
Effective January 1, 2020, Block by Block locations within the State of Massachusetts are subject to the 
following policy, which replaces the vacation policy in the Employee Handbook (Section 303). Employees within 
the State of Massachusetts will not be eligible for vacation other than as described in the Paid Time Off policy outlined 
below. If an employee uses all of their available PTO, regardless of the reason, no additional paid time off will be 
available or provided.  

Use of PTO 

Paid time off (PTO) may be used for traditional vacation or personal time, as scheduled and approved in advance by 

the Manager (if two or more employees request vacation during the same time period, the employee with the longest 

continuous service will be given preference), or as legally-mandated sick time for the following reasons: 

• The eligible employee's mental or physical illness, injury, or health condition; medical diagnosis, care, or 

treatment of the eligible employee's mental or physical illness, injury, or health condition; or preventive 

medical care for the eligible employee. 

• The employee's eligible family member's mental or physical illness, injury, or health condition; medical 

diagnosis, care, or treatment of the eligible family member's mental or physical illness, injury, or health 

condition; or preventive medical care for an eligible family member. 

• If the employee or a dependent child is a victim of domestic violence, the medical care or psychological or other 

counseling for physical or psychological injury or disability; to obtain services from a victim services 

organization; to relocate due to domestic violence; to obtain legal services; or to participate in any related 

civil or criminal proceedings. 

Abuse of PTO as legally-mandated sick time may result in disciplinary action up to and including termination. 

 Employees must use PTO in increments of at least one (1) hour. 

Employees MUST use PTO when absent for a qualifying reason, including any leave of absence. If any time off covered 

under this policy is also covered under the Company's FMLA, or other leave of absence policies, PTO time shall run 

concurrently with such leave. Employees may choose, and the Company may also require employees, to use earned 

PTO time to receive pay for absences under other leave policies if those absences would otherwise be unpaid. 

PTO will be paid out upon separation.  

PTO Accrual 

PTO is managed on a "benefit year" basis. This is the 12-month period that starts when the employee commences working 

for the company. PTO will accrue and may be used according to the following schedule: 
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Notification to Block by Block for Sick Time 
Use of PTO time for rest, relaxation, and personal pursuits must be scheduled 4 weeks in advance and be approved by 
your Supervisor or Manager. If two or more employees desire to take PTO for these purposes at the same time period and 
are timely with their request, the employee with the longest continuous service with Block by Block will be given 
preference. When employees want to use PTO for these purposes, they should notify their supervisor as soon as possible. 
They should also inform the supervisor for how long they'll be absent (if possible) or report daily for every day of PTO. 
If the need for PTO is for sick time purposes and is foreseeable, employees should provide advance notice as soon as 
possible under the circumstances, preferably at least seven (7) days in advance. If the need for PTO is for sick time purposes 
and is not foreseeable, employees should provide notice of the need for such leave as soon as possible under the 
circumstances. 

Documentation for Sick Time 
If an employee uses PTO for sick time purposes for more than three (3) consecutive scheduled work days, the company 
may require reasonable documentation of the purpose for such leave. If reason for such leave is due to an employee's or 
a family member's own medical condition, verification from a health care provider is appropriate, but should not explain 
the nature of the condition should not result in an unreasonable burden or expense on the employee. If the reason for 
such leave is due to an employee's need for leave related to domestic violence, verification may include a police report, 
court order or other evidence from the court or a prosecuting attorney, other documentation from a victim advocate, 
attorney, member of the clergy, a medical or other professional, or an employee's own written statement. Block by Block 
also reserves the right to require documentation verifying an employee's need to use PTO for sick time purposes, if there 
are indications of a pattern of abuse, such as repeated use of unscheduled PTO for sick time purposes on or adjacent to 
weekends, holidays, or pay day, regardless whether the employee has used PTO for sick time purposes for more than 
three (3) consecutive days. 

Compensation for PTO/Sick Time 
Timekeeping documentation should clearly reflect all PTO taken, including PTO for sick time purposes. Employees are 
required to use the time and attendance system for requesting and tracking PTO requests. PTO will be compensated at 
the same hourly rate and with the same benefits as the eligible employee normally earns. When an eligible employee uses 
PTO, it will be paid in accordance with normal payroll procedures. 

Information Regarding PTO Balance 
The amount of an employee's accrued and available PTO, including PTO for sick time purposes, in the current pay period 
and for the year, will be provided to employees each payday. Please review the statement for accuracy and immediately 
contact Human Resources if you have questions regarding the statement. 

Compliance with Sick Time Laws 
Block by Block prohibits discrimination or retaliation against employees because of an employee's request for, or use of, 
PTO as legally-mandated sick time. If you believe that you have been treated unfairly on account of your use of PTO as 
legally-mandated sick time, or your request for PTO as legally-mandated sick time, please immediately report this concern 
to Human Resources so that the matter may be reviewed and appropriate corrective action may be taken. 

Definitions for purposes of this policy: 

"Children" shall include biological, adopted, and foster children, stepchildren, legal wards, or children for whom an 
employee has assumed the responsibilities of parenthood. 

"Eligible family member" shall include an employee's: (1) spouse, (2) children, and (3) parents. 

"Parents" shall include biological, adopted, and foster parents or stepparents of an employee or an employee's spouse, 
or a person who stood "in loco parentis" to an employee or an employee's spouse as a child. 


