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COURIER BENEFIT TIME OFF POLICY

BL.OTR.CR.PY.002.r04
COURIER BENEFIT TIME OFF POLICY

Purpose

To define the department procedure for requesting and approval of benefit time off.


Policy

1.
The attendance policy for William Beaumont Hospital will apply with additional requirements.

2. For the first advanced selection, Requests for CTO benefit time, for the calendar year XXXX, should be submitted by XX, XXXX. Only five (5) days may be submitted. The days approved will be based on seniority. Requests for CTO time not approved at this time will be returned by XX, XXXX. 

3. For the second advanced selection, a deadline of XX, XXXX will be in effect; again, only five (5) days may be submitted. The days approved will be based on seniority.  Requests for CTO time not approved at this time will be returned by XX, XXXX.

4. Beginning XX, XXXX, requests will be granted on a first come first approved basis according to the date Management receives them.

5. All requests for benefit time must be submitted on a Form 685 (Time Off/ Schedule Change Request).

6. All requests for benefit time off must be submitted at least 30 days in advance of the requested day(s) off: any exceptions must be approved by a member of management.

7. Based on the number of employees needed for each shift, only a certain number of employees will be granted benefit time off. Typically, two employees will be allowed to be scheduled time off per shift, but that number is a guideline only and may vary depending on number of employees on LOA or vacancies in staffing.

8. If more than one employee submits their time off request on the same date, department seniority will be the determining factor in approval.

9. An employee must report for duty on any scheduled workday preceding and following a recognized holiday or the employee will be scheduled to work (on) the following holiday at the department’s discretion. With appropriate documentation of the absence, the employee will not be required to work the following holiday. The employee however will forfeit their holiday pay in accordance with Beaumont Hospital Policy 241
10. The process of submitting a time off request does not guarantee an approved time off. All time off requests must be approved by Management. Scheduling benefit time is based on department staffing requirements. Only when you have received a copy of your request, signed by Management as approved, should you consider your request approved.

11. If you are scheduled to work a weekend and wish to take time off, it is your responsibility to switch weekends with a co-worker, submitting the request on a Form 685. Again, the switch is only valid when the request is approved and signed by management. If you are unable to switch weekends with a co-worker and need the weekend off, it will be granted only at the discretion of the Management. 
12. Each year an employee may only request one holiday for the summer and one for the winter, during the advance selection times.
An employee who has had benefit or scheduled time off during a specific holiday period in the previous year (within 2 days prior to the holiday and 2 days following the holiday) will be ranked lower in eligibility as compared to an employee who has not had benefit time or scheduled time off for that specific holiday period in the previous year, regardless of the employees seniority.

13. The amount of CTO benefit time rolled over to the following year will be mandated by the hospital policy. It is the employee’s responsibility to monitor their CTO bank, ensuring they do not lose CTO benefit time. It is recommended the employee submit time-off requests as early as possible to avoid being denied time-off requests at the end of the year.

14. Cancellations for approved time off will be allowed, but alternate times are not guaranteed, as they are based on availability.

15. Benefit time off previously approved is invalid if the CTO hours are not available in your bank to cover the requested time off. 
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