:






1.
Illness





2.
Workers’ Compensation





3.
Vacation





4.
Family/Medical Leave (FMLA)





5.
Holiday





6.
Military Leave Active Duty





7.
Military Leave Two Weeks Drill



7.
Time Off Without Pay




Employees must use PDO, if available, to make-up their assigned hours in the payroll 


system, whenever time is taken off from work, including holidays, except as follows:




a.
Up to 4 hours per pay period may be taken off without pay.




b.
Employees who are on an authorized Family/Medical Leave of 





Absence may elect to take time off without pay once their PDO bank 




has been reduced to 40 hours.  Employees who are eligible for 





disability benefits may apply for those once they have met the 





applicable waiting period.  (See the Leave of Absence policy for more 




details about Disability benefit payments.)




c.
Employees who are on an authorized Personal Leave of Absence may 




take time off without pay once their PDO bank is exhausted.




d.
Employees who take time off at management’s request, due to reduced 




staffing needs in their department, may elect to take the time off 





without pay.




e.
Employees in their initial 90-day Introductory Period may take time off 




without pay if their department is closed and they do not have PDO 




available to cover the time.




f.
Managers may deny use of PDO for unauthorized absences which are 




associated with a corrective action at level 2 or higher.

g.
Even if an employees does not have PDO in the bank, managers must allow up 


to 4 hours of time off each year for employees who request to spend time at 

their children’s school.



8.
Payment Of PDO




a.
Change in Employment Status





When employees change status from regular full-time or part-time to 




supplemental status they receive payment of PDO balance in accordance with 



the payment table below.




b.
Educational Leaves of Absence




Employees taking an educational leave of absence are paid a lump sum for 



their PDO balance when the leave begins in accordance with the payout table 



below.




c.
Terminations





a.
Terminating employees receive payment of their PDO balances 





according to their length of service as indicated in the table below.





b.
Payment is provided if:





1.
the expected notice period is worked. (See Termination Notice 




policy for expectations by position.)





2.
the employee voluntarily terminates employment; employees 




who are discharged from employment forfeit their PDO 





balances. (To ensure consistent application of this provision, 




deviations from this require the approval of the Vice President 




of Human Resources.) 




d.
PDO Payout Schedule





Length of Service


Rate of Payment



< 3 months




  0%






3 months - 1 year



40%






1 year - 3 years



50%






3 years - 5 years



75%






> 5 years



          100%







Anytime death occurs during employment   100%



9.
Selling PDO
Each year, during WakeMed’s Benefits Open Enrollment Period, employees may sell up to 120 hours of PDO which will be accrued in the next year.  To be eligible for this sell-back benefit, employees must have at least 160 hours in their banks at the time the election is made.  Employees receive PDO payment (at their pay rate in effect at the time of payment) in their bi-weekly paychecks spread over 26 pay periods.  In extreme situations of personal tragedy, caused by disasters such as fire, floods, hurricanes, tornadoes, earthquake, etc., employees may be allowed to sell PDO outside the normal open enrollment period.  Documentation may be required.



10.
Donating PDO



Employees may donate PDO to other employees who have exhausted their own PDO 

banks due to an inability to work because of a personal/family illness, disability, or 

personal tragedy.  Guidelines are as follows:




1.
Donor’s complete a “PDO Donation Authorization Form” in the 





Benefits Department.




2.
Donors must maintain at least 80 hours in their own PDO banks.




3.
Donors must donate a minimum of 4 hours of PDO at a time.




4.
Donations are strictly voluntary; coercion is prohibited.





5.
Donor hours are multiplied by the donor’s rate of pay at time of 





transfer, then divided by the recipient’s pay rate to determine the 





amount of PDO hours that are placed into the recipient’s PDO bank.


B.
JURY DUTY LEAVE



1.
Eligibility


All benefits-eligible employees, including employees who are in their 90-day introductory period, receive paid leave for scheduled work time that is interrupted due to having to report for jury duty.



2.
Notification Of Jury Duty Assignment




a.
Employees must notify their supervisor immediately upon receipt of a 




summons for jury duty assignment so that proper coverage can be coordinated.




b.
Employees must furnish written proof indicating the number of days served to 



their supervisor.




3.
Payment Provided to Employees




a.
Managers indicate the time as Jury Duty in the Kronos time and attendance 



system when coding the employee’s time for payment.




b.
Payment is provided at the employee’s base rate of pay; no differential 




payment is included.




c.
Time paid is not accrued toward overtime hours.




d.
Employees may also keep the jury duty fee they are paid for the assignment.


C.
PAID BEREAVEMENT LEAVE



1.
Eligibility




a.
Paid bereavement leave of up to 24 consecutive scheduled work hours, not to 



exceed three (3) days, is provided to regular full-time employees, including 



those who are in their 90-day introductory period, for the death of immediate 



family members.  Immediate family members include father, mother, 




grandparents, child, grandchild, spouse, sister, brother, and corresponding 




relatives of the employee’s spouse.  If a special relationship exists outside of 



the above definitions, the manager may approve bereavement leave at his/her 



discretion.




b.
Three-quarter-time and part-time employees receive up to 16 and 8 hours, respectively.

2.
Notification of Need for Bereavement Leave




Employees must notify their supervisor immediately upon acknowledgment of need 


for bereavement leave so that proper coverage can be coordinated.



3.
Payment Provided to Employees




a.
Managers indicate the time as Bereavement Leave in the Kronos time and 




attendance system when coding the employee’s time for payment.




b.
Payment is provided at the employee’s base rate of pay; no differential 




payment is included.




c.
Time paid is not accrued toward overtime hours.




d.
If additional time off is required, the employee may request use of PDO.

Any deviation from this policy requires the approval of the Vice President for Human Resources, Executive Vice President or President.
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