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Immunology, Flow and Molecular Meeting 

Apr 2, 2013
1:00 & 3:00 PM
Immunology Lab
1.  Announcements:
a. Lisa Mattei 
b. SPEP update 
c. Per Diem LA with vacancy review committee

d. LCD Display 

i. News

ii. Procedure & Policy changes

iii. Lab, Departmental, and Hospital Events

iv. Immunology Pictures

e. IL28B to go live 4/8/2013.  Hold all samples as of 4/5/2013. 

i. BRS to sponsor a pizza party – TBD

f. Blood Drive – Apr 8, 2013, Monday
2. Time and Attendance Policy Update
3. Patient Safety Survey

a. https://www.patientsafetygroup.org/survey/ynhhs 
b. Apr 5, 2013 – Deadline
4. Lab Week
a. See attachment

b. Need final count for Happy Hour

c. Need volunteers for setup and cleanup for breakfast

d. Lab Tour volunteers needed 

5. Immunology Expansion and Redesign

a. Karen Scorel’s Space - available
b. DSX, Quantalyzer, Bioflash and Novaview – Network

i. Eliminating local printers 
ii. Coordinating w/ IT on Antivirus Software installation
6. CT Paid Sick Leave – see attachment for full Policy.

a. <0.6 employees (Casual Status):

b. Worked at least 680 hours

c. Will accrue 1 hr every 40 hours

d. Max = 40 hours/calendar year

7. Karyn EP Motion Presentation

8. SRC In-house & Send Outs – starting in June
a. QFTG to be transferred June 1, 2013

b. Soft Volunteers needed

9. IT Timeline

a. 4/30/13 – Ellucid

b. 6/1/13 – EPIC and SoftLab @ SRC

c. 8/1/13 – SoftID and SoftBank

d. 8/18/13 – CAP window Opens

e. 9/1/13 – Soft Upgrade

f. 9/1/14 – BH Hospital (Soft)

10. Immunology Workflow Changes

a. Quantalink Interface Update

i. Interface has been moved to live
ii. Training documents being prepared.

iii. 3 more tests to be tested today

b. Trepsure Reverse algorithm
i. Initial Data presented to Brian/Stephanie.  100% correlation w/ FTA.

ii. Rose S. to investigate running reactives

11. Flow IT Workflow Changes

a. Successfully tested interface for CD34 and new processing changes.  Eliminated panel setup and other clicking
12.  Molecular IT Workflow Changes

a. Successfully mapped new folders on the scanner

13. Overtime & Breaks

a. If you have to talk to someone be mindful about swiping out on time

i. If this happens by accident – fill out on Kronos file

b. If on OT @ 5 pm – don’t take a break, help the spinning bench

c. Clocking out:

i.  has to be at 4:30 – not 4:23.

ii.  has to be at 5 – 4:53 or 4:54 or 4:55

d. Afternoon breaks need to be taken a minimum of 1 hr before shift ends.   

i. It can’t @ 4:30 pm and at 5 pm you are not done and therefore generate OT.

ii. It can’t be @ 4 and leave at 4:30 and stop spinning at 4:15.  

14. Party Organizer  & Personal Organizer
a. Glove holders  
b. International Event Update – see flyer
c. Thimble Island Cruise
 - Aug 24, 2013 Saturday  6 – 9 pm Cost TBD

d. Alina’s card – see Berni C. for information

15. Next Meeting:

a. Need a Volunteer for the next talk

b. Kate M. will be presenting about the Patient Experience Forum on Apr 17, 2013

c. Sue R. will be introducing the Quality Event Committee on Apr 17, 2013

Things of interest:

16. Fellowship and Residency Photosheets
17. Closer to Free Lecture Series – see attachment.

18. Meditation Series – every Tuesday NP 4-102 from 2-2:30 pm

19. March of Dimes – Apr 28, 2013 – Lighthouse Point Park.  See Kate M. for more info.

20. Volunteer Income Tax Assistance – Now till Apr 11, 2013. 30-45 minutes.  – see attachment

Attachment:
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VW YALE-NEW HAVEN
HospPITAL HUMAN RESOURCES POLICY
Title: PAID TIME OFF Manual Code: | H:18
Reviewed: Revised: 4/01/2013, 8/01/2010,
10/01/2006

