Q-TEMPS, L.P.

Personal Time Off Policy

Q-TEMPS prides itself in being the premier staffing resource for its clientele.  In an effort to provide our employees with this same premier service, we have outlined the following Personal Time Off Policy (PTO) for Q-TEMPS employees:
How is PTO Accrued: 

PTO is accrued at the rate of .01972 per hour worked. It is a calendar year plan.  Your hours are reset to zero at the beginning of each calendar year.  This plan applies to all Q-TEMPS employees, except Payroll Service employees.

How do I use my hours?

PTO may be used for any time off, including sick time, vacation time, and personal time off, at your discretion, with client approval.  To use PTO hours, you must submit a written request to your Q-TEMPS Account Manager within 72 hours of the time that you are requesting to be away from work.  Please note that if you have worked 40 or more hours in a payroll period and request PTO hours, the PTO hours will be paid at straight time and not overtime.

When can I begin using my PTO Bank?

PTO will begin to accrue on the first hour worked, and you may begin using your hours after you have accrued 8 hours of PTO (approximately 400 hours of employment).  

Can I take PTO in different increments than 8 hours?

Yes.  Feel free to take your 8 hours in smaller increments, such as 2 to 3 hours off at a time, with client approval.  

For example:  If you have accrued 15 hours of PTO and you decide to take 3 hours paid time off, you will still have 12 hours of PTO to use.

What happens to my unused PTO once I leave Q-TEMPS?

If you change companies and remain a Q-TEMPS employee, your PTO accrual will continue.  If you have worked a minimum of 400 hours, upon termination, accrued hours, up to a maximum of 40 hours, will be paid on your final paycheck.  If you leave Q-TEMPS and return within 90 days of the calendar year, any unused PTO remaining will be added to your accrual.

How will I know how many of hours I have in my PTO Bank?

Your pay stub will show you the number of PTO hours used, as well as the number of available PTO hours.

The PTO policy may be cancelled or modified at any time at the discretion of QTEMPS, L.P.
I have reviewed the above information with a Q-TEMPS representative and understand the

Q-TEMPS PTO policy.

____________________________________                        ____________________________

Employee Signature
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