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Personal Time Off (PTO) Plan Conversion 
Open Enrollment Period – October 30th – November 13, 2025 
 

It’s time to make an important choice. 

October 30– November 13, 2025 is the open enrollment period when non-represented City employees 
currently accruing Vacation and Sick Leave, as well as employees represented by Union agreements that 
include a PTO conversion option, can elect to convert to the PTO plan. 

 

What is the Personal Time Off Plan? 

The PTO plan is an alternate leave plan to traditional vacation and sick leave plans. People who choose PTO accrue a 
different kind of leave time which has more flexibility and cash value than current vacation and sick leave plans. Though 
this kind of time accrues at a reduced number of hours as compared to combined vacation and sick leave plans, it lets 
employees tailor those hours to reflect their unique preferences, health and family situations. The PTO plan is optional 
for non-represented employees hired through May 31, 1998 and mandatory for non-represented employees hired on 
and after June 1, 1998. 

The following Union agreements include a provision to allow the election or conversion to PTO: 

Local 17 Professional & Technical Employees 

Local 26 Tacoma Police Management Association, (Police Captains and Lieutenants) 

Local 31 Tacoma Firefighters Union (Only: Battalion Chief; Medical Services Officer; Communications 
Center Supervisor; Fire Captain 40hr within Admin Bureau or Training; Fire Captain Dispatcher; 
Fire Marshall, Deputy Fire Marshall; Fire Lieutenant 40hr, assigned to prevention or Training; 
Firefighter 40hr, assigned to prevention and employees assigned as Paramedic Program 
Clinical Coordinator) 

Local 117 Teamsters Local 117 for the following Units: General and TVE Units 

Local 120 Washington State Council of County and City Employees 

Local 160 International Association of Machinists & Aerospace Workers, for the following units: General 
Unit, Track Workers, Rail Yard Clerks, Rail Mechanics, WWTP Supervisors  

Local 313 Teamsters Local 313 

Local 483 International Brotherhood of Electrical Workers for the following units: Clerical, Court Clerks, 
Customer & Field Services, Custodial & Building Maintenance, Power, Supervisors’, Water and 
Water Pollution Control 

PPSMA Professional Public Safety Managers Association 

BLE Brotherhood of Locomotive Engineers and Trainmen (during the month of October only) 

SMART-TD Sheet Metal, Air, Rail & Transportation – Conductors Unit (during the month of November only) 

UTU – Yardmasters United Transportation Union, Yardmasters Unit (during the month of October only) 

 
NOTE to Represented employees: if your Union agreement is not listed above, your contract does not provide an option to 
convert to PTO 

How it works 

PTO is time off used for vacation and sick leave purposes. Employees can use all their PTO leave time like a sick 
leave plan or like a vacation plan or any combination of the two. The PTO plan uses the terms planned time off and 
unplanned time off. 

Planned time off is recorded as PTO for which the employee has 
made a request and been approved for time off in advance of taking 
the time. Planned use would include things like vacations, scheduled 
medical absences, scheduled school conferences and other absences 
for which time off is requested and approved in advance of the 
immediate need. 

Unplanned time off is recorded as PTU for which the employee 
requests time off without prior notice, such as for emergencies 
including but not limited to illness, transportation or childcare issues.* 

*Similar to current leave plans, unplanned PTO use may be cause for corrective action. 
 

  

Planned Time Off 

   Request in writing to manager 
   Manager approves/disapproves requested 

time off 
   If disapproval causes the maximum to be 

exceeded, the employee has 90 days to 
be granted the time off without losing the 
accrual per TMC 1.12.248.C.2 
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Leave Plan Comparison Overview 

Factor (5 year employee) 
Vacation Leave and  

Sick Leave Plans 
Personal Time Off Plan Comment 

Accrual rate at 5 years of 
service 

15 vacation days plus 
12 sick leave days = 
27 days annually 

21 days annually 
PTO accrual rates are based on current 
annual vacation accrual rates plus 6 days 

Number of days an employee 
can use for sick leave 

27 21  

Number of days an employee 
can use for non-sick leave 
reason  

15 21  

Accrual Maximum 
240 hours vacation* 
No max for sick leave 

960 hours PTO 
Vacation accrual balances cannot exceed 
two years’ accrual 

Annual cash out opportunity None 
Can elect to cash out PTO 
hours per TMC 1.12.248 

PTO Cash Out Election is in January of each 
calendar year 

Cash out value when an 
employee separates 

100% of vacation balance 
10% of sick leave balance* 

100% 
Minimum balance of 80 hours sick leave 
required; maximum payout is 960 hours of 
sick leave, if separating in good standing. 

