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Proc. #4840-G-412

TITLE:  Paid Time Off
PRINCIPLE:

Guidelines followed for requesting, reviewing and approving paid time off (PTO).
PERSONNEL

All Laboratory Staff

A.    General Guidelines

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.

· No more than 3 consecutive weeks will be approved at any time throughout the year to minimize impact on patient care.
· Approved PTO will be denied if the employee does not have enough time accrued to cover the request. 
· The number of staff allowed to be on PTO at one time is dependent on current staffing levels (special projects, Leaves etc.).
· Zero hour staff requesting time off must follow the protocol outlined below. Requests from budgeted staff will be approved first. 
· Late requests (after the approval deadline) considered on a case by case basis, staffing levels and other requests. 
· If there are requests are for once in a lifetime events, these will take priority.  
· Once in a lifetime events cannot pop up every year. 
· Multiple requests received for same time off will have their 2nd and 3rd choices evaluated before approving.  History of requests for the same time will also be reviewed.  
· After the deadline for PTO requests, PTO MAY be granted in the order received with the earliest request carrying priority and as scheduling permits.

· Any request for a single day of PTO must be submitted for approval prior to the posting of the schedule and approval will depend on staffing levels or may be substituted with a request off (not utilizing PTO).
· Urgent requests with less notice will be looked at case by case.
· 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 and notification of each of the employees involved in the switch.  
· A trade form must be filled out and signed by both parties involved in the trade along with a signature from the lab manager or director.  
· Requests for changes after a schedule has been posted must be accompanied by a PTO or Trade request with all involved party’s signatures to the Director, Manager, Senior Techs, or Lead Phlebotomists.

· Only the Director, Manager, Senior Techs, or Lead Phlebotomist may make changes to a schedule. 
B.    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.  Time stamp is located in Histology.  Approval or denial for each request will be returned to the employee by the approval deadlines listed below.   A 1 year calendar will be posted for 1st shift med techs, 2nd shift med techs, and 3rd shift med techs, Yorkville, Phlebotomy and Histology.   If you have a big event during the calendar year- you will pencil it in so your team members can try to plan around that request.   
2. PTO Submission Deadlines:
· February 15th submission for: April/May/June
· May 15th submission for: July/August/September

· August 15th submission for: October/November/December

· November 15th submission for January/February/March

3. PTO Approval Deadlines:

· March 1st : For the February 15th deadline

· June 1st  : For May 15th deadline

· September 1st : For August 15th deadline

· December 1st for November 15th deadline
                4. Short notice PTO requests
C.  Summer PTO requests between Memorial Day and Labor Day and Dec. 1st – Jan. 10th 

    1. The number of PTO days requested during Memorial Day to Labor Day may not
     
         
         exceed the number of days you work in one pay period (i.e. .0.5 FTE 


         
        employees would be allowed 5 days).   (0.9 FTE employees would be allowed 
      

         9 days).  PTO used on a holiday is included in this tally of days.  

2. 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 1st to January 10th no more than 7 days, of which 5 

can be consecutive PTO days.  PTO used on a holiday is included in this tally of days.  
4.  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.  Popular dates are rotated    
amongst staff. 
D. Holiday PTO requests
· 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.   
2.      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 covers all departments appropriately.  
3.     Holidays will be rotated

4.     Trades do not change the rotation.

5.  New hires will be assigned a holiday that has a vacancy.   If no vacancies a holiday will be assigned by the lab manager.

6.  If an employee cannot work their assigned holiday because of a non-emergent leave of absence, they will be assigned an alternate holiday.   

7. Staffing levels may warrant have a Holiday off without taking PTO.  An R-OFF may be substituted for PTO.  
E.  Free weekends will not continue in 2021
F.  Trading Days
1.  Trades of days off will be considered, however adequate departmental coverage and skill set must be achieved.

2.   When trading weekends a completed trade forms must be used to indicate the date and person who is taking your weekend and the date(s) you will trade back.
3.   If a Lead phlebotomist or senior technologist volunteers to trade for your weekend, the trade must be completed in the same pay period and may not incur overtime.
  4.   The trade cannot place any staff member into overtime based on a 40/80-hour week/pay period.  Working an extra day due to a trade will not be paid with Flextra. 
  5.  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 change in schedule.
4. Trade forms must be completed and signed by both parties prior to the shift involved in the trade.    The form must be presented to the lab manager and or phlebotomy senior tech for approval prior to the shift.  
Department of Pathology and Laboratory Medicine

Trade of Workday

I, _____________________, would like to make a request for a trade of day(s)/shift(s).

   (Name of person needing to switch)

 ______________________has agreed to work for me on:  _____________________

(Name of person who will switch)                                                      (Date and shift needed)

 I will work _______________________ for him/her to fulfill the trade.

                                (Date and shift agreed)

OR

________I will use PTO for the shift 

My signature: __________________________ Date: ___________

Signature of person you are switching with: _________________Date:  ____________

We both understand that the trade may not incur overtime

Phlebotomy only- Does this trade impact on call   YES    NO

Supervisor’s signature:  ___________________________ Date_________________

Approved__________________

Disapproved________________

S: forms
PTO or Requested Time off Form
Name: ________________________________Date of Request: ________________

PTO starting on: _________________________

PTO ending on: __________________________

Time off Requested:
Using:
________________ days of PTO  

 (0 if for scheduled days off)
Indicate alternate times to consider:

________________________________________________________________

Manager’s signature: ________________________________Date: ________________

· Request approved

· Request approved for the following days: ___________

· Not approved and pending schedule for: ____________

· Request not approved

Please indicate if requested dates include your regular weekend to work

· Not my weekend to work

· My weekend to work______________

       Month/Date

· Coverage for weekend to work

· Attach completed trade form

· Yorkville Dates

· Main Lab Dates
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