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Category 1

Purpose:  To provide information regarding phlebotomy time off policies.

tc \l2 "Purpose: 
Principle:  It is the policy of the Phlebotomy Department to establish guidelines for scheduling time off in accordance with Hospital policy and to assure consistency in the department
tc \l2 "Equipment:tc \l2 "Precautions:
tc \l2 "Procedure:  Time off requests must be given at least two weeks in advance.  This includes Holiday, Personal, and Vacation time.
tc \l2 "Procedure:1.  Time off will be granted on a seniority basis.

2.  Only one employee will be off at a time.  Exceptions are at the discretion of the Department Supervisor.

3.  Time off requests start on the established work week (i.e., Sunday through Saturday or, for the Night shift, Saturday night through Friday night).

A. In order to include a scheduled-to-work weekend day at the beginning or end of a time off request, 

a peer exchange must be arranged and approved by the supervisor for the weekend day involved.

B. Should an employee wish to use vacation, holiday, or personal time on a scheduled weekend day that is not attached to a time off/vacation week, they must arrange a peer exchange and it must be approved by the supervisor.  (Unless employee is only scheduled for weekend hours.)

C. Peer exchange can not include overtime without Laboratory Management approval.

4.  Final approval for time off will be made by the Supervisor.
5.  All vacation time requests must be submitted by April 1, to ensure seniority status.  (The summer vacation schedule will be finalized within 2 weeks of this date.)  If an employee does not make the request by April 1, they will only be permitted to take vacation during times which are not in conflict with times previously selected by other employees (including employees with less Hospital seniority).  Employees may be permitted to take vacation time that has been earned prior to October 1, of the current year, provided it can be scheduled by the Department Supervisor.
6.  “Prime Time” Vacation

Earned Vacation for the fiscal year must be used by September 30, of the following year (or the last pay period in September).  It is the responsibility of staff to request vacation appropriately throughout the year to avoid taking large amounts during prime time.

A. One half of earned Vacation time may be using during the Prime Time Summer Weeks of June 1, through September 30.  (If an employee earns 4 weeks vacation they may take 2 weeks during this time; 2 weeks earned – 1 week in the summer months.)
B. Prime Time Winter Weeks are the weeks of Thanksgiving, Christmas, New Year’s, February and April school vacation weeks.  The maximum that can be used during these weeks is 1 week.
7.  Other earned time, holiday and personal, can not be used together to create another week off during the prime time listed above.
tc \l2 "References:  Laboratory Policy Manual  -  “VACATION TIME” (Policy:  401.ADM.2.03)
                          Holyoke Medical Center – Human Resources Policy  - “VACATIONS” (P30.01)
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