I. POLICY
The Paid Time-Off Program provides a specified number of days each year for an employee to use
for scheduled and unscheduled absences from work. Instead of separate banks for vacation time,
holiday time, sick leave, and other personal time, Paid Time Off combines the specific number of
paid days which employees may take into one comprehensive program.
The primary objectives of the Paid Time-Off (PTO) Program are:

A. To provide employees with flexibility in scheduling time off;

B. To provide an incentive for good attendance by offering "cash-in" options for a portion of

unused PTO;
C. Toencourage employees to plan for and schedule absences in advance whenever possible.

Il. ADMINISTRATIVE GUIDELINES
A. Eligibility Provisions

All regular employees scheduled to work at least 24 hours per week are eligible to participate in
the PTO Program.

B. Earning Paid Time-Off

1. Eligible employees begin to earn PTO for each pay period after the first 90 days of
employment.

2. Eligible employees earn PTO based on hours paid each pay period (including regular
hours worked, jury duty, bereavement, PTO used and miscellaneous), up to/ including
80 hours paid in the pay period.

3. PTO accrued in the current pay period is available to be used in the next pay period.

4. Employees on approved Leave of Absence continue to earn PTO based on PTO used
during the LOA.

5. For purposes of earning PTO days, employees are grouped first according to their
position’s pay grade classification and their length of service, as follows:





Effective 08/10/2010

PTO Group Salary Schedule ] Pay Grade
Allied Health (AHY) AHY-20A to 22A
Group 1 Non Exempt General (NEY) NEY-20A to 24A
UNION UNION
Allied Health (AHY) AHY-23A& 23B to 27A
Group 2 Non Exempt General (NEY) NEY-25A to 29A
Registered Nurse (RNY) RNY-21A to 22A
Allied Health (AHY) AHY-28A to 29A
Group 3 Exempt (EXY) EXY-20A to 21A
Registered Nurse (RNY) RNY-23A
EXY-22A TO 31A
Group 4 Exempt Including EXY- 24B

Years of Service Group 1 Group 2 Group 3 Group 4
Days Days Days Days
0-4 28 33 33 38
5-9 33 33 38 38
10-14 38 38 38 38
15+ 40 40 40 40

6. An employee transferred to a position with a different PTO accrual will begin earning

PTO at the new rate as of the pay period when the change takes place.

7. PTO may be accumulated by an employee to a maximum of one and one-half times the

annual accrual of PTO days earned in his/her group. All amounts exceeding the
maximum will be forfeited if not used or cashed in.

8. PTO over the maximum is adjusted each pay period without notice. The maximum is
calculated after payroll is processed and new PTO is accrued each pay period.

C. Using Paid Time-Off - Scheduled Absences

1. Generally (except as noted below), PTO must be earned before it can be used.
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2. PTO will be used for scheduled absences (vacations, holidays, planned personal
absences, doctor appointments, etc.) when approved in advance by the supervisor
according to work unit guidelines.

3. Non-exempt employees may use PTO to supplement partial days; exempt employees
may only use PTO in full day increments for days not worked (except for absences within
an approved intermittent Family Medical Leave).

. Using Paid Time-Off - Unscheduled Absences, Extended Sick Leave, or Workers'
Compensation, Parental/Family LOA

1. PTO, if available, will be used for all unscheduled absences, such as personal illness or
emergency, sickness in family, severe inclement weather, etc. (for emergencies which
the Hospital declares (see Policy D:7).

2. Accrued PTO must be used, if available, to fulfill the two-week (10 days) waiting period
for Extended Sick Leave (ESL) benefits.

3. Atthe option of the employee, PTO may also be used by both exempt and nonexempt
employees to supplement Extended Sick Leave (see Policy H:7). The combined payments
cannot exceed 100% of the employee's daily base pay rate.