Cash out value when an 
employee retires 

100% of vacation balance 
25% of sick leave balance* 

100% 
No minimum or maximum sick leave balance 
required 

 

What are the benefits to me? Why consider a change? 

While the PTO option may not be the best plan for all employees, it is anticipated to be a better plan for many. The 
City’s PTO plan has been in place for over twenty years and is offered for several reasons including:  

• recognition of the changing demographics in our workplace 

• the emergence of work-life compatibility as a significant factor determining workplace satisfaction 

• the City’s commitment to being a values-driven organization which rewards hard work, integrity and the 
uniqueness of individuals 

PTO is a flexible plan that can be customized by each individual to their time off needs. Because PTO lets employees 
accrue one kind of time, PTO, which can be used like sick leave and like vacation leave in any proportion an employee 
may see fit. 

PTO can all be used as vacation time if an employee so chooses which allows employees the maximum usefulness of 
their time off. PTO time can also be used for other activities which sick leave would not be appropriate such as: 

• school conferences 

• daycare interviews or visits 

• personal leave of absence to travel or study 

• extended bereavement 

What are the benefits to the City? 

PTO can be seen as a win-win plan for the City and many employees.  

• The City has a strong interest in providing leave plans which enable employees to perform their best at work 

• The City values trust and integrity in the workplace 

• Employees assume responsibility for how they use their time off 

• Eventually as new employees succeed current employees, the 960 hour cap will help limit unfunded liability 
associated with unlimited sick leave accruals 

• Personal time off eliminates managers and supervisors having to second guess what qualifies for sick leave and 
what doesn’t 

What are some of the questions I should ask myself? 

• Given my particular health and other circumstances, do I want to accrue and hold sick leave or do I want 
flexibility with the leave time I have? 

• What are the alternatives? 90 day disability insurance? 180 day? 

• What will my financial needs be upon my separation or retirement? 

Additional information can be found in the Tacoma Municipal Code, Section 1.12.248, provided with this document. 
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What happens to existing leave balances? 

Employees with balances which will convert to 720 or fewer hours may convert all their vacation and sick leave to PTO.  
Employees with high leave balances which when converted would be greater than 720 PTO hours, can convert up to 
720 hours and bank remaining sick leave hours in a personal bank for sick leave use. Vacation hours must convert first 
and sick leave hours convert second using these ratios: 

Current vacation hours convert 1 vacation hour =1 PTO hour (1:1) 
Current sick leave hours convert 3 sick leave hours = 1 PTO hour (3:1) 

Conversion options: 

A. Employees with vacation and sick leave converting to 720 hours or less can: 

1. Convert all vacation and sick leave to PTO 
2. Convert all vacation and convert part of their sick leave to PTO and defer part of their sick leave to a 

personal sick leave bank 
3. Convert all vacation and defer all of their sick leave to a personal sick leave bank 

B. Employees with vacation and sick leave converting to 721 hours or greater can: 

1. Convert all vacation and enough sick leave to reach the 720 hour maximum and defer the remainder of 
their sick leave to a personal sick leave bank 

2. Convert all vacation and convert part of their sick leave to achieve a PTO balance of less than 720 hours 
and defer part of their sick leave to a personal sick leave bank 

3. Convert all vacation and defer all of their sick leave to a personal sick leave bank 

Personal Sick Leave Banks 

For employees who have too much leave to convert or who prefer to keep some sick leave as sick leave, a personal 
sick leave bank means that each employee’s sick leave will remain designated for the individual employee. An 
employee may choose to use this bank after an absence of more than three consecutive days. 

PTO and Leave Sharing 

Employees can elect to share PTO like the current sick leave, under the same circumstances and using the same 
process.  

VEBA 

Sick leave that is placed in a personal sick leave bank would be appropriate for VEBA upon separation or retirement. 

 

Tacoma Municipal Code – Section 1.12.248   Personal Time Off plan. 

A. Rate of accrual of Personal Time Off. 

1. Effective at the beginning of the first pay period starting in June 1998, each unrepresented regular, probationary, project, 
temporary pending exam, or appointive full-time employee hired after June 1, 1998, represented employees as provided for in a 
collective bargaining agreement, and unrepresented employees who elect to transfer from their present vacation and sick leave 
plans to the Personal Time Off (“PTO”) plan during a designated enrollment period shall accrue PTO hours for each biweekly 
pay period in which he or she has been in paid status, pursuant to the following schedule based on aggregate City service. The 
PTO plan is in lieu of vacation and sick leave plans.  

