
SPECIAL PANDEMIC PAID TIME OFF (PTO) PURCHASE PROGRAM  

QUESTIONS AND ANSWERS 

 

Q:   Who is eligible for the Special PTO Purchase Program?   

A:   Associates who are regularly scheduled to work at least 30 hours per week – those considered 
full-time benefits eligible. 

Q: Can I enroll in the Special PTO Purchase Program at any time? 

A: No. This is the only election period for the Program. The enrollment period closes April 20, 2020. 

Q: Can I change my election after the window has closed? 

A: No. Once your election is made, you cannot change the election. 

Q:        I work less than 40 hours a week.  Can I elect more than my regularly scheduled hours? 

A:        Yes 

Q: How do I use my purchased Paid Time Off days? 

A: You must schedule your purchased PTO days within Workday and have manager approval before 
using them. Associates on leave will need to contact the HR Connect team to have their Leave 
Specialist notified of their intent to use these days while on leave. Utilizing time off while on 
leave does not require manager approval. We recommend using all of your vacation days and 
floating holidays (other than any granted Evergreen Day) before using these purchased PTO days, 
but it isn’t required. 

Q: Can I take purchased PTO in hourly increments? 

A: Non-exempt associates can take PTO in hourly increments. Exempt associates can take PTO in 
half-day increments.   

Q: Will I be paid during my purchased PTO? 

A: Yes. When you use your purchased PTO days, you will receive your base rate of pay in effect at 
the time that you use the days. Non-exempt associates will see it as a separate line item on their 
payslip, and exempt associates will see it as a continuation of their regular pay. The income will 
be taxed as your regular pay is. 

Q:        Can this Special PTO be used if paid sick time has been exhausted? 

A:         Yes. The Special PTO Program was designed to provide benefits-eligible associates with 
additional time off to be used as needed. It can be used immediately or after you have exhausted 
other paid time off, although we do recommend that paid sick days, regular vacation and floating 
holidays be used first. 

 

 

 



Q:        If I purchased days during Open Enrollment, can I still purchase two weeks more? 

A:        Yes. Special PTO is separate from Vacation Purchase. If you purchased any days during open 
enrollment, those are Vacation Purchase days. When enrolling in Special PTO, select one or two 
weeks based on how much Special PTO you want to purchase. 

Q: How is the cost of the Purchased Paid Time Off calculated? 

A: You pay the full cost of buying PTO weeks on a pretax basis. The annual cost of purchased PTO 
weeks will be deducted equally from each remaining biweekly pay periods of 2020. Although 
you buy PTO time in weekly increments, the cost is calculated by your hourly rate. If you don’t 
already know your hourly rate, here is an example of how to calculate your hourly rate and the 
cost of purchasing PTO: 

 

Example: Your annual base salary is $35,000 prior to the election period and you decide to buy a week of 
PTO : 

Step One Step Two Step Three 
Ann. Base Salary 
÷ 52 Weeks in a Year 
= Weekly Pay 

Weekly Pay 
÷ Standard Hours Scheduled per Week 
= Hourly Wage 

Hourly Wage 
x 40 or 80 hours 
= Cost for PTO Days 
Total ÷ Number of Pay 
Periods left in Year = per pay 
period amount 

$35,000 ÷ 52 Weeks 
= $673.08 

$673.08 ÷ 40 Hours 
= $16.83 per Hour 

$16.83 x 40 Hours = 
$673.08 for a week of PTO + 
17 pay periods 
$39.59 per pay period 

 

Q: Can I carryover purchased PTO to the next calendar year? 

A: No. You cannot carry over purchased PTO weeks to the next calendar year. However, you will be 
reimbursed for any days not taken. 

Q: What happens if I don’t use all the days that I purchased? 

A: If you do not use your purchased PTO weeks before the end of the calendar year, you will be 
reimbursed for unused days pending verification by Corporate Benefits. Your reimbursement will 
be taxed as regular income. 

Q: What happens to unused purchased weeks if I terminate my employment mid-year? 

A: You will be reimbursed for any purchased time not taken. 

Q: What happens if I terminate my employment mid-year and I have used more PTO days 
than I have paid for through the date of termination? 

A: Any necessary deductions will be taken from your final paycheck. 

Q:  May we sell or gift unused days to other associates? 



A:  No. Any unused purchased days will be reimbursed to the associate at year end and policy does 
not allow for the selling or gifting of PTO to other associates.  

  


