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                                                                                                                                                     Proc. #4840-G-408

TITLE:  Holiday Coverage
PRINCIPLE: The Laboratory must be adequately staffed 24/7, 365 days per years. 

1. Full time (an employee who works at least 36 hours per week) and part time ( an employee who works at least 20 hours a week) employees will work a minimum of 2 Holidays per calendar year. 

2.  Restricted Part Time (works less than 20 per week but at least 500 hours/year)  employees will work 1 Holiday per calendar year. 

3.  Limited Service Employee (works less than 500 hours/year) will work 1 Holiday per calendar year.  
4. Full time and part time Yorkville Phlebotomists will work 2 Holidays per calendar year at the RCMC lab

5.  PRN Yorkville Phlebotomists will work 1 Holiday per calendar year at RCMC lab.  
6. Employees budgeted 16 hours per pay period will work 1 Holiday per calendar year. 

STEPWISE PROCEDURE:

Holidays will be staffed with at least five (5) technologists and three (3) phlebotomists on the day shift, three (3) technologists and two (2) phlebotomists on the 3-11 shifts and two (2) technologists and one (1) CA on the third shift. 
1. Holidays are paired as Memorial/Thanksgiving, July 4/Christmas, Labor Day/New Years, and will rotate annually. Budgeted staff must work one of the summer and one of the winter holidays.  Non-budgeted Limited Service staff will work at least one holiday per year.   

2. Christmas Eve, New Years Eve, and the day after Thanksgiving are considered regular work days and are not considered holidays.  Requests off for Christmas Eve, New Years Eve or the day after Thanksgiving will be granted through the regular PTO request process taking into account previous history.

3. Changes in the holiday schedule after it has been approved and posted can be 
made on a holiday for holiday trade basis.  No changes will be made without the permission of the employee.

4. All changes of scheduled holidays are to be written, approved and signed by management.  No overtime will be approved for changes.

5. As staff is hired they will automatically be assigned the vacated slot.

6. Vacant shifts should be covered on a voluntary basis or by assignment based on

a historical rotation.
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