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POLICY:


Eligible employees are provided the necessary time off with pay to enjoy vacations, holidays, personal days and unexpected absences due to short-term illness, illness in the family, bereavement, etc. Both the facility and the employee are allowed maximum flexibility in planning for this time off, and short-term illness protection, in the form of Paid Time Off (PTO) and Extended Illness Bank hours (EIB), is provided.  


PURPOSE:


 To establish a uniform Paid Time Off (PTO) and Extended Illness Bank (EIB) procedure.



RESPONSIBILITY:


Department Managers, Employees, Human Resources     



DEFINITIONS:


1. PTO (Paid Time Off) - An accrual of hours to enjoy personal time away from work for holidays, vacations, and personal reasons.

2. EIB (Extended Illness Bank) - An accrual of sick leave hours to cover personal illness extended beyond three (3) days.

3. PRN - Status of employees who are available on an as-needed basis and are not eligible for benefits.

4. PT (Part-time) - Status of employees who are regularly scheduled to work between 24 and 31 hours per week.

5. FT (Full-time) - Status of employees who are regularly scheduled to work between 32 and 40 hours per week.

6. EXEMPT Staff - Executive, administrative, professional and outside sales employees who meet the essential tests for exemption prescribed by the Wage-Hour Division of the U.S. Department of Labor; these employees are not eligible for overtime pay.



EXEMPT Level 1 - "Key" employees with overall responsibility for a department or service area; 


members of the Executive staff or Leadership group.



EXEMPT Level 2 - Members of the Management group and/or other salaried employees with specific 


adminstrative, professional or outside sales responsibilities.

7. Unexcused Absence - An absence for which the employee is not compensated; possible reasons are not providing proper notice and excessive unscheduled use or abuse of PTO.

8. Unscheduled Absence - An absence for which “Request For Time” was not previously completed.

9.
Scheduled Absence - An absence for which “Request For Time” was completed and approved in advance.
10. Recognized Holidays for Grace HealthCare System:  New Years Day, Good Friday, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day.


PROCEDURE:



 PAID TIME OFF (PTO):

1.
Accrual Of PTO

A.  Regular part-time (24+hours per week) and full-time employees accrue PTO at the rates listed below.

Years Of Service
      
Accrual



Bi-Weekly Pay Period
0 - 5 Years:

22 days per year for full time

6.7688 hours per pay period




( or .08461 per standard hour worked)

*6 - 9 Years:

27 days per year for full time

8.3072 hours per pay period




(or .10384 per standard hour worked)


10 + Years:

32 days per year for full time

9.8456 hours per pay period




(or .12307 per standard hour worked)

*Exempt Level 1 positions begin accrual at this rate.

B.  Eligible employees accrue PTO hours at the above rate based on the total number of standard work hours each pay period, to a maximum of 80 hours per pay period.  PTO accrual for part-time and full-time employees (PRN employees are not eligible) begins the first day of employment but may not be used until the employee has successfully completed a continuous period of ninety (90) calendar days.  An employee’s PTO accrual balance appears on the pay check stub each pay period following the first 90 days of employment. Department Directors have access to balances for the employees in their area(s) each pay period.  “Borrowing” time from a future pay period is not allowed.

C.  Employees on the  OR and Recovery Call Team do not earn PTO.  These employees are in a special classification and earn EIB hours only.

2.
Paid Time Off Usage

A.  An employee may use PTO hours for any approved scheduled or approved unscheduled absence.  Exempt employees must use PTO in increments of eight (8) hours. An employee may not independently elect to be off without using PTO except for the reasons stated in Section 4. If an absence from work is unexcused, PTO hours may not be used.

