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PURPOSE:

POLICY:  Leave  

It is expected that a resident’s leave time is subject to review by all parties involved with the resident assignment with sufficient advance notice and consideration of appropriate provision of patient care services. All vacation and educational leave must be approved in advance by the Associate Program Director and the Director of Curriculum and Well-Being.  The attending of the service to which the resident is assigned will be notified as well.     

Residents are expected to fulfill their contract and be in attendance for the full contract term unless they are on scheduled leave or granted a leave of absence.  Attendance or approved leave is required for the duration of the contract even if the resident has completed all program requirements before the contract’s end date.  

Approved One-Time Medical, Parental, Caregiver Leave      IV.H.1.c)

During a Resident/Fellow’s tenure in each unique ACGME-accredited Program to which they are appointed, the Resident/Fellow may be granted a paid, one-time medical, parental, or caregiver leave of up to six weeks in duration at any time during an ACGME accredited program starting the day the resident/fellow is required to report. The one-time medical, parental or caregiver leave may be used in the event of a Resident/Fellow’s inability to work due to serious illness, injury, medical condition, or other qualifying reasons consistent with applicable laws. Resident/Fellows with a one-time paid medical, parental, or caregiver leave greater than six weeks may also receive an additional week time off with pay.

To ensure absences are tracked in accordance with applicable laws, medical certificate or other documentation in support of the leave will be required.
Emergency Resident On Call (EROC)

The Emergency Resident On Call may be called in when a Resident notifies the Program Coordinator, the Associate Program Director, and the Director of Curriculum and Well-Being that he or she is unable to report to work due to an emergency (i.e., fatigue, illness, family emergency/death, parental leave, severe inclement weather prohibiting roadway access, etc.) or other approved absences on the following rotations – Wards, ICU, Night Float, and Continuity Clinic Call.
Family and Medical Leave of Absence (FMLA) 

CALL FMLA SOURCE 1-855-247-3652

A leave of absence may be granted to residents who have completed at least one year of service and a minimum of 1,250 hours during the previous 12-month period for: 

•
Incapacity due to pregnancy, prenatal medical care, or child birth

•
Care for resident’s child following birth or adoption or placement with the resident for foster care

•
Care of a resident’s family member (spouse, step-child, child, or parent) with a serious health condition (as defined in the FMLA) 

•
A resident’s own serious health condition which makes the resident unable to perform the job

•
Qualifying military exigency leave or military caregiver leave (as addressed below)

See the FMLA poster and/or speak with Human Resources for more detail.  Residents who do not meet these requirements may apply for a Personal Leave of Absence.

Duration of Leave

With the exception of “military caregiver leave,” as defined below, FMLA will be granted for a period of up to 12 weeks or longer if required by state law, in any rolling 12-month period. 

Required Notice

Residents must provide 30 days advance notice of the need to take FMLA leave when the leave is foreseeable.  When 30 day notice is not possible, the resident must provide notice as soon as practicable.  In situations where the need for leave is unforeseen, a resident should notify his or her supervisor and the Human Resources Department as soon as the resident is aware of the need for the leave pursuant to the Facility’s call-in procedures. 

If the leave is for a resident’s serious health condition, the resident will be required to submit appropriate medical certification from the resident’s or family member’s healthcare provider regarding the need for leave.  The Human Resources Department will provide residents with the appropriate certification for the relevant healthcare provider to complete.  

In certain cases, the Facility may seek clarification and authentication of the medical certification submitted by a resident.  The resident or family member may be required to obtain a second opinion from a healthcare provider designated by the Facility and at the Facility’s expense.  The Facility may periodically request FMLA leave recertification. 

Failure to request a leave in advance or to return the required medical certification form may result in the requested leave being delayed or denied. If, after a leave has begun, the Facility discovers that the leave is for a qualifying FMLA purpose, the entire leave period or a portion of the period may be retroactively counted as FMLA leave. 

A resident who is not receiving wage loss benefits under any workers’ compensation plan or statute is required to use paid time off (PTO) according to their utilization guidelines in place of normally scheduled hours until a zero balance is reached in each account. Residents who are receiving wage loss benefits under any workers compensation statute or plan cannot use paid time off while receiving such benefits. 

Group health benefits (medical, dental, and vision insurance) may continue during the period of authorized FMLA leave.  Other benefits, such as 401(k), supplemental life insurance, and other voluntary coverage will be governed in accordance with the terms of the benefit Plan and each Policy’s particular provisions. 

Returning from FMLA Leave

Eligible residents are entitled upon return from FMLA leave to be reinstated to their former position or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment, with certain limited exceptions.  If a resident takes continuous FMLA leave for their own serious health condition, before he/she returns to work, the residents’ health care provider must complete certification indicating whether the resident is able to return to work.

If a resident is unable to return from FMLA leave at the end of the approved leave period, the resident may apply for an unpaid, Personal Leave of Absence – see below.  

