Paid Time Off Policy (Vacation & Sick/Personal)
A healthy work-life balance is essential, and taking time away when needed is highly valued! All full-time salaried employees, part-time hourly employees, and anyone working at least 80 hours in a calendar year are entitled to accrued Paid Time Off (PTO). Please ensure all time away from the office is recorded in Paychex Flex, where your available Vacation and Sick/Personal time will also be tracked. The PTO calendar year runs from January 1st to December 31st, and scheduled time off can be taken in full or half-day increments.
During the first year of employment, vacation accrues at a rate of 0.83 days on the 15th of each month, totaling 10 days by year’s end. After completing the first year, accrual increases to 1.25 days per month, for a total of 15 vacation days annually. Employees can carry over up to five unused vacation days into the next year! Sick/Personal time accrues at 0.42 days per month, totaling 5 days annually, but these cannot be carried over.
All vacation and personal time off must be requested at least two weeks in advance to ensure it can be approved.
PTO is available for use after completing the 90-day probationary period unless otherwise approved by management. Keep in mind that if an employee leaves the company and has used more PTO than accrued, reimbursement for the extra time will be required! Employees who resign or are terminated within their first year are not eligible to receive accrued PTO payouts.
WORK FROM HOME
At Big Think Capital, we take pride in fostering a collaborative and dynamic workplace! The significant investments in our new office facilities reflect our commitment to providing a space where energy, learning, and teamwork can flourish. While we recognize the value of flexibility that remote work can offer, beginning in 2025, WFH will no longer be a standard option.
Employees with existing WFH arrangements will continue with their pre-approved agreements. For all others, occasional WFH requests may still be accommodated when submitted through BambooHR with at least five days’ notice. These requests will be carefully reviewed based on team needs, business priorities, and individual performance.
We are pleased to continue offering generous sick and vacation benefits to all BTC employees! If you are unable to be in the office, you are encouraged to use these benefits, provided the time has been properly requested and approved through Paychex Flex. This approach ensures effective coordination, promotes operational efficiency, and fosters a sense of fairness across the team.
We greatly appreciate your support and understanding as we move forward with this updated policy. Together, we are creating an environment that empowers everyone to achieve success. Let’s make 2025 an exceptional year for Big Think Capital!


