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Global Resource Center (GRC) Team Member Unpaid Vacation Time 
Policy 

Unpaid Vacation Time 

Unpaid Vacation Time is a benefit program granting GRC team members the opportunity to take an 

approved unpaid absence from work during a PTO Year.  Eligible team members are able to request up 

to five (5) consecutive unpaid vacation days during a PTO Year.  Unpaid Vacation Time may be requested 

if the team member has no more than five (5) PTO days remaining available for use.   

Unpaid vacation time can only be used once during a PTO Year.  If the team member decides not to use 

the full five (5) consecutive unpaid vacation days, the remaining unpaid vacation days do not carry-over, 

and are not available to be taken later in the PTO Year 

The PTO Year follows the Company’s Fiscal Year and is generally from February 1 through January 31, 

each year but may vary.  This policy is effective as of February 1, 2009. 

Eligibility 

All GRC team members with at least 90 days of service and whose year-end performance rating is not 

Below Expectations (BE), are eligible to request Unpaid Vacation Time if they do not have more than five 

(5) days of Paid Time Off remaining in the current PTO Year.   For more information on Paid Time Off, 

please refer to the GRC Paid Time Off policy. 

Requesting Unpaid Vacation Time 

Team members must request and receive approval before Unpaid Vacation Time can be taken.   

Approval must be given by the team member’s direct supervisor as well as the Director of the 

department.  Requests must be made, and approvals received, no less than 2 weeks before the start of 

the requested unpaid vacation time off.    

To request unpaid vacation time, a team member must submit a signed written request to his/her direct 

supervisor using the Unpaid Vacation Time Request Form (Request Form).  If approved, the supervisor 

must then forward the Request Form to the department Director, if applicable, for final approval.  

Approval decisions will take into consideration the needs of the department for the period of time 

requested off.   If approved, the Director must sign and submit the completed Request Form to the 

Human Resources Manager for processing. 

Unpaid Vacation Time / PTO Carry Over 

Unpaid Vacation Time cannot be carried over to the following PTO Year.   

Job Protection 

 Any employee who uses approved Unpaid Vacation Time is job-protected. 
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Benefit Coverage during Unpaid Vacation Time 

Team members will maintain their benefit coverage while taking approved Unpaid Vacation Time.  

Benefit deductions, if any, will continue to be withheld from the team member’s paycheck.  Benefit 

deductions will not be prorated for the day(s) not working.   

Since contributions to the “TRU” Partnership Employees’ Savings and Profit Sharing Plan (“TRU” Plan) 

are a percentage of team member earnings, Unpaid Vacation Time will reduce the team member and 

company match contributions to the “TRU” Plan for the pay period the unpaid time off is taken. 

Unpaid Vacation Time vs. Leave of Absence 

Unpaid Vacation Time is not considered a Leave of Absence and may not be used to extend a Leave of 

Absence.   If a team member wishes to request more than the five (5) consecutive unpaid vacation days 

allowed under this policy, the absence should instead be requested as a Personal Leave of Absence.  

Returning to Work 

All team members are expected to return to work following their approved unpaid vacation time.  A 

team member who fails to return to work on the date expected may be considered to have voluntarily 

abandoned the position.   

Termination  

If a team member leaves the Company or has his/her position eliminated and Paid Time Off remains 

available for use, regardless of whether or not Unpaid Vacation Time has been used in the PTO Year, the 

Company will not pay out any remaining PTO upon termination.



 

 