Military Exigency FMLA Leave

Eligible residents with a spouse, son, daughter, or parent on active duty or called to “covered active duty” may use their 12-week leave entitlement to address certain qualifying exigencies.  “Covered active duty” means the deployment of a member of the regular Armed Forces to a foreign country and the order to active duty of a member of a reserve component of the Armed Forces or a member of the National Guard.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, emergent Parental Care, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.  

Military Caregiver FMLA Leave

Eligible residents may take up to 26 weeks of leave to care for a covered service member during a single 12-month period.  A covered service member is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness, or aggravated a preexisting injury, incurred in the line of duty on active duty that may render the service member medically unfit to perform his or her duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.  Veterans are also considered to be “covered service members” 

so long as the veteran is undergoing medical treatment, recuperation, or therapy for a serious injury or illness that was incurred or aggravated while on active duty in the Armed Forces, and the veteran was a member of the Armed Forces, National Guard, or Reserves at any time during the five-year period before he or she began the treatment, recuperation, or therapy.

Note: This is merely a summary of the key provisions governing FMLA.  The Human Resources Department can provide a complete copy of the policy and forms the resident will need for FMLA leave.  They can also explain your benefit status during the leave and any extension that may be granted, subject to the benefit Plan and each Policy’s particular provisions.

Military Leave (other than FMLA)

While residents are entitled to leave in various circumstances under the FMLA, residents are also entitled to military leave, reinstatement, and reemployment in accordance with other state and federal laws, including the Uniformed Service Employment and Reemployment Rights Act of 1994 (“USERRA”).  Any resident absent from employment due to service in the “uniformed services” is eligible for military leave and reinstatement.  For purposes of this policy, “uniformed services” consist of the following:  Army, Navy, Marine Corps, Air Force, Coast Guard, Army Reserve, Naval Reserve, Air Force Reserve, Coast Guard Reserve, Army National Guard, Air National Guard, Commissioned Corps of the Public Health Service, or any other category of persons designated by the President in a time of war or emergency.  For questions relating to USERRA or other laws reflecting the rights of those in or joining the uniformed services, please contact Human Resources Department.

Personal Leave of Absence

For other types of leave or for leaves not eligible for FMLA or military leave, residents may request a personal leave.  The Facility may, in its discretion grant, an unpaid, Personal Leave of Absence for up to 90 calendar days.  The Facility does not guarantee that at the end of a Personal Leave of Absence, a resident will be returned to his/her position.  

Domestic and Sexual Violence Leave

If a resident, a resident’s spouse, or a resident’s child is a victim of domestic or sexual violence, the resident may also be given time off for court appearances or to obtain support services; medical or legal assistance; or safe housing.  The Facility will grant time off, as it is required by law. The time off will be unpaid unless PTO is used.

Jury Duty, Facility Witness Duty 

A resident should notify his/her supervisor immediately when he/she is called for jury duty. The resident will receive his/her base wage or salary for the time served up to 15 workdays or longer, if required by state law, for days that fall during the resident’s regular schedule.  This includes time spent reporting for an interview or examination for jury duty, even if the resident is not chosen to serve. If the resident is dismissed prior to the end of his/her scheduled shift, he/she is expected to report to work for the balance of his/her shift unless other arrangements are made with the supervisor’s permission. The resident must present his/her Program Director with a statement from the court clerk certifying the times and dates of actual jury service. 

If a resident is required by subpoena or otherwise, to appear as a witness in a Facility-related lawsuit or hearing, the resident will be paid his/her base rate for all hours spent as a witness.  If the resident is required to travel a greater distance than he/she would normally be required to travel to the Facility, the resident may be eligible to receive mileage for the additional mileage. 

Funeral (Bereavement) Leave

The Program Director may grant the resident up to two (2) workdays (up to 8 hours each work day) off with pay for bereavement leave in the event of a death in the resident’s Immediate Family.  For the loss of a Spouse, Parent, Child or Sibling, the resident may take up to two (2) days of leave within a consecutive five (5) day period).  For the loss of a Grandparent or Grandchild, the resident may take up to two (2) days of leave within a consecutive two (2) day period.

“Immediate Family” member includes the resident’s: current Spouse; Parent (current step parent or those of the resident’s current spouse); Child or Grandchild (by lineage, legal adoption or current court appointed guardian/custodian); Grandparent (by lineage or legal adoptive grandparent); sibling or half sibling.

If the deceased immediate family member resided more than 100 miles from the residents residence, the resident’s immediate supervisor may grant additional unpaid bereavement leave of up to five (5) calendar days (regardless of the number of shifts scheduled).  The resident may choose to use vacation/PTO for unpaid bereavement leave. A resident who is not granted funeral (bereavement leave) may request a Personal Leave of Absence. 

Extension of Residency Due to Leave Time 

Up to 35 days per academic year are cumulatively permitted over the course of the training program for time away from training, which includes vacation, illness, parental or family leave, or pregnancy-related disabilities.  In general, extended absences (greater than 35 days per year) from the training program will require extension of the training program subject to the program requirements in each department and specialty board requirements. Residents are entitled to timely notification from their program regarding the effect the extended time away from the training program will have on meeting their training requirements necessary for program completion, graduation and board eligibility.  

