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· Be as flexible as possible within your means. It will create loyalty with your employees.
· Blend sick, vacation, and holiday allowances into one bank of PTO
· Allowing employees to exhaust paid time off (PTO) hours and go into negative balances
· Advancing sick time up to a year of accrual (if, for example, the employee normally accrues 10 days of sick time per year and has used all 10 days, then you may want to consider advancing another 10 days)
· Suspend the requirement for a doctor’s note
· Suspending point attendance policies during the COVID-19 pandemic
· If no sick or vacation time is available in a small operation, consider providing a special time off allotment for COVID-19
· Allow people to work extra shifts to offset lost time.
· Allow employees to donate leave to others (See Sample Form Below)

Sample Sick Leave Donation Form

Employee name: ____________________________________ Date: _______________
Current annual leave balance: ______________________
Current PTO leave balance: ______________________
Current vacation leave balance: ______________________
Current sick leave balance: ______________________
I am donating ______ hours of my current leave to _________________________
of the ______________________________________________________ department.
I understand that this leave donation is irrevocable.
Approved by: ___________________________________________________________
Date: __________________________________________________________________
New annual leave balance: ______________________
New PTO leave balance: ______________________
New vacation leave balance: ______________________
New sick leave balance: ______________________
Employee signature: _________________________________ Date: _______________
