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It is the policy of SUHMC to recognize employee’s needs for time away
from work by providing benefits-eligible employees with paid time off
(PTO) to use for activities such as taking care of personal business,
vacations, leisure time, family needs, short term illnesses, doctor/dental
appointments.

1. PROCEDURES

A. Residents will not be paid for any time taken off without submitting a
‘Request for Time Away from Service” form completed and approved
by the program director prior to taking time off.

B. All time away from service (vacation, conference, interviews, etc.)
must be approved by the program director. All residents must
complete the “Request for Time Away from Service” form for each
period of time off;, and appropriate signatures must be obtained.
Forms may be obtained from the program. Upon completion, forms
must be returned to the program coordinator for processing. Program
specific and/or rotation specific restrictions may apply in terms of when
time off can be scheduled.

C. PTO days do not accrue from year to year; and no PTO time will be
paid upon termination.

D. If residents exceed their allotted time, they will be salary reduced.
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