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Personal Time-off, Attendance and Call-In Policy

I. PURPOSE

To establish:

A. Benefit time policy (PTO); 
B. Attendance (absenteeism and tardiness) policy; and
C. Call-in procedure for surgical pathology/histology staff that ensures superior patient care with optimal workstation coverage, establishes a fair and consistent policy, and promotes teamwork.

II. POLICY
Our mission is to give the best possible care to patients, families and staff.  For that reason, it is imperative that all staff members adhere to the schedule.

III. DEFINITIONS


A. Management – manager, supervisor or designee 
B. PTO – Personal Time-off
C. Review Period – The review period for this policy is based on a rolling 180 day
period. Once points are assessed, they will remain on active record for 180 days of

active employment.
D. Tardy – Arriving to the work area any time after the scheduled start time, or returning

from a meal break or rest period after the scheduled return time.

E. Out Early – Leaving the work area any time before the scheduled work shift end time

without prior approval.

F. Unscheduled Absence – Failure to report for a scheduled shift without prior approval.

Up to 40 consecutive work hours off for the same illness or event will be considered

as one occurrence.

G. No Call/No show – Failure to report to for a scheduled shift without proper call-in as

defined by department process/policy.

H. Missed Punch – Failure to punch in for the start of the shift or out for the end of the

scheduled shift,
FORMS
·  Time-off/Schedule Change Request Form 441 073117 OS8


PROCEDURE
IV. PTO REQUESTS
A. All requests for time off or changes to the schedule should be in writing on the Time-off Request Form 441 073117 OS8 to Management 48 hours prior to the time off requested. 

B. In January of each calendar year, employees requesting PTO will submit their requests for May (after Memorial Day), June, July and August (through Labor Day) (see step 10).  In May of each calendar year, employees requesting PTO will submit their requests for Nov (starting the week of Thanksgiving) and Dec.  These requests will then be evaluated by Management.  The Managers will evaluate the individual requests according to previous employee PTO history*.  If there is not a conflict, in the number of employees requesting time off, the requests will be approved.  In the cases where there are multiple requests and conflicts, the managers will meet with the individuals submitting the requests and discuss a possible solution.  
*Multiple requests for any given calendar time will be evaluated by the manager.  Previous employee PTO history will be reviewed and will be a primary consideration in granting approval of PTO time in the event of calendar conflicts.  Please do not make travel arrangements or reserve anything prior to the receipt of the signed form 441 073117 OS8

C. All other requests will be evaluated no more than 6 months prior to the requested time off.  Each instance needs to be on a separate form.
D. A.P. Leadership strongly recommends, as does the hospital, to maintain 40 hours of PTO in their bank at all times.  Please note that an employee must have time in their bank at the time of the request and at the actual time of occurrence, EVEN IF PREVIOUSLY APPROVED.  If a situation occurs when an employee depletes their PTO bank and time has been previously requested and approved, then the time off may be forfeited by Management.  It is the responsibility of the employee to manage their time.  
E. To ensure adequate coverage, the maximum number of employees off, by teams is (see Exceptions):

HTL/HT’s-2/day (must be on different shifts)
Histology Lab Assistants-1

F. Management will approve or deny the request by signing and dating the form.  
G. Approval will be based on workstation coverage/staffing model and whether or not you had the same time off the year before (ex. holidays).  
H. All approved requests will be written on the wall calendar in each section to be viewed by staff and by the requestor after approval.  No one is allowed to write time-off on the calendar except management
I. Scheduled time around holidays, which is cancelled at the last minute, will be considered as vacation time in future scheduling (cancelled one week or less before the scheduled time).
J. Due to the high demand, only 1 holiday request per year is allowed (time can be taken either before or after the holiday if the entire week is not requested). In addition, a maximum of 2 weeks (partial or full = a week) of summer vacation may be requested by any one person in order to allow all to enjoy summer PTO.  If a holiday/summer vacation remains open within the 30 days prior to the holiday/summer, anyone may request the time regardless of days taken in the year.  The maximum length of requested time any time of the year is 2 weeks. The requesting and approval of more than 2 weeks of PTO is strongly discouraged and at the complete discretion of management.
V. EXCEPTIONS
A. In the event of shortages of staff (ex. LOA’s) or other event, the maximum number of staff allowable may change (lessen) at the discretion of Management at any time.
B. Additional personnel may be approved around holidays based on the workload anticipated. 