Completed Years of Aggregate Service No. of 
8-Hour Days per Year 

Hours per Pay 
Period1 

Completion of years 0, 1, 2, 3  18 5.54 

Completion of years 4, 5, 6, 7  21 6.46 

Completion of years 8, 9, 10, 11, 12, 13  23 7.08 

Completion of years 14, 15, 16, 17, 18  26 8.00 

Completion 19 years  27 8.31 

Completion of 20 years 28 8.62 

Completion of 21 years 29 8.92 

Completion of 22 years 30 9.23 

Completion of 23 years 31 9.54 

Completion of 24 years 32 9.85 

Completion of 25 years 33 10.15 

Completion of 26 years 34 10.46 

Completion of 27 years 35 10.77 

Completion of 28 years or more  36 11.08 

 
1 The Per Pay Period figure is based on a biweekly payroll schedule. 
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2. Employees shall accrue PTO prorated on the number of hours in paid status in each pay period. The appropriate biweekly 
accrual shall be credited for each biweekly pay period in which the employee is in paid status. PTO accruals based on tenure 
shall be credited at the first of the calendar year in which any of the above periods of aggregate service2 will be completed. The 
applicable accrual rate shall be determined as of January 1 of each calendar year and shall be based on the rate applicable to 
the number of years of aggregate service the employee will complete within that calendar year. For example, on January 1, an 
employee who will complete four years of aggregate service with the City within that calendar year will begin to accrue Personal 
Time Off at a rate of 6.46 hours per pay period. 

3. No employee shall earn more PTO in any one calendar year than the above stipulated days and new employees shall accrue 
PTO based on the above schedule beginning from the date of his or her appointment; provided, however, that an incoming City 
Manager may be credited with such PTO as the City Council may direct. 

4. PTO earned shall be credited to an employee’s accruals after the completion of each biweekly pay period and may not be used 
in the pay period earned. 

B. Permissible use of PTO accruals. 

1. Use of PTO.  

 PTO may be taken in tenths (0.10) of an hour increments. 

2. Planned Use of PTO.  

 PTO requests may be required in writing and the appointing authority, or his or her designee, shall consider the request and 
shall approve or deny it. 

3. Unplanned Use of PTO. 

a. PTO may be used without prior approval for employee or family emergencies, including when the employee’s assigned 
City work location has been closed by order of a public official for any health related reason, or when an employee’s child’s 
school or place of care has been closed by order of a public health official. If an advance written request is not possible, 
the employee shall notify his or her supervisor of the need for and the request of the time off prior to the beginning of his or 
her shift. An employee must keep his or her department head informed of his or her condition if unplanned use of PTO is of 
more than four working days in duration. Unplanned use of PTO, which does not qualify for mandatory paid sick leave and 
which interferes with job performance or City operations may subject the employee to corrective action. 

b. Unplanned PTO may be used for on-the-job injuries during the first three days if not eligible for Workers’ Compensation 
and after the 120-day supplementary on-the-job injury benefits provided in Section 1.12.090 of the Tacoma Municipal 
Code. 

4. An employee is allowed to use any or all of the employee’s choice of paid sick leave or PTO to allow the employee to provide 
care for a family member with a mental or physical illness, injury, or health condition; or to care for a family member who needs 
preventive medical care. For purposes of this section, “family member” means any of the following: 

 (1) A child, including a biological, adopted, or foster child, a stepchild, or a child to whom the employee stands in loco 
parentis, is a legal guardian, or is a de facto parent, regardless of age or dependency status. 

 (2) A biological, adoptive, de facto, or foster parent, stepparent, or legal guardian of an employee or the employee’s 
spouse or registered domestic partner, or a person who stood in loco parentis to an employee when the employee was a 
minor child. 

 (3) A spouse. 

 (4) A registered domestic partner. 

 (5) A grandparent. 

 (6) A grandchild. 

 (7) A sibling. 

 (8) A daughter-in-law or son-in-law. 

5. Permissible Cash-out of Accrued PTO. 

a. A represented employee must have been enrolled in the Personal Time Off (PTO) plan for the entire calendar year 
(January 1 to December 31) prior to requesting a cash-out payment of PTO pursuant to sections b., c., and d. Effective 
January 1, 2022, only represented employees whose collective bargaining agreements permit a PTO cash out but do not 
expressly provide the PTO cash out process set forth in subsection e. may apply for a PTO cash out pursuant to 
subsections b., c., and d.; nonrepresented employees and employees whose collective bargaining agreements expressly 
provide may only apply for a PTO cash out pursuant to subsection e. below. 

