
 
 

2026 Paid Time Off (PTO) Policy 

Technicians and Hourly Associates 

Paid Time Off (PTO) allows employees to take paid time for vacation, illness, or personal needs.  

Clay Cooley Auto Group provides annual PTO to regular full-time employees (40 hours/week) based on 
continuous service: 

 New Hires: 5 days (40 hours) – not available during the first 90-day introductory period 
 1 Year: 5 days (40 hours) 
 2-6 Years: 10 days (80 hours) 
 7+ Years: 15 days (120 hours) 

 

Paid Time Off (PTO) Requests and Guidelines 

 PTO requests must be submitted through iSolved no later than 30 days prior to the requested vacation 
period. 

 Failure to submit time off through the designated tracking system may result in forfeiture of PTO wages. 
 PTO may be taken at any time during the year following eligibility, subject to the provisions below:  

o Employees are encouraged to utilize PTO for rest and personal well-being. 
o PTO must receive prior approval from both the Department Manager and General Manager. 
o The maximum PTO request shall not exceed one week at a time. 
o Unused PTO cannot be carried over into the subsequent year and will not be paid out as additional 

compensation unless expressly approved by Clay Cooley and the General Manager. 
o Employees must work their regularly scheduled shifts immediately before and after the PTO 

period to qualify for payment. 
o Operational requirements shall take precedence over PTO scheduling. 
o In the event of scheduling conflicts, length of service will be considered. 
o Any missed time (half or full day) may be automatically applied as PTO. 
o Technicians may cash out one week of PTO each year, processed on the December 10th payroll. 

 

Paid Time Off (PTO) Pay Guidelines 

Please review the following provisions regarding vacation pay: 

 Managers will receive their regular base salary during approved PTO. 
 Individually productive employees (e.g., Sales, Technicians, Service Advisors) will be compensated at an 

hourly rate calculated by dividing their prior year’s total wages by 2,080 hours. 
 All other personnel will be paid based on their standard hourly rate for a 40-hour workweek. 
 PTO hours will not be considered time worked for the purpose of calculating overtime. 

 



 
 

2026 Paid Time Off (PTO) Policy 

Commissioned and Salaried Associates 

Paid Time Off (PTO) allows employees to take paid time for vacation, illness, or personal needs.  

Clay Cooley Auto Group provides annual PTO to regular full-time employees (40 hours/week) based on 
continuous service: 

 1 Year: 5 days (40 hours) 
 3+ Years: 10 days (80 hours) 

 
 
 

Paid Time Off (PTO) Requests and Guidelines 

 PTO requests must be submitted through iSolved no later than 30 days prior to the requested vacation 
period. 

 Failure to submit time off through the designated tracking system may result in forfeiture of PTO wages. 
 PTO may be taken at any time during the year following eligibility, subject to the provisions below:  

o Employees are encouraged to utilize PTO for rest and personal well-being. 
o PTO must receive prior approval from both the Department Manager and General Manager. 
o The maximum PTO request shall not exceed one week at a time. 
o Unused PTO cannot be carried over into the subsequent year and will not be paid out as additional 

compensation unless expressly approved by Clay Cooley and the General Manager. 
o Employees must work their regularly scheduled shifts immediately before and after the PTO 

period to qualify for payment. 
o Operational requirements shall take precedence over PTO scheduling. 
o In the event of scheduling conflicts, length of service will be considered. 
o Any missed time (half or full day) may be automatically applied as PTO. 

 
 
 

Paid Time Off (PTO) Pay Guidelines 

Please review the following provisions regarding vacation pay: 

 Managers will receive their regular base salary during approved PTO. 
 Individually productive employees (e.g., Sales, Technicians, Service Advisors) will be compensated at an 

hourly rate calculated by dividing their prior year’s total wages by 2,080 hours. 
 All other personnel will be paid based on their standard hourly rate for a 40-hour workweek. 
 PTO hours will not be considered time worked for the purpose of calculating overtime. 

 



 
 

 

 

 



 
 

 

 
 
 



 
 

 

 



 
 



 
 

 

 

 



 
 

 

 

 



 
 

 
 
 
 
 
 
 



 
 

 
 
 