Board Requirements Regarding Absences from the Training Program  

Residents should be familiar with their specific program and certifying board requirements regarding absences from the training program when requesting time off.  Most specialty boards have policies regarding absence or from the training program for absences inclusive of vacation, illness, personal business, or other leave, and the impact that absence during the residency may have on the Board eligibility of that candidate.  The American Board of Internal Medicine does not allow more than thirty-five (35) days absence away from the training program without requiring an extension in residency or specify minimum program requirements of time on certain services in order to receive credit.  This limit includes vacation, sick days, bereavement and other types of leave. Residents should be aware of their specific program and certifying board requirements.  Excessive time off may result in an extension of the residency program.  Residents who have taken a leave of absence during the residency should communicate with their Program Director to ensure that their total leave time does not exceed the maximum allowed by the American Board of Internal Medicine.    

Vacation Leave   

All residents are allocated 22 days of paid time off (PTO) during the academic year to use for vacation/sick time.  PTO is allocated with the understanding that it will be used within the allotted time period.  PTO days will not be carried over.  

As vacation is assigned or approved, changes to the schedule are not permitted without expressed approval of the program director or as otherwise defined by program policy.   Residents are responsible for notifying all necessary individuals including paging operators, of changes immediately.    

There is no compensatory vacation leave for holidays worked by the resident.   Efforts will be made to respect holidays when considering holiday schedules.  It is up to the program director or his/her assigned designee to structure or assign leave during holiday periods, such as December and January, in such a manner to maintain quality patient care and fairness to residents and to assure compliance with duty hour requirements.   

Education and Professional Leave

Education leave is provided at the discretion of the program director for purposes of supporting educational activities that require the resident to be excused from clinical duty.  

Up to three (3) professional leave days may be used over the duration of your residency for the sole purpose of interviewing for residency, fellowship or practice positions.  Residents may be required to provide documentation of an interview to their Program Director.    

Education and professional leave should be granted to residents with the following contingencies:     

· Allotted time must not result in an extension of the residency period or have potential impact to affect board eligibility as defined by the respective Board.  

· Educational leave time may not be accumulated and carried over to the following academic year.    

· Education and professional leave time may not be converted to vacation days and shall not be used for other purposes. 

· At the discretion of the program director, educational leave time may also be used for interviews for senior or preliminary residents.   

Workers’ Compensation Insurance 

Workers’ Compensation provides for payment of medical expenses and for partial income replacement in the event of a work-related accident or illness. The amount of benefits payable and the duration of payment depend on the nature of the injury or illness and upon applicable law. In general, however, all appropriate medical expenses incurred in connection with an injury or illness, are paid, and partial income replacement is provided after the applicable elimination period.

All residents MUST report all injuries, regardless of the severity, including needle sticks, bumps, bruises and scratches to your Program Director and Employee Health. If the resident requires medical attention during normal business hours, please contact Employee Health. If medical attention is needed after hours or in emergency situations, please contact the house supervisor and report to the Emergency Department.

Time Off to Vote

Residents are encouraged to vote before or after work. However, requests for time off with pay to vote on Election Day (federal, state, municipal) may be granted, at the Program Director’s discretion. Requests must be submitted at least one day in advance of Election Day for consideration.

Process of submitting and approving Leaves of Absence   IV.H.1.e) 
PTO/Conference requests are NOT guaranteed and are approved based on the staffing needs of the Residency Program. Changes to PTO requests after the deadline may not be possible.
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THOMAS HOSPITAL INTERNAL MEDICINE RESIDENCY PROGRAM RESIDENT TIME OFF REQUEST FORM

Requests must be EMAILED to the Program Coordinator and Associate Program Director/Director of Curriculum and Well-being for approval AT LEAST 6 weeks prior to the desired date(s) of absence.

Resident Name_____________________________________________________________________ 
Leave Request Dates: From ________________________Through _____________________________ 

Purpose: (   ) PTO Vacation/Sick Leave       (   )Conference/Professional Leave 

Rotation you are on during these times: ___________________________________________

Does this interfere with your Continuity Clinic, and if so what days? (  ) Yes  (  ) No     Day(s)__________

If Interference with your Continuity Clinic, what is your proposed make up day(s)?_________________

Are you scheduled on EROC? (   ) Yes   (   ) No

If scheduled for EROC, who will cover for you?________________________________ Note that before approval, an email from the other individual covering you confirming this change is required.

For Conference/Professional Leave:

Conference Name: ______________________________ Conference Date(s):___________________________

Conference Location:_________________________ Faculty Member Author Name______________________ Attach your accepted abstract as primary author with associated TH Internal Medicine Residency Faculty Name.
In case of emergency, I can be reached at: 
__________________________________________________________________________ 

____________________________________________ Resident Signature 
APPROVALS: 
_____________________________________________Residency Director of Well-Being/APD Signature 
	For Residency Program Director/APD/Director of Well-Being/Coordinator Use:
	 

	Annual Days Remaining __________ Professional Days Used______________                              
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