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PAID TIME OFF FOR PUERTO RICO FIELD HOURLY TEAM MEMBERS  
Effective 3/31/2013 

Under the Paid Time Off (PTO) for Puerto Rico Field Hourly Team Members policy, full-time and part-time 
regular hourly team members are eligible for: 

1. Vacation hours, and 
2. Birthday hours. 

Extended sick pay hours are addressed in a separate policy. 

Vacation hours are accumulated based on your hours worked in a month, whether full-time or part-time. 
The more hours you work each month, the more vacation hours you accrue on a monthly basis (up to the 
maximum accrual). 

Birthday hours are a fixed grant amount and are granted in the team member’s birthday month.   

Note 1: DC Field Hourly team members classified as M90 are covered under the Paid Time Off for DC 

Field Management Team Members policy. 

 
Note 2: Seasonal team members are not eligible for PTO. 
 
Important Terms 

 Accrued hours are hours being accumulated for future use, and are not yet available for you to use.  

 Earned hours are hours that you have accumulated or accrued in the past and are now available for 
your use.  

 Earned Hours Adjusted Service Date (EHASD).  Your EHASD is your original hire or anniversary 
date, or last rehire date following a break in service greater than 90 days. 

 Anniversary Year.  A team member’s available vacation hours are received in accordance with their 
Anniversary Year. 

o If you were hired on or after February 1, 1990, your Anniversary Year begins on the 
anniversary of your EHASD each year. 

o If you were hired before February 1, 1990, your Anniversary Year is from February 1st to 
January 31st. 

Hours used for vacation, birthday and/or extended sick pay will be counted as hours worked for Vacation 
hours accrual purposes. 

Vacation Hours 
Vacation hours begin accruing from date of hire but are probationary for the first 90 days of service from 
your EHASD.  Vacation hours become Earned hours available for your use on the first day of the next 
Anniversary Year.  
 
Once you have reached the first anniversary of your EHASD), Vacation hours accrued during the entire 
Anniversary Year become Earned hours available for your use during the next Anniversary Year. 
Vacation hours accrue based on the number of hours you work as a regular team member each month 
and are granted on the last day of the month.  
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Vacation Hours Accrual Formula (For all Puerto Rico hourly team members, regardless of EHASD) 

TOTAL HOURS WORKED PER MONTH MAXIMUM ACCRUAL PER MONTH (Accrual is granted 

at the end of the month) 

0 to 114.99 0.075 hours for each hour worked 

115 and over 10 hours 

 
Vacations should be planned well in advance and are subject to your supervisor's approval. You should 
attempt to give 3 weeks advance notice, using the Schedule Time Off Request Form found on the store 
intranet, in order to support advance scheduling opportunities for fellow team members. 
 
Vacation hours may not be used during designated blackout periods during season. 
 
Earned Vacation hours may be taken in one-week intervals or may be split up into single days or groups 
of days pending your supervisor’s approval however, you must take at least five consecutive vacation 
days per year, provided you have the time available for use. You may decide how many of your earned 
Vacation hours you would like to use for a given vacation day or week, subject to the following guidelines:  

 You will be paid a maximum of 40 hours per week or 8 hours per day, regardless of full-time or 
part-time status, and  

 A minimum of 4 hours per day must be taken as paid time, regardless of full-time or part-time 
status. 

 
Team members will not be granted unpaid vacation. 
 
Birthday Hours 
In the month in which your birthday occurs, regular full-time and part-time team members will receive an 
allotment of birthday hours, in accordance with the chart below.  
 

BIRTHDAY MONTH BIRTHDAY GRANT (Received on 

1st Day of Birthday Month) 
EXPIRATION 

January - October 8 hours (If Full-Time) 

4 hours (If Part-Time) 
Must use time within Birthday month 

November - December 8 hours (If Full-Time) 

4 hours (If Part-Time) 
Must use time by January 31st next 
following Birthday 

 
If your birthday month falls between January through October, the birthday hours must be used within the 
birthday month or they will be forfeited, as the time will not carryover to a following month.  If your birthday 
month is November or December (high season), the birthday hours will carryover but must be used by 
January 31st or they will be forfeited.  

 
Carryover 
You may carryover any unused vacation hours to the next Anniversary Year. 
 
Promotions and Demotions during an Anniversary Year 
When you are promoted or demoted, your PTO allotments may change.  Please refer to the Paid Time 
Off section in the Life Event - Work Status Change for more details on how your PTO may be affected. 
 
Transfers during an Anniversary Year 

 If you work in a state that provides for the carryover of PTO from one Anniversary Year to the next (a 
“Carryover State”), and transfer to a state that does not provide for carryover of PTO to the following 
Anniversary Year (a “Non-Carryover State”), any PTO hours that were earned while working in the 
Carryover State (including carryover PTO and current Anniversary Year allotment), and that remain 
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unused  will be paid out to you upon transfer to the Non-Carryover State at the rate of pay received 
prior to the transfer. The PTO time will not transfer to the new location for use. As a result, you will 
have no vacation time available for use during the year of the transfer. You may coordinate with HR 
to waive your right to payout of PTO equivalent to your current year allotment so that you have PTO 
hours available to be used during the year of transfer. 

 

 If you work in a Carryover State and transfer to another Carryover State, your remaining PTO will be 
paid out upon transfer at the rate of pay received prior to the transfer, except for the PTO accrued 
during the Anniversary Year in which the transfer occurred, as this time will transfer with you. As a 
result, you will have no vacation time available for use during the year of the transfer. You may 
coordinate with HR to waive your right to payout of PTO equivalent to your current year allotment so 
that you have PTO available to be used during the year of transfer. 

 
Termination 
You will receive a payout of any unused accrued or earned vacation time upon termination of 
employment, as required by state law, provided you have completed 90 days of regular service. 
 
Pay in Lieu of Paid Time Off 
Toys“R”Us will not pay team members for unused accrued or earned vacation and/or birthday hours, 
except as may be required upon transfer. 

 
Rehire  
If you terminate and are rehired as a regular hourly team member within 90 days of separation, you will 
retain your previous EHASD, and will resume accruing vacation hours as if service was uninterrupted.  
 
If you terminate and are rehired as a regular hourly team member more than 90 days after separation, 
you will be treated as if you are a new hire and your EHASD will be your rehire date.  

 

For questions or comments please contact Regional Human Resources, who will reach out to the 
Benefits Department for additional research, if needed. 

 

 
 

 

 

 


