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To: All Employees

From: Human Resources

Date: March 19, 2026

Subject: New York City Consumer Worker Protected Time Off Policy

This memo outlines the requirements for protected time off under New York City law.

Overview

Under NYC regulations, covered employees are entitled to protected time off for qualifying
personal and family needs. Employers are required to provide this leave in a manner that
complies with local labor protections.

Eligibility
Employees who perform work within New York City and meet applicable tenure or hour
thresholds may be eligible for protected time off.

Permitted Uses
Protected time off may be used for reasons including, but not limited to:

e Personalillness or medical care

e Care of a family member

o Safety-related needs (e.g., domestic violence, stalking)
e Other qualifying reasons as defined by law

Accrual and Usage

Eligible employees accrue protected time off based on hours worked. Accrual rates, caps, and
carryover provisions are governed by NYC law and company policy. Employees may begin using
accrued time once eligibility requirements are met.

IMMEDIATELY AVAILABLABLE 32 HOURS UPAID TIME PER CALENDAR YEAR 1/1-12/31 OR UPON HIRE
ACCURED (SICK TIME 1 HOUR FOR EVERY 30 HOURS WORKED) UP TO 40 HOURS PER YEAR PAID

PAID PRENATAL IMMEDIATELY AVAILABLE 20 HOURS PER YEAR



Notice and Documentation
Employees should provide reasonable notice when the need for leave is foreseeable.
Documentation may be required for extended absences, consistent with legal guidelines.

Anti-Retaliation
Employees are protected from retaliation for requesting or using protected time off. Any
concerns regarding retaliation should be reported to Human Resources immediately.

Compliance
The company is committed to full compliance with NYC labor laws. This policy will be

administered in accordance with all applicable legal requirements.

For questions or additional information, please contact Human Resources.



Notice of Employee Rights: Protected Time Off

Your employer must give you this notice explaining your right to protected time off and paid prenatal leave.

Use
Use Protected Time Off to: Use Paid Prenatal Leave to:
e Get medical care or e Take safety measures e Get health care for yourself
to recover from your if you or a family member during your pregnancy.
own illness or injury. experience unwanted
e Care for a family member sexual contact, stalking,
who is sick or has a human trafficking,
medical appointment. workplace violence,
e Care for a child. or domestic violence.
Includes school holidays, Includes reporting to
child care disruptions. law enforcement,
e Care for a family or getting services, serving
household member as a witness, and more.
with a disability. e Stay home during extreme
e Leave an abuser weather events or other
if you're experiencing public emergencies.
domestic violence. e Attend public benefits
or housing appointments
or hearings.
Amount
Your employer must provide the following amounts of leave:
Protected Time Off Per Calendar Year* Paid Prenatal Leave
Per Year
Employer Size Immediately Available Accrued Immediately Available

(1 hour for every
30 hours worked)

100 or more employees | 32 hours Unpaid Up to 56 hours Paid 20 hours Paid

5-99 employees OR 32 hours Unpaid Up to 40 hours Paid 20 hours Paid
more than $1 million
in business earnings

Household 32 hours Unpaid Up to 40 hours Paid 20 hours Paid
(You work as a babysitter,
housekeeper, or companion.)

1-4 employees AND 32 hours Unpaid Up to 40 hours Unpaid 20 hours Paid
less than $1 million
in business earnings

*Your employer’s calendar year is: January 1 to December 31

Your employer can only require you to give advance notice of an expected use of protected time off; for
example, to attend a scheduled doctor’s appointment or court hearing. You do not have to give advance
notice of an unexpected use of protected time off; for example, iliness or child care disruption.

You do not have to give your employer details about why you used protected time off. If you use four or more
workdays in a row, your employer can require documentation. Your employer can’t require
documentation if you use three or fewer consecutive days.
Required Written Disclosures
Your employer must:

e Give you a written policy that explains how to use your protected time off and paid prenatal leave.

e Tell you how much protected time off you have used and have left each pay period.
No Retaliation

Itis illegal to punish or fire employees for requesting or using leave or for reporting violations.
You have the right to leave regardless of your immigration status.

\ Contact Consumer and Worker Protection to learn more or to file a complaint.
Visit nyc.gov/workers | Call 311 and ask for “Protected Time Off”
Consumer and .
Worker Protection You can also make an ANONYMOUS tip.
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