B.  Employees are encouraged to take PTO hours on recognized holidays if staffing permits. Employees working on a recognized holiday are paid straight time for hours worked and, if eligible for overtime, time and one-half for hours exceeding 40 in one week.  Employees who work on a recognized holiday may request to be paid for one day from their accrued PTO hours in addition to the pay earned from working on the holiday.(Reference Policy HR-425 Premium Pay.  Exceptions may exist at Grace Heights and Grace Ridge)

C.  Full Time employees are expected to take at least five (5) consecutive days of PTO annually.  Exceptions must be approved jointly by two of the following: Department Manager, appropriate Vice President or Human Resources Director.

D.  PTO is paid for the normal hours scheduled up to the amount available in the employee’s PTO balance.  For example, an employee who works a 12 hour shift may take up to 12 hours PTO, if available and approved. An employee scheduled to work 36 hours per week may take 36 hours PTO for that week if available and approved.

E.  PTO is used for vacation, holiday, personal or family illness, bereavement or other personal reasons. Employees are expected to provide prior notice for PTO by completing a Request for Time Off form.  Paid Time Off is approved in accordance with departmental procedures.  Approval of PTO of one week or more is at the department director’s discretion. If a department’s scheduling requirements differ from this policy, the departmental procedure will take precedence.  PTO is designed to provide employees maximum flexibility to meet personal needs; however, excessive unexcused absences may result in disciplinary action (refer to Attendance policy #HR 505).

F.  Employees who are approved for a Leave of Absence must use all PTO prior to going on an unpaid Leave of  Absence.  If the leave is for personal illness, refer to the Extended Illness Bank procedure.

3.
Maximum Accrual of PTO

Employees may accrue up to 320 hours of PTO.  Accruals stop at 320 hours.

4.
Exceptions to the Use of Paid Time Off

A.  There are occasions on which an employee may be paid for time off and not use PTO.  These exceptions include:  jury duty, blood donations to the American Red Cross, on-the-job injuries and military leave.  Paid or unpaid time off may be approved by the department manager to control the department budget.

B.   If an employee has no accrued PTO, time off may be taken without pay for illness (a doctor’s statement may be required). Time off without pay for other reasons is at the discretion of the department director.  If an employee is to be absent without pay for more than seven  (7) calendar days, a leave of absence must be requested.  If an employee is not eligible for leave or if the leave is denied, employment may be terminated.

5.
Payment of PTO in Lieu of Time Off with Pay

An employee may request, through Human Resources, a 75% cash-out of the balance of all but 80 hours (40 hours for part-time) of PTO annually in September.  To be eligible for a cash-out, the employee must have taken at least 40 hours of PTO during the preceeding twelve (12) months.  

6.
Transfers and Rehires:

A.  An employee transferring within the Grace HealthCare System accrues PTO at the rate which reflects total length of service with Grace HealthCare System.  The employee retains current PTO accruals and years of service.

B.  An employee who is re-employed with Grace HealthCare System in a full-time or part-time capacity within 90 days of prior full-time or part-time service will be eligible for PTO as time is accrued (even prior to the 90-day anniversary). 

C.  Employees in a “PRN” status must satisfy the 90-day waiting period upon transferring to part-time or full-time status.

 7.
PTO Payout Upon Termination or Change in Status:

A.  Resignation - Employees who have provided and worked a proper notice (minimum of 2 weeks or 14 calendar days) and who have successfully completed ninety (90) days employment are paid for 75% of PTO accrual balance upon termination. PTO time may not be used in lieu of working the appropriate notice unless approved by the department director.   PTO accruals are not paid if an employee fails to work the proper notice prior to termination of employment. Accruals of PTO stop on the day the employee begins working the final two week notice period.

B.  Transfer to Non-Benefited Status: - Employees who transfer to a non-benefited status are eligible to be paid for 75% of  PTO accrual balance, provided the employee has completed ninety (90) days continuous service and proper notice is given.

C.  Transfer Full-time to Part-Time or  Part-Time to Full-time - Employees who change classification retain their PTO balance but will begin accruing PTO at the appropriate scheduled hours.