4. PTO may be used to supplement Workers' Compensation payments (see Policy H:13).
However, a combination of the two cannot exceed the employee's base salary. If
requested, the Benefits Office will provide the amount of PTO hours that can be used to
supplement Workers' Compensation.

Paid Time Off Reporting Procedure

1. PTO may be used by non-exempt employees in any increment to fill in shifts scheduled
that week. Employees in exempt positions must use PTO in full day increments except
when supplementing an approved Family Medical Leave.

2. Only PTO which has already been earned may be paid. PTO cannot be advanced, except
for new, regular employees, who may receive PTO for hospital-designated holidays
during their first 180 days of employment.

3. Prior to approving PTO, the manager must check the PTO balance to assure an adequate
amount is available to cover the request. PTO hours in excess of the balance reflected
on that PTO status report should not be approved.

4. Employees in non-exempt positions have the option of using PTO or "no pay" for an
absence from scheduled work of two hours or less per day. If the absence is more than
two hours, the total number of hours needed to supplement the regular schedule must
be charged to PTO. Unpaid time does not count toward PTO accrual.





5. Employees in exempt positions are not expected to use PTO to complete their regular
hours for a partial day.

6. PTO should be recorded as follows:

‘ Type ’ Earnings Code
‘ Vacation* ‘ PTO

| Holidays* | PTO HOL

‘ Personal Days* ‘ PTO

‘ llIness ‘ PSK

‘ Supplementing ESL Payments ‘ PTO LOA

‘ Basic Sick Leave Reserve** ‘ BSK

| Intermittent FMLA* . PTOLOA

* With appropriate advance authorization, this type of PTO is normally considered to be
scheduled PTO.

**Employees whose service began prior to 01/01/79 may have a basic sick leave reserve
balance which can be utilized for sick leave beyond the first three consecutive scheduled
days (for which PTO must be used) or to supplement extended sick leave, up to 100% of pay
(see Extended Sick Leave Policy, H:7).

7. Employees may be granted time off without pay with the approval of their department
head only after all of their PTO is used. This is up to the discretion of the department
head, considering the impact on the department's ability to complete its work.

Processing Paid Time Off at Termination or Change in Status

1. Only under exceptional circumstances and with department head approval, should PTO,
which was not previously scheduled, be paid after notice is received.

2. Inno case may PTO be used to extend the termination or transfer date.

3. Employees are paid their unused PTO earned prior to the last day of work before
termination or change of status to a position which is not eligible to earn PTO
(temporary, scheduled fewer than 24 hours/week or casual). The amount of that PTO to
be paid depends on the calculation based on sufficient notice as detailed in Termination
Policy, C:9.

4. Employees who terminate employment without proper notice will have their PTO
reduced by 50%.





G. Paid Time-Off Cash-In Options

1. Annually, an employee has two options of electing to cash-in PTO hours: On-Demand
PTO Cash-In and On-Going PTO Cash-In. The election is made by the employee on
Employee Self Service (ESS) during the annual PTO Cash-In election period. In
accordance with IRS requirements the election must be made in the current year for the
coming calendar year. Only employees who have elected PTO Cash-In in the previous
year will be allowed to cash-in PTO in the current year. No changes to the PTO Cash-In
election are permitted during the current year.

The maximum annual PTO cash-in for both types of cash-in depends on the years of service:

. Maximum Allowable Cash-in Hours Per
Years of Service Days
Calendar Year
0-4 15 120
5-9 20 160
10+ * 25 200

* Management employees may cash in 200 hours regardless of their years of service.

a. On-Demand PTO Cash-In: The On-Demand PTO cash-in amount is paid at 100% of
exchange.

i.  Forthose enrolled, employees may request to receive all or part of the elected
On-Demand hours in any regular pay period. Any hours elected, but not cashed
in, will be automatically paid during the final pay period of the calendar year.

ii. Itisthe employee's responsibility to initiate the request of an On-Demand PTO
Cash-In from their manager or payroll administrator.

b. On-Going PTO Cash-In: During the annual PTO Cash-In election period, an employee
may elect On-Going PTO Cash-In. The amount of hours you elect is cashed in each
and every pay period during the next year. Use of On-Going PTO Cash-In helps
offset the cost of any payroll deductions. For example:

i. Parking
ii. TSA Deferral
iii.  Help pay for benefit deductions
iv.  Cafeteria dining
v.  United Way contributions

To comply with IRS regulations, your PTO Cash-In option may not be rescinded, once
elected.





