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KRA reserves the right to continually evaluate, amend, modify, or terminate any policy at any time.  This policy is in effect on the date of 
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alter the at-will status of any employee.  Use or disclosure of this information is restricted; contact human resources for additional information. 
 
CORPORATE 

Policy: 
 
Regular, full-time employees accrue PTO time based on years of service and position within the 
company.  Reference the Company Benefits Guide for the rate table.  Accrued leave is available for use 
after an employee has completed 90 days of service.  New hires should complete a New Employee 
Unpaid Time-Off Request form within 5 business days of their start date.  
 
KRA Corporation (KRA) believes that full-time employees benefit from scheduled time off to enjoy 
relaxation and recreation, health and general welfare, and to return to work in a revitalized condition.  
In order to provide for such absences without concern for pay continuation, KRA has adopted the 
following PTO leave plan. 
 

Procedure: 

PTO hoursare earned concurrently with pay (i.e. two weeks in arrears) and may only be usedonce 
thehours have been accrued at the end of the timesheet period. Employees must discuss anticipated 
timeoff with their supervisor to allow for appropriate planning.   

An employee who wishes to use leave during illness is expected to call daily and notify his or her 
manager of his or her continued absence due to illness.  Employees absent for (3) three consecutive 
days or more may be required to provide a doctor’s notification upon return to work.  Management has 
the discretion to approve or disapprove the employee’s personal or vacation request based on business 
needs. 

It is the supervisor’s responsibility to determine whether the employee has sufficient unused accrued 
leave to cover the leave request.  No leave will be granted to employees after either the employee or 
KRA has given notice of resignation or termination.  No employee will be authorized to use leave to 
extend his or her termination date beyond the actual last day worked.  Employees will be compensated 
for 80% of unused accrued PTO in their final paycheck. 
 
KRA will formally discipline employees who take time off without the benefit of PTO.  Any employee 
who has three unauthorized absences in a 12 month period may be terminated.  Managers are required 
to document unauthorized absences, utilizing theEmployee Counseling and Performance Discipline 
Warning form, and counsel the employee about managing their PTO more effectively.  A copy of the 
Employee Counseling and Performance Discipline Warningform must be sent to the Human Resources 
Department to be placed in the employee’s personnel file within 24 hours.  
 
When unique circumstances make it necessary for an employee to take unpaid leave, it is incumbent on 
the manager and employee to discuss these circumstances with the Director, Human Resources.  Upon 
agreement from the Director, Human Resources, the employee may be granted leave without pay, and 
without penalty. 
 
An employee with two unauthorized absence notices will not be eligible for a position change or a 
promotion for one year following the last unauthorized absence date. 
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PTO will not be considered in overtime calculations for non-exempt employees. 

Only one hundred sixty (160) hours of accrued PTO may be carried over to the following calendar year. 

An employee who voluntarily or involuntarily separates from the company must repay any advanced 
PTO at the time of separation.Re-payment will be deducted from the employee’s final paycheck.  In the 
event the advanced PTO exceeds the employee’s final pay, an acceptable payment arrangement will be 
discussed between KRA and the separating employee. 
 