D.  Reduction in Force - If employment is terminated due to a reduction in force, the employee is paid for 100% of  accrued  PTO.

E.  Discharge - Employees who are discharged for misconduct or as a result of disciplinary action do not receive pay for their accrued PTO.

F.  Retirement - Employees who retire are paid for 100% of their accrued PTO.

EXTENDED ILLNESS BANK (EIB)

1.
Accrual Of EIB
A.  The Extended Illness Bank (EIB) provides regular part-time and full-time employees income replacement in the event of a short-term illness or disability. EIB hours accrue at the rate of 5 days (40 hours) per year for full time (.01923 per hour worked or 1.5384 hours per pay period).  There is no maximum accrual of EIB.  EIB hours are separate from an employee’s PTO account, and the balance is listed on the “Accrued Time Sheet” provided to managers each pay period.

B.  Exempt Level I employees do not accrue EIB.  Employees in this classification are considered key employees (refer to policy HR-340, page 6) and may be denied reinstatement following an approved Family or Medical Leave. However, Exempt Level I employees are allowed a maximum of 12 weeks paid leave for personal or family extended illness in a rolling 12 month period.  Exempt Level I employees must use PTO, if available, for the first three days of personal/family illness; subsequent days off during that episode of illness will be paid as regular salary and counted toward the maximum of 12 weeks paid leave allowed.

C.  Employees on the OR and Recovery Call Team earn EIB in the same manner as other employees.

2.
Extended Illness Bank Usage:

A.  Employee's Responsibility - To be paid from the EIB accrual, the employee must:

(1)
have successfully completed continuous employment of ninety (90) calendar days.

(2)
be absent due to illness three (3) consecutive scheduled work days or a total of 24 hours.

(3)
secure a physician’s notice confirming the need for absence from work due to personal illness.  

(4)
secure approval from manager under the guidelines of the department and complete the “Request for Time Off” form, if feasible.

(5)
use EIB hours for personal illness only.

B.  Supervisor's Responsibility:

(1)
obtain physician’s certification from employee.

(2)
complete PAR form and submit to Human Resources (absences of more than 3 calendar days require a PAR form )

(3)
list approved EIB hours on department “Weekly Time Exception Sheet” (see attached).

C.  EIB hours are paid on the employee’s regular pay check.  EIB may be used for an  employee’s  illness only.  An employee must use PTO hours for the first three (3) days (24 hours) of absence if there are PTO hours in the account.  If PTO hours are exhausted, accrued EIB hours may be used if the employee provides written physician confirmation of the need for absence from work due to personal illness.  

3.
EIB Accruals Upon Termination or Change in Status:

A.  Retirement, Resignation or Dismissal  - EIB is not a vested benefit and accruals are not paid to employees upon termination.

B.  Transfer to Non-Benefited Status: - Employees who transfer to a non-benefited status retain their accrued EIB hours but no longer accrue EIB and are not eligible to use EIB hours. If their status changes to a benefited position within ninety (90) days, their EIB would then be available.

C.  Transfer Full-time to Part-Time or  Part-Time to Full-time - Employees who change classification retain their EIB balance but begin accruing EIB at the appropriate scheduled hours.

D.  Reduction in Force - If employment is terminated due to a reduction in force, an employee is not paid for EIB accruals; however, if the employee returns to work within ninety (90) days, accrued EIB is available immediately.

4.
Transfers and Rehires:

A.  An employee transferring within the Grace HealthCare System retains current  EIB  accruals and years of service.  Accrual is based on scheduled hours.

B.  An employee who becomes re-employed with Grace HealthCare System in a full-time or part-time capacity within 90 days of prior full-time or part-time service is eligible for EIB as soon as time is accrued (even prior to the 90-day anniversary).

C.  Employees in a “PRN” status must satisfy the 90-day waiting period upon transferring to part-time or full-time status in order to be eligible to use EIB.



ATTACHMENTS:



Weekly Time Exception Sheet
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