
Saratoga Hospital Laboratory
211 Church Street, Saratoga Springs, NY 12866

Phlebotomy Attendance Policy
Principle:
Every laboratory employee is expected to be in appropriate attire as defined by the Laboratory Dress Code and ready to work at the start of their appointed shifts.  Phlebotomy personnel should swipe in/out with their photo identification badge at Kronos stations located near their department. Exceptions / Problems with Kronos should be noted on Attachment 1:  Exceptions/Problems with Kronos: Phlebotomy. 
Procedure:
Section I. Unscheduled Leave Time

To maintain staffing at an efficient level, it is important that employees work on their scheduled days.  If illness, injury, or family emergency prevent an employee from working on a scheduled day, they must contact the laboratory at 583-8745 in accordance with the following standards:
· Day Shift (including weekends) call 2 hours prior to the start of the shift.  Notify the charge phlebotomist.

· Evening Shift (including weekends) call by 4 hours prior to start of the shift.  Notify the charge phlebotomist or the phlebotomy coordinator.

· All Night Shift (including weekends) call by 3 PM.  Notify the charge phlebotomist or the phlebotomy coordinator.

Note: all absences, call ins, tardiness and no call no show occurrences will be written in the call in log by the employee taking the call.  The employee taking the call will also write the staff members name on the phlebotomy white board and notify the appropriate person.

Note:  Call ins via text message or social media will not be recognized.  Relaying unscheduled leave time utilizing these methods, and failing to contact the laboratory at 583-8745 could result in unscheduled leave time being categorized as a no call no show.
Section II.  Excessive Unscheduled Leave Time
Excessive unscheduled leave time is defined as any pattern of absenteeism and/or 3 or more occurrences of unscheduled leave time within a rolling 3 month period, or 11 days/7 occurrences in a rolling 12 month period, regardless of the reason.  Please refer to Administrative Policy 3.6 for an explanation of "Reliable Work Attendance" and the appropriate use of CLT.

Section III. Scheduled Leave Time
· Whenever possible, you must schedule your leave time with the CLA scheduler.  Requests should be submitted to the CLA scheduler at least one month in advance of the requested days.   Refer to Time-Off Policy for Phlebotomy Staff.

· There may be occasions when time off will be needed and phlebotomists are unable to give one month notice.  Requests for scheduled time off will be considered up to the end of the phlebotomy coordinator’s shift the day before the day requested. Any requests beyond this timeframe will be considered unscheduled leave time. 
For example, if an employee needs to have October 3rd off, and the supervisor typically works 7a.m. to 3 p.m., requests must be submitted by 3 p.m. of October 2nd.    
Please note this does not guarantee approval.  Approval is at the phlebotomy coordinator’s discretion and staffing needs will be an important consideration.  If the time off is approved, it will be considered scheduled leave time.  
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