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Purpose

To support the EMLA- Family and Medical Leave of Absence PolicyFMLA- Family and
Medical Leave of Absence PolicyFMLA- Family and Medical Leave of Absence PolicyFMLA-
Family and Medical Leave of Absence Policy this document outlines the leave of absence
procedures for all CChs pharmacy residents during post-graduate year 1 (PGY1) and post-
graduate year 2 (PGY?2).

Pharmacy residents must follow Human Resources policies and procedures for Leave of Absence
requests.

Definitions

Cleveland Clinic health system- Includes the main campus, Avon, Euclid, Fairview, Hillcrest,
Lutheran, Marymount, Medina, South Pointe, Children’s Hospital for Rehabilitation, and all
Family Health Centers, Physician practice sites, Nevada practice sites, Emergency Departments,
Express Care Centers, Urgent Care Centers and Ambulatory Surgical Centers reporting to these
facilities.

Procedure

Leave of Absence Requests

1. All requests for Leave of Absence must be submitted in writing to the respective Residency
Program Director (RPD) and Human Resources. The RPD shall notify the appropriate
pharmacy leadership (e.g., Pharmacy Manager/Pharmacy Director). Please refer to individual
Human Resources Policies and Procedures for specific processes and documentation
requirements based on type of leave.

2. Per residency year, each resident has 14 “time off” days.

a “Time off” days may be used for 1) illness or personal time, 2) licensure requirements
[reciprocity hearing or taking the North American Pharmacist Licensure Exam
(NAPLEX) and/or jurisprudence exam(s) for licensure in Ohio], or 3) interviewing
for PGY2 residencies or jobs.

3. If aresident has used all “time off” days and are faced with a situation where additional time
off is needed, each case will be discussed by the Residency Committee and will follow
criteria below:

a. Per the American Society of Health-System Pharmacists (ASHP), programs must
be a minimum of 12 months and a full-time practice commitment or equivalent (e.g.,
(Residents must complete a 12-month residency). Residents taking leave greater than
paid leave allowed (i.e, “time-off” days) cannot be awarded a residency certificate
unless additional leave is made up.
i. For example, if a resident needs to take a leave of absence and they have 10
days of “time off” remaining out of the 14 “time off” days, they use the 10
“time off” days remaining and then will need to make up the remaining days
taken on the leave of absence. [i.e., a resident takes 4 weeks leave or 20 work
calendar days leave of absence, they will be required to make-up 10 work
calendar days for the residency at the end of the year and any required staffing
shifts missed (e.g., weekends)].
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4.

If a resident taking a leave of absence exhausts all of their permitted days off (i.e., 14 days
“time off”), they will need to take unpaid leave, unless eligible for Short Term Disability pay,
per Human Resources Benefits eligibility guidelines.

Make-up Time for Absences

1.

Leave of absence(s) may extend the training period to reach an acceptable level of
performance in order to graduate from the program. The resident must complete 12 months
of residency.

Leave of absence time must be completed within 6 months of the date the program was
scheduled to be completed, or the resident forfeits the privilege of receiving the Certificate of
Completion of the program and is dismissed from the residency program. In other words, for
a leave of absence, the residency position will be held for 6 months after the end date of the
residency in the Acceptance Letter.

When returning from a leave of absence, all Successful Completion Requirements must be
met in order to obtain a residency graduation certificate. For example, the resident must
complete all required rotations as outlined in the Successful Completion Requirements;
therefore, any required rotations and deliverables missed during the leave of absence would
need to be made up upon the residents return and done within the allowable period of the
extension.

Upon returning from leave, hours will be paid and must be: worked under the guidance of a
preceptor, equal to the hours missed, and used to complete the requirements not yet achieved.

Regulatory Requirement/References

Family and Medical Leave Act (FMLA)
Cleveland Clinic- Human Resources Policies and Procedures:

* Bereavement Leave

*  FMLA — Family and Medical Leave of Absence
*  FMLA — Military Family Leave of Absence

* Jury Duty/Witness Leave

» Leave of Absence - Medical

» Leave of Absence - Military

» Leave of Absence — Personal

» Religious, Cultural, Ethical Accommodation

Each CCHS Hospital has own Successful Completion Requirements.

Oversight and Responsibility

The Pharmacy Residency Committee is responsible to review, revise, update, and operationalize
this procedure to maintain compliance with regulatory or other requirements.
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