
 
 

Reviewing and Submitting  
Sick Leave Payment Requests in Connect
Overview 
Colorado Senate Bill 20-205, also called the Healthy Families and Workplaces Act, makes sure that 
workers in Colorado can get paid sick leave. Starting January 1, 2022, all Colorado employers must 
give paid sick leave to their employees. For every 30 hours you work, you earn 1 hour of paid sick 
leave. You can earn up to 48 hours of sick leave each year. You can use this sick leave as you earn it. If 
you don’t use all of your sick leave in a year, you can keep the extra hours for the next year, but you 
can’t have more than 48 hours at once. 

Submitting a Sick Leave Payment Request - Employers 
Attendants can ask for sick time by telling their employer. They need to fill out a Sick Time Request 
Form and give it to their employer. The employer should keep a copy of this form in the attendant’s file. 
Once the sick time is approved, the employer can submit the request in the Palco Connect portal. 

Step 1: Employers will go to the Connect website and log in using their own username and password. 

Step 2: Click on Enter Payments and then select Paid Time Off (PTO) at the top of your screen. 

https://palcofirst.com/wp-content/uploads/2025/08/Sick_Time_Request_Form_08.22.2024-v2-APPROVED-2.pdf
https://palcofirst.com/wp-content/uploads/2025/08/Sick_Time_Request_Form_08.22.2024-v2-APPROVED-2.pdf
https://connect.palcofirst.com/sign_in?is_participant=false&is_eor=false&is_worker=false


 

 
 

 
 

 
 

 

Step 3: Choose the attendant for whom you are requesting sick time payment. 

Step 4: Fill in the required details on the screen. This includes the PTO date and the hours requested. 
When you pick the pay rate, click on Select a Pay Rate and choose the default weighted average rate. 
After you have finished, click Submit. 

Step 5: After you submit the request, you can see it in the PTO Request History. This will show you all 
the details of your request and its current status. 

When you ask for sick time, it is paid on the regular payroll schedule shown on the Palco website. Palco 
will reject the request and email the employers if it doesn’t follow the rules or is for too many hours. You 
need to send a new request that follows the rules. 



 

 

 

 
 

  

Attendant Review 
The attendant can see their requests by logging into their Connect account. 

Step 1: Click on Enter Payments and then Paid Time Off (PTO) at the top of the screen. 

Step 2: The attendant can view their current PTO Balance and the history of any PTO requests. 

Types of Errors 
When you submit PTO, you might see an error message. This happens if time is entered wrong, or if 
there isn’t enough PTO available in your balance. Make sure to submit PTO requests within 30 days of 
the current date. 

Connect Error Message Description 

The hours requested exceeded 
PTO Current Balance. 

The attendant doesn’t have enough hours available to cover the 
PTO request. Please check the balance. Adjust the requested hours 
so that it doesn’t go over the current balance. 

PTO Hours cannot exceed 24 
hours in a day. 

You cannot request PTO for more hours than are in a day. If you 
need to request time off for more days, please submit separate 
requests for each day. 

PTO requests must be within 
30 days of PTO Date selected. You must submit all requests within 30 days of the current date. 



 

Other Questions? Contact Palco! 
Phone: 1-866-710-0456 

Fax: 501-821-0045 

Email: customersupport@palcofirst.com 

Mail: Palco, Inc. 
P.O. Box 13260 

Maumelle, AR 72113 

customersupport@palcofirst.com
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