C. If an appointment needs to be addressed, or during slow periods when the appropriate maximum number of staffing is reached, employees may arrange a “No Lunch” day (to leave early or come in later than their schedule shift) or management may grant an hour or two off.   In this event due to the short notice, it is the employees’ responsibility to notify ALL team members. 
VI. POINT ASSESMENT – CORPORATE ATTENDANCE POLICY
Attendance issues have been assigned a point value; when an

employee reaches or exceeds the allotted number of points (6 in a six month period) they

will be terminated. Points will be assessed as follows:

Points Assessed 


A. 0 POINTS

1. Approved scheduled time off
2. FMLA covered leaves of absence
3. Other approved leaves of absence
4. Company holidays
5. Jury duty
6. Bereavement time
7. Facility closure due to Low Census or Unforeseen Circumstances
B. ½ POINT

1. Missed punch – in or out

2. Tardy – Arriving to the physical work area any time after scheduled shift start

time, or returning from a meal break or rest period after the scheduled return time

Early out – Leaving the work area any time before scheduled shift end time
C. 1 POINT

1. Unscheduled absence of up to 40 consecutive work hours for any reason not

excused above, with proper call-in
D. 2 POINTS (Requires HR approval prior to assessment)
1. Unscheduled absence for any reason not excused above, without proper call-in –

No Call/No Show

2. Unscheduled absence on day(s) on which a request for scheduled time off was

denied

3. Unscheduled absence on a company holiday

4.  Pattern attendance – Recurring unscheduled absences on weekends/extending

weekends, holidays/extending holidays, other difficult to staff shifts, or repeated

pattern of multi-day unscheduled absences (Must be reviewed/approved by



      
Human Resources)
VII. Inclement Weather

Management recognizes that periodically, inclement weather may make it difficult for employees to come into work.  
· It is the employee’s responsibility to notify Management of the situation (see Call-in Procedure).
· If approved by Management, the instance will be documented as 0 points, approved late in.  The employee will discuss the situation with the Supervisor to see if benefit time will be used, take a no lunch or work beyond scheduled hours to make up lost time.  Payment will not be automatic.

VIII. Call-in Procedure


     A staff member who is ill or will be late for some reason must notify the Management (Sharon and Jennifer 248-898-5981 Dan Crewdson 248-898-8266) as soon as possible before the scheduled shift.  If the Manager/Supervisor does not answer, please leave a message on audix then call the main department number (SPA/PA 248-898-7970 or Histo 248-898-9043) notifying the staff of your status and request that they inform your team.  In the event the employee does not follow the “Call-In Procedure”, it is considered to be 2 points (requires HR approval prior to assessment).
IX.  Continuing Education

A. The Supervisor must grant approval before enrolling for scheduling purposes.
B. All approved requests will be written on the wall calendar to be viewed by staff and by the requestor after approval.  

X. Breaks/Lunch

    Management encourages taking breaks and/or lunch away from the workstations.  For a (4) hour scheduled day, one may take a paid (15) minute break.  For an (8) hour scheduled day, the hospital policy is (2) paid 15 minute breaks and (1) 30 minute unpaid lunch.  An employee may choose to utilize the (60) minutes how they wish as long as there is adequate coverage.  It is the responsibility of each employee to work within their teams to ensure adequate coverage.  Due to workflow, some break/lunch times will be assigned.  Breaks/lunch will not be allowed in the last 1.0 hour of your work day unless pre-approved by management.
XI.  Excused Unpaid Absence Time (EA)

    Requests for excused unpaid time off may be granted at the discretion of the Manager.  All PTO must be used before granting unpaid time-off.  When work is slow, the Manager may grant up to 1 or 2 hours.

XII.  INTERVENTIONS

It is the responsibility of each employee to manage their attendance to the established

expectations. It is the responsibility of leaders to review the attendance record with

employees at the following intervals:
Points


Accumulated Documented Intervention Level

3 


Attendance Record Review – Documented

5


Attendance Record Review w/Pre-termination Warning – Documented

6


Termination

N/A
Probationary and Contingent/Temporary Employees – At-will, may be terminated if demonstrated pattern of poor attendance

Related Documents:

Attendance Policy 
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	Dr. Bernacki
	9-14-18
	01
	Changed CTO to PTO – Personal Time off

Form now 441073117OS8

Changed request from 24 to 48 hours prior

May, June, July and Aug request will be excepted in Jan

Oct, Nov, Dec requests will be excepted in May

All other requests will be excepted no more than 6 months in advance

If changing scrub, be at workstation ready to work within 12 minutes of your scheduled start time.  Also aloud 12 minutes at the end of your shift

SPA department phone number 248-898-7970

Removed holidays that might be an exception
	

	Dr. Bernacki 
	5-13-19
	02
	Additional definitions – Review Period, Tardy, Out Early, Unscheduled Absence, No call/No show, missed punch
PTO B. changed May to May (after Memorial Day), August (through Labor Day) and Oct and Nov to Nov (starting the week of Thanksgiving)

Added VI. Point Assessment Corporate attendance policy

Removed Unscheduled PTO) hours and Tardiness.

Added XII. Interventions
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	Removed SPA and PA from PTO requests part E
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Printed copies of this document are not considered up-to-date. Please verify current version date with online document.

Page 1 of 6
Printed copies of this document are not considered up-to-date. Please verify current version date with online document.

Anatomic Pathology: Section

BEAUMONT LABORATORY, Royal Oak, MI 48073

RA.HI.PR.GN.017r03
 Page 2 of 2

[image: image1.jpg]