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Emergency Medical Services Procedure: 
Metro PTO 
Reference #:
	
			 
Origination Date:
Next Review Date:
Effective Date:

Approval Date:					Approved By:					
Procedure Owner Group: AHEMS Staffing Committee
Procedure Information Resource:

SCOPE:
	Departments, Divisions, Operational Areas
	People applicable to (Physicians, NP, Administration, Contractors etc.)

	AHEMS
	Paramedics, EMTs and EITs




PROCEDURE: 

Available PTO hours will be determined by the employee accrual rate each year in each job class. Requests for Round one (1) will be by seniority in each job class.  Round two (2) and Short-term PTO requests will be considered in the order they are received.

All Paramedics, EMTs, and EITs will bid their PTO upon completion of their shift bid.  Employees will have no more than 40 minutes to bid their PTO.  

An employee may request to work float hours during the requested/approved PTO time.  

Employees wanting to bid with a less senior employee may pass on their turn to bid and bid at the less senior employee’s appointment time.


Round one (1): 

Each employee will bid their PTO upon completion of their shift bid.  Employees will have no more than 40 minutes to bid their PTO.  Written PTO request must be filled out and verified within fifteen (15) minutes of your PTO bid. Each employee will be told which week(s)/day(s) are available. Each employee will choose from open days, and have their hours approved/disapproved immediately.

PTO distribution for round one (1): Employees must have accrued 80% of the total hours requested in their PTO bank at the time of the PTO bid.  PTO accruals will be pulled on each Friday for the employees who bid the following week.

Up to Eight (8) paramedics, four (4) ALS EMTs, and one (1) BLS EMT, a maximum of one per job class per day, may choose one (1) non-weekend shift per pay period as PTO for the entire bid.  If they choose this option, this will be their Round one PTO. These shifts must all be open for PTO and all holiday rules apply.  These shifts will be eligible to be bid by employees who have yet to bid their schedules.  

PTO hours approved in Round 1 (by years of service):

20-year employee may take:
· 160 hours 
* Up to four (4) total weekends and/or up to six (6) single non-weekend shifts. 
* Spring/Summer bid: maximum of 108 hours approved in June through August.

15-year employee may take:
· 140 hours
* Up to three (3) weekends and/or five (5) single non-weekend shifts.
* Spring/Summer bid: maximum of 96 hours in June through August.

10-year employee may take: 
· 120 hours
* Up to three (3) weekends and/or five (5) single non-weekend shifts.
* Spring/Summer bid: maximum of 80 hours approved in June through August.


5-year employee may take: 
· 100 hours
* Up to two (2) weekends and/or four (4) single non-weekend shifts.
* Spring/Summer bid: maximum of 72 hours approved in June through August.


3 and 4- year employee may take: 
· 60 hours
* Up to one (1) weekend and/or four (4) single non-weekend shifts.
* Spring/Summer bid: maximum if 40 hours approved in June through August.

Less than 3-year employee may take: 
· 40 hours 
* Up to one (1) weekend and/or three (3) single shifts will be approved in this round.

Round TWO (2):

A specified number of employees will be allowed PTO each day in Round 1.  Additional employees will be allowed off per day in Round 2 for the remainder of the bid.  Employees must submit requests in Aladtec for Round 2 PTO.  Round 2 PTO will open after the bid is complete and employees can submit requests for one week.  These requests will be awarded in order of seniority. Requests submitted after the first week will be considered in the order they are received.  Requests will be approved or denied within seven (7) days.  

Short-term PTO: 

Short-term PTO requests are considered 21 days from date requested off or less.  Employees wishing short-term PTO must speak with Staffing about PTO requests and have their name added to short-term PTO calendar.  No PTO form is required.  Staffing will attempt to fill the PTO requests and will notify employee if they are approved or denied.  

There is a maximum of six (6) total weekends that will be approved through all rounds of PTO in one bid per employee.

Exception to policy process:

Employees may request exception to policy for special occasions.  Requests must be submitted by email to Staffing.  These requests may be submitted at any time prior to deadline.  Submissions received after deadline will not be considered.  Submission deadline is two (2) weeks prior to each bid.  Employees will be notified of deadline prior to each bid.  Exceptions are intended for “once in a lifetime” events or events that are time sensitive.  Exceptions are not intended for annual vacations or events.

A committee made up of union and management representatives will review exception requests and approve or disapprove each request.  Employees will be notified of the committee’s decision by the first day of the bidding process.  Exception requests will be reviewed based on the reason for the exception.  Down payment of fees or deposits for vacations is not automatic grounds for approval. It is recommended that employees do not commit payment until approval of time off has been granted.  Not all exceptions will be approved.
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