b. A represented employee who uses no more than the equivalent of two work days (regardless of length of scheduled shift) 
of unplanned PTO in any one calendar year (January 1 to December 31), but who has used less than 80 hours of planned 
PTO during the same calendar year, may, in January of the following year, submit in writing, on the form provided by and 
available in the Human Resources Department, a request for a payment equal to 90 percent of the cash value of up to 
40 hours of accrued PTO. 
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c. A represented employee who uses no more than the equivalent of two work days (regardless of length of scheduled shift) 
of unplanned PTO in any one calendar year (January 1 to December 31) and who uses at least 80 hours of planned PTO 
during the same calendar year may, in January of the following year, submit in writing, on the form provided by and 
available in the Human Resources Department, a request for a payment equal to 90 percent of the cash value of up to 
80 hours of accrued PTO. 

d. For any request submitted pursuant to subsections b. or c. above, the cash value of the PTO shall be based on the rate for 
the classification in which the employee is working at the time the request is made. The 10 percent balance of the cash 
value not so paid under subsection b. or c. set forth above shall be paid into the Employee Benefit Trust Fund. 

e. A nonrepresented employee, or an employee whose collective bargaining agreement expressly provides, may, no later 
than January 31 of each year, submit in writing, on the form provided by and available from the Human Resources 
Department, a commitment to cash out up to 100 hours of available accrued PTO in February of the following year. The 
cash value of the PTO shall be based on the rate for the classification in which the employee is working at the time the 
cash out payment occurs. 

6. An employee shall be paid for PTO leave at the rate of pay they were receiving the day before the PTO leave is taken. 

C. Maximum accrual of PTO. 

1. Each employee may accrue a maximum of 960 hours of PTO. 

2. If the appointing authority, or his or her designee, denies an employee's request for PTO and the denial would result in the 
employee's accrual exceeding the maximum allowed, the employee shall not lose the accrual at that time. The employee shall 
have up to 90 days to use the excess accrual.  

In the best interests of the City, the City Manager, for general government employees, and the Director of Utilities, for department of 
public utilities employees, may temporarily increase the maximum PTO accrual requirements set forth in this section. 

D. Compensation upon separation from City service. 

1. An employee separated from the City service due to death or retirement based on disability or length of service with attendant 
pension payments under any City employee pension system, who does not qualify for a VEBA deposit under 
TMC Section 1.12.229, shall be compensated the full amount of the PTO accruals up to the maximum of 960 hours at the rate 
for the classification in which he or she was working in on the date of separation. 

2. Upon separation from City service for any reason other than death or retirement based on disability or length of service, the 
City shall pay an employee the full amount of the PTO accruals up to the maximum of 960 hours at the rate for the classification 
in which he or she was working in on the date of separation. 

Employees converting to the PTO plan who currently have vacation accruals will have those accruals converted to PTO on an hour 
for hour basis (1:1). 

E. Conversion of sick leave accruals.  

Employees converting to the PTO plan who currently have sick leave accruals must specify one of the following options: (1) placing 
accruals in a sick leave bank; (2) converting accruals to PTO; or (3) a combination thereof, as set forth below. 

1. Sick Leave Bank. 

a. Accrued sick leave as of the last pay period, after a designated enrollment period, may be placed into a sick leave bank. 

b. Use of Sick Leave Bank. An employee may choose to use sick leave from this bank for any reason specified in 
Sections 1.12.230 and 1.12.232 of the Tacoma Municipal Code, after an absence of more than three consecutive days. 

c. Depletion of Sick Leave Bank. Employees do not accrue any additional sick leave after the conversion to the PTO plan. 
Once the sick leave is used from the sick leave bank, the leave used shall not be replenished. 

d. Cash Out of Sick Leave Bank. 

(i) Separation from City service due to death or retirement for disability or retirement based on length of service shall be 
compensated to the extent of 25 percent of an employee's sick leave accrual in his or her sick leave bank at the rate 
for the classification in which he or she was working in at the date of separation subject to the provisions of 
Section 1.12.229 of the Tacoma Municipal Code (VEBA). 

(ii) Separation in good standing from City Service for any other reason shall be compensated to the extent of 10 percent 
of an employee's sick leave accruals up to a maximum of 120 days at the rate for the classification in which he or she 
was working in at the date of separation. 

2. Conversion of Sick Leave to PTO.  

 An employee who converts to PTO during a designated enrollment period may elect to convert sick leave accruals as of the last 
pay period after a designated enrollment period to PTO using a ratio of 24 hours of sick leave to 8 hours of PTO (3:1) up to a 
combined (current vacation accruals and converted sick leave) maximum of 720 hours of PTO. 

3. Combination.  

 An employee may elect to convert some, but not all, of his or her sick leave to PTO. Any sick leave not specifically converted 
during a designated enrollment period will be placed in a sick leave bank as set forth above. 