2. PTO Donation - Employees with PTO balances may choose to donate PTO hours from
their balance to a fellow employee who has experienced a catastrophic personal or
family medical condition causing depletion of PTO balance.

a. The recipient of the PTO hour donation must be PTO eligible, have less than two
week’s worth of PTO balance, and be on an approved family or medical leave of
absence (FMLA either intermittent or continuous).

b. The recipient’s eligibility must be confirmed by the Benefits Office based on current
HRIS records.

c. The donor(s) may complete a donor form, stating the recipient’s name, number of
PTO hours, and signature authorizing the PTO hours gift.

d. The PTO accounts are adjusted by the Benefits office and confirmation/notification
forwarded to the recipient.

e. Using the normal payroll process and tax withholding, the PTO recipient would
use available PTO hours at the recipient’s base rate of pay.

lll. EXCEPTIONS

A. Requests for adjustments to PTO balance must be researched for consideration by the
department head. Requests approved by the department head should be sent via email to
the Benefits Office to for process and verification. The email request should go to the email
address “PTO Maintenance” and should include the following information:

1. Employee # and Name
2. Date(s) and number of hour(s) for requested adjustment
3. Explanation/reason for requested adjustment

B. Recommendations for exceptions to the Paid Time-Off program are extremely unusual and
must have the approval of the responsible Administrative Officer and the Senior Vice
President of Human Resources or designee.





ADDENDUM TO POLICY, PAID TIME OFF (H:18)
Sick Leave Accrual under the Connecticut Paid Sick Leave Act

Effective January 1, 2012, eligible casual and per-diem (FTE < 0.6) employees in certain
categories as defined by the Connecticut Paid Sick Leave Act who have worked at least six
hundred and eighty (680) hours will accrue sick time at the rate of one (1) hour for every forty
(40) hours worked to a maximum of forty (40) hours per calendar year.

Employees may use accrued paid sick leave for themselves, employee’s spouse, child, stepchild,
legal ward or a child of an employee acting in the role of the parent when the child is either
under 18 years old or over 18 but incapable of self-care due to mental or physical disability.
Leave may be taken for an eligible employee’s own, child or spouse’s:

illness, injury, or health condition

medical diagnosis, care, treatment of his or her mental iliness or physical illness, injury
of health condition; or

preventative medical care.

In addition, employees may use paid sick leave if the employee is a victim of family violence or
sexual assault:

for medical care or psychological or other counseling for physical or psychological injury
of disability;

to obtain services from a victim services organization;

to relocate due to such family violence or sexual assault;

to participate in any civil or criminal proceedings related to or resulting from such family
violence or sexual assault.

Employees will be permitted to carry over up to forty (40) hours of unused sick time into the
following calendar year, but are not permitted to accrue beyond their maximum sick time and
are not permitted to use more than forty (40) hours per calendar year.

Employees should provide a minimum of seven (7) days’ notice when the need for use of paid
sick leave time is foreseeable, or notice as soon as practical if not foreseeable. This does not
preclude the 30-day notice required if a leave is foreseeable under the Family and Medical
Leave Act.

For paid sick leave time off of three or more consecutive days, supervisors may request
documentation such as documentation signed by the healthcare provider treating the
employee, employee’s spouse or child, indicating the need for and the duration of the leave.
After an absence due to illness for a period of three (3) or more consecutive days, the employee
must receive clearance and approval from Occupational Health prior to returning to work.





Time earned under this policy is not subject to pay out when an employee terminates
employment or changes employment status.

Note: Should an eligible employee who is a member of a collective bargaining unit be involved,
the current labor contract provisions will apply.
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