CORE LAB OPERATIONAL GUIDELINES
    DAILY
· You are expected to clock in at your scheduled time and report immediately to your assigned work area.

· If you will be more than 15 minutes late then you are required to call the lab and let them know when to expect you.  Document all deviations from your schedule on the Time and Attendance exception form posted in your section (i.e. Failures to punch; late due to care wreck on I-40;  no lunch due to heavy workload, etc.)
· If you plan to leave your shift early, you must clear this with your department manager.

· Employees take breaks as workload permits, not exceeding two (2) 10 minute breaks or one (1) 30 minute meal break.  You are required to punch out for meal breaks and they should last at least 30 minutes or the time clock will not deduct any time away from work.  Note: If it is necessary to leave the campus, the employee must punch out.
· You are expected to communicate with your co-workers regarding coordination of breaks so that the workload can still be covered in your absence.  You are expected to help cover other areas when co-workers are on break and during the workday when your area is not busy.
PTO REQUESTS
· Requests for PTO should be received as early as possible with a requested one month’s notice. Requests for vacation may not be granted if staffing does not permit. 
· Periods of PTO longer than 2 consecutive weeks will be considered on a case by case basis.

· PTO will be granted on a first come first serve basis, except for Christmas week; see HOLIDAYS section.
· PTO requests should be submitted using Schedule Anywhere.  PTO requests can also be submitted via email  to your manager with PTO as the subject line.  This timestamps your request so it can be considered fairly.
WEEKENDS

· 1st and 2nd shift are required to work every fourth weekend, which may be amended based on staffing.  

· If you are planning vacation during your scheduled weekend, you are responsible to work out a trade with another staff member who can perform the same duties.  Upon trading, the staff member working the weekend will get the corresponding weekdays off.  Management does not approve PTO for weekends unless you are working a weekend only schedule. 
HOLIDAYS

· 3rd shift is required to work the holidays that fall during their assigned rotation.

· 1st and 2nd shift staff will be assigned to a Holiday Team which rotates holidays annually, so that each holiday is accommodated and staffed accordingly.  The teams will work the hospital observed holiday with the exception of Christmas. Those scheduled to work Christmas will work Dec. 25th regardless of what day it falls on.

· PTO will not be approved for an assigned holiday but staff can work out a trade with another staff member who can perform the same duties.

· Staff who are working Christmas Day, will get first choice for 1 day of PTO that week.  Submit these requests using PTO guidelines above.
COVERAGE for COWORKER VACATION /ABSENCE
· First and Second shift will cover for 1st,2nd, and 3rd shift vacancies a volunteer basis.  Third shift will cover 3rd shift vacancies on a volunteer basis.  In the absence of a volunteer, a coverage list will be utilized so that a fair rotation is implemented. Those who are at the top of the list will be scheduled to work the shift opening unless he/she already has approved PTO or is scheduled to work. The list will be posted in the staffing area so all techs will know the order of rotation. If a tech volunteers, the volunteer will drop to the bottom of the list by the date they volunteered for. The rotation list will be comprised of all techs who are trained in the majority of the lab benches. There are two coverage lists…one for 1st/2nd Shift Weekend/Holiday Vacancies and one for 3rd Shift Vacancies.
