Cone Health – Alamance Clinical Laboratory                                                                                     QM-137

TITLE:                  HOLIDAY Phlebotomy STAFF COVERAGE
PURPOSE: To define the level of personnel, staffing patterns for phlebotomy during holidays.
SCOPE: This applies to all Alamance Regional laboratory phlebotomy staff.
POLICY:  There are two staff holiday teams (Team 1 and Team 2). These two teams (Table 1) rotate the major and the minor holidays and work three holidays in a given calendar year. The holidays are grouped as follows:



New Year’s Day


Memorial Day  

 

Labor Day

OR

July 4th


Christmas



Thanksgiving

The mix of staffing needed and the available employees, may cause staff to be moved, or assigned to a holiday shift that is different from their normal daily shift.

When a position on a team is vacated, an ‘off-shift’ member can request to move to that open spot if it is now on their normal daily shift. (i.e. A 1st shift phlebotomist on a 2nd shift holiday can request to move to the 1st shift open spot.  The newly hired employee typically fills whatever opening that is left. In the event that does not happen (no new hire, or the new hire cannot fill the need) – the teams will be reassessed.

Upon hire, weekend phlebotomy staff have the option to be placed on a holiday team OR to work holidays as they fall on their regularly scheduled work days.
In the event a holiday falls on a day with more staff than needed, senior* staff will be given the option to be off for their holiday shift. In the event senior staff choose to work the holiday, the next on the seniority list will be given the option to be off. 

Should the need arise, any senior phlebotomy removed from a holiday, could be placed back on the schedule in the event a position is vacant.
The exemptions can only take place if there are other members on the team that are able to cover the need that may be vacated. In the event there are multiple senior staff members on a holiday team or weekend team, there may need to be some rotating in order to remain fair and maintain lab coverage.

If there are not enough senior phlebotomy employees eligible to be exempt for the number of exemptions available – management will temporarily lower the years of service requirement.

On occasion, employees are scheduled out for an extended period of time (surgery, illness, etc). This creates a temporary opening on a schedule team. THERE WILL BE A SEPARATE DRAFT LIST FOR HOLIDAYS ONLY (a separate list remains for non-holiday openings). A random drawing of eligible phlebotomy employee names created this list and the order of names. New employees are added at the end of their preliminary training to the bottom of the list. 

The holiday draft list follows the same guidelines as the non-holiday draft list. The employee must have two weeks notice for the draft.

**THE TOP FOUR SENIOR EMPLOYEES ARE EXEMPT FROM THIS HOLIDAY DRAFT LIST.

CURRENT ELIGIBLE SENIOR PHLEBOTOMY EMPLOYEES (non-weekend staff):

Cesiely Ferguson
Robin Reynolds
NON-WEEKEND PHLEBOTOMY EMPLOYEES <5 YEARS SERVICE:
Rebecca Cook

Nadine Crutchfield

Nimisha Patel

Megan Staley

Samantha Staley

Chasity Trusty

Rebecca Willett

Patricia Annas

Kathy Worth

WEEKEND EMPLOYEES WORK HOLIDAYS AS THEY FALL ON WEEKEND SHIFTS:

Yakana Cross




Melanie Gotshall




Teresa Ray

WEEKEND PHLEBOTOMIST ON HOLIDAY TEAMS:

None at this time.

Table 1:

	Team 1
	Shift
	
	
	
	
	

	Robin Reynolds
	4 am - 12 pm
	
	Holiday
	Year - Even
	Year - Odd
	

	Samantha Staley
	6 am - 2 pm
	
	New Year's Day
	 
	X
	

	Nadine Crutchfield
	12 pm - 8 pm
	
	Mememorial Day
	X
	 
	

	Patricia Annas
	2 pm - 10 pm
	
	July 4th
	X
	 
	

	Cesiely Ferguson
	9 pm - 7 am
	
	Labor Day
	 
	X
	

	Kathy Worth
	Not yet determined
	
	Thanksgiving Day
	X
	 
	

	 
	 
	
	Christmas Day
	 
	X
	

	
	
	
	X = WORK
	
	
	

	
	
	
	
	
	
	

	Team 2
	Shift
	
	
	
	
	

	Rebecca Willett
	4 am - 12 pm
	
	Holiday
	Year - Even
	Year - Odd
	

	Nimisha Patel
	6 am - 2 pm
	
	New Year's Day
	X
	 
	

	Chasity Trusty
	12 pm - 8 pm
	
	Mememorial Day
	 
	X
	

	Rebecca Cook
	2 pm - 10 pm
	
	July 4th
	 
	X
	

	Mariah Clodfelter
	9 pm - 7 am
	
	Labor Day
	X
	 
	

	
	
	
	Thanksgiving Day
	 
	X
	

	
	
	
	Christmas Day
	X
	 
	

	
	
	
	X = WORK
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Holiday Draft List updated 3/1/2017
The list is perpetual – it rolls over as the names are removed from the top and replaced at the bottom. The list includes all “regular” employees. Only employees exempt are casual part-time and weekend only. New employee names will be placed at the bottom of the list. In order to be ‘pulled’ from the list, the opening must be at least two weeks away. Management will determine when the draft is needed.
Nadine Crutchfield

Rebecca Willett

Chasity Trusty

Patricia Annas

Nimisha Patel

Rebecca Cook

Samantha Staley

Kathy Worth

	Review Date
	Signature (original on hardcopy)
	Mgmt.
	Director
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	Date archived: _______________________________
	

	Reason: ____________________________________  Initials:__________
	


*Employees are eligible only after 5 years of employment to be considered “senior”.   
**In the event there are no “senior” employees, the years of service will be lowered. The next employee with seniority will be given the option to have the holiday shift off.                                                                                                                                                  

