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Proc. #4840-G-412

TITLE:  Paid Time Off
PRINCIPLE:

Guidelines followed for requesting, reviewing and approving paid time off (PTO).
Staff is encouraged to plan as far ahead as possible when considering and requesting time off.   It is the responsibility of the individual requesting time off to keep track of the amount of paid time off (PTO) available to them.  Employees must have enough accrued time off to cover the request.  PTO requests will be denied if there is not enough PTO accrued to cover the request.    Travel arrangements, tickets, etc. should not be purchased until after PTO requests have been approved.
PERSONNEL

All Laboratory Staff

STEPWISE PROCEDURE

A. Submission of PTO Requests

1. All PTO requests are to be submitted for approval by the deadlines listed below.     PTO request forms need to be time stamped prior to handing them in.    The schedulers will approve/deny the request and will consult the Lab Manager/Lab Director when necessary.  Special requests for approval before the deadlines must be approved by both the Director and Manager.  Approval or denial for each request will be returned to the employee by the approval deadlines listed below.  
PTO Submission Deadlines:

· January 15th: Schedule requests for April 1st through June 30th
· April 1st : Schedule requests for July 1st through October 31st
· August 1st : Schedule requests for November 1st through March 30th
PTO Approval Deadlines:
· February 1st : For the January 15th deadline
· April 15th : For April 1st deadline
· August 15st : For August 1st deadline
a. Coverage will be found for one (1) FREE weekend per year (Saturday and Sunday) for personnel who are 0.5 - 1.0 FTE.    

b. Free weekends may not be carried over to the next calendar year.  After coverage is found for one (1) FREE weekend, each staff member will be responsible for finding their own trade without creating overtime.
c. Trade forms must be used to indicate the date and person who is taking your weekend and the date(s) you will trade back.
d.   If a Lead Tech volunteers to trade for your weekend, the trade must be completed in the same pay period. 

e. No Free weekends will be granted during the Thanksgiving pay period through the January 10th pay period.  

2. Between Memorial Day and Labor Day a maximum of 2 weeks may be requested, exclusive of holidays.  

a. The number of PTO days requested during Memorial Day to Labor Day time frame may not exceed the number of days you work in one pay period.  For example you work 7 days a pay period you can take 7 PTO days.  This policy allows each person two consecutive weeks off.
b.   After the submission deadline for the summer months, requests that exceed a person’s two week total will be considered on a case by case basis.
3. From December 15th to the Monday after New Years, no more than 7 days, of which 5 may be consecutive PTO days, can be taken. When there are multiple employee requests for this timeframe or other popular holidays, requests from benefit accruing employees will be prioritized based on history of having the same time off previously, and then by seniority.

4. No more than 4 consecutive weeks will be approved at any time throughout the year to minimize impact on patient care. 


5.    The number of staff allowed to be on PTO at one time will depend on job type (phlebotomists vs. Med Tech and Histologists) and our ability to adequately staff all departments.   Additional requests may be considered if no dilemma in scheduling would exist.  This rule may be modified based on staffing levels (FML, open positions etc.) 
6. ‘R off” days may only be requested by part-time staff to ensure they can take an extended vacation (time off) 1-2 weeks with out being scheduled.

7. “R off” days for special purposes need to be approved by the manager or director only, and those requests need to come to them directly.

8. Zero hour staff must also submit a request for time off for a vacation following the same guidelines as budgeted staff; however staff that accumulates PTO hours will be approved first.  

9. There will be no set days off (i.e.  R-OFF for working the weekend).  Consistent days off will occur only if the staffing allows.  

    10.   Time off can be granted for medical or other emergencies and/or during slow 


periods when work volume permits and subject to approval through the Manager 


or Director.


    11.  Multiple Requests Received for Same Time Off. 


If multiple requests are received prior to scheduling deadline, they will be handled 
as follows: 
a. The 2nd, and 3rd choice requests will be evaluated for scheduling.

b. If the requests are for once in a lifetime events, these will take priority.

c. History over the past 2-3 years will be evaluated to ensure that the popular dates are rotated among the staff.

d. Requests turned in on time are granted first. Late requests granted last.

e. If all of the above are equal the request will be granted based on seniority. 

f. Staff not accruing benefits, shall be considered for time off without pay after benefit accruing staff’s PTO have been scheduled. 

g. Staff not accruing benefits may trade days off with other employees not accruing benefits to facilitate days off without pay.  A vacation request filled out and signed by both parties accepting the trade or working in place of the employee not accruing benefits will suffice to notify the scheduling committee of the change in schedule. 

h. Staff members who do not accrue benefits may also request time without pay to be arranged pending the scheduling needs of the department.  

                 12.  Holiday Scheduling (Excludes Histology – Not in operation on holidays.)

a.  Holidays will be assigned with Limited Service staff working at least one holiday per year and regular staff working at least one summer and one winter holiday per year.  

b. Staff will have the option to trade assigned holidays through a signed trade form provided no staff is placed into overtime and the skill set is the same.

c. Holidays will be rotated. 

d. Trades do not change the rotation. 


     13.  Late Requests for open dates

a. After the deadline for PTO requests, PTO will be granted in the order received with the earliest request carrying priority and as scheduling permits.

b. If more than 2 technologists (including Sr. Techs)/ or 1 phlebotomist (including Lead phlebotomist) request the same time off, the request will be granted on a first come first served basis.


     14.  Single Day Requests

a. Any request for a single day of PTO must be submitted for approval prior to the posting of the schedule.

b. Urgent requests with less notice will be looked at case by case.  Trades of days off and other options will be considered, however adequate departmental coverage must be achieved.

                 15.
Requests after Schedule Posting

a. Once the schedule has been approved and posted, employees will have to trade for any desired time off.  No changes will be made without the permission of employees involved in the switch.  

b. All changes in scheduled days for all shifts and locations are to be written, approved and signed by the employees involved in the switch and Lab Management prior to the start of the shift. Only the Director, Manager, Senior Techs, or Lead Phlebotomists may make changes to the schedules. 
i. Additional weekends off may occur provided the staff arranges the appropriate trade for adequate departmental coverage. 

ii. Submit a PTO request with all involved party’s signatures to the Director, Manager, Senior Techs, or Lead Phlebotomists.
iii. The Director, Manager, Senior Techs, or Lead Phlebotomists will document the change on a posted schedule.

iv. The paperwork should include appropriate trades for days off for the staff member working the weekend.

c. The trade cannot place any staff member into overtime based on a 40/80-hour week/pay period.
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