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Purpose:  

     To define the process for Laboratory staff to request paid time off (PTO) while maintaining adequate staffing 
     levels to meet anticipated need.
Policy:  

1. PTO requests should be submitted to the laboratory supervisor for consideration as early as possible.

2. Consideration of PTO requests:

	Request Submitted
	Considered By

	January-February 15th
	Seniority

	After February 15th
	First come, first served


3. Requests for PTO on the weekends and holidays are not accepted.  Any PTO desired for a scheduled weekend or holiday must be arranged by trading with other staff.  

4. Consideration of PTO requests includes a review of staffing levels during the requested time, such as staff training classes, medical leaves or other circumstances.

5. Approval of PTO requests is contingent on the employee having an adequate PTO balance by the date(s) requested off.  It is the employee’s responsibility to monitor their PTO balance.
6. Hospital: Typically, 2 techs, 1 laboratory technical assistant (LTA) and 1 phlebotomist may be on PTO at any given time.  Occasionally PTO may be granted to additional staff when appropriate coverage can be arranged (i.e. PRN or part-time staff).

7. Southeast Clinic: Typically, 2 staff members may be on PTO at any given time.  Occasionally PTO may be granted to additional staff when appropriate coverage can be arranged (i.e. PRN or part-time staff).

a. One phlebotomist may be off at one time.

b. One clerical person may be off at one time.

c. Up to 2 techs may be off at one time.

8. Northwest Clinic: 1 staff member may be on PTO at any given time. Occasionally PTO may be granted to additional staff when appropriate coverage can be arranged (i.e. float, PRN or part-time staff).

9. Appointments should be scheduled outside scheduled work hours whenever possible.  Use of PTO is required for appointments occurring during scheduled work hours.
10. Staff should not assume that requests are granted until receiving notice from the laboratory supervisor.  A copy of the request will be returned to employees stating whether the request was granted or denied.  If travel arrangements need to be made, indicate required notification date on request.

11. PTO carryover is calculated after the end of the second payroll period in January.
A maximum of 160 hours on a 1.0 FTE basis may be carried forward into the new year. This is prorated for employees working at least 0.5 FTE, but less than 1.0 FTE. Staff should plan ahead to avoid multiple PTO requests at the end of the year.

12. PTO requests during the holidays or other popular vacation dates (i.e. school holidays) will be determined by reviewing the past year’s schedule.  Priority will be given to those employees that did not have time off during that time the previous 2 years.

13. Generally no more than 2 weeks of PTO, prorated for FTE status, will be granted between Memorial Day and Labor Day.  
a. Example: FTE status of 0.8 may be granted 8 days of PTO during this time.

b. Additional days in excess of 2 weeks may be tentatively approved.
c. The final decision to approve or deny additional days will not be made until the new schedule is being created and all staff have had the opportunity to request time off.

14. Once the schedule has been approved, requests for PTO will not be accepted for that time period.  Staff must make every attempt to find their own replacement for any scheduled hours.

a. The supervisor must be notified of, and approve, any changes in writing in advance of the requested date or time.

15. Any change of hours must not result in overtime or hours above FTE status for either employee without prior approval from the supervisor.

16. Once PTO is granted and the schedule is approved, staff are expected to take the requested time off.
a. In the event that an employee wishes to not take granted PTO, management will review the schedule and determine staffing needs. 

· If staffing levels are adequate, the employee may make arrangements with other staff to trade PTO hours for regular hours or work in place of another employee working above their FTE status.

· If a staffing need is identified, employee may work those shifts in place of PTO.
· All changes must be approved in advance by the laboratory supervisor/manager. 

17. PRN staff coverage must be approved in advance by the laboratory supervisor or manager.

18. When coverage arrangements have been approved, they are to be documented on the schedule.  

19. Refer to the OMC Employment Manual for additional information regarding PTO.
References:  

     OMC Employment Manual, June 2007, page 19-22.
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