DEPARTMENT OF NEUROSURGERY
UNIVERSITY OF XXXX
VACATION, CONFERENCES AND LEAVE POLICY 
Revised XXXXX 
The Neurosurgery Residency Review Committee has no specific policy regarding leave of any kind. Therefore, the XXXX Graduate Medical Education Policy on Leave for Trainees (Section 4.1, Review Date: May 2017) at http://XXXXX are adopted by the Department of Neurosurgery. Portions of this Policy are reproduced below with revisions to provide additional specialty-specific details.

Because of the intense nature of neurosurgical training and the major responsibilities every resident has to the patients and the service, use of leave time must be restricted to significant personal or family needs and for the minimum amount of time needed for these events.

A.
Vacation and Personal/Professional Development (PPD)
Each resident shall receive three weeks of paid vacation annually. Vacation will be arranged with the approval of the program director for appropriate coverage of all rotations. Vacation is non-accruing. At the program director’s discretion, and with the trainee’s permission, it is permissible to grant a trainee only two weeks of vacation in one year, and four weeks in the following year. 

Each resident will have a maximum of five weeks off per academic year.  Three weeks of vacation and a maximum of two weeks time off personal/professional development (PPD) time. PPD must be arranged with the approval of the program director and may be unavailable on certain rotations. PPD is non-accruing. PPD may be used in the same way as vacation but is intended to create opportunity for trainees to attend medical, mental health, and dental care appointments in fulfillment of ACGME Common Program Requirements VI.C.1d).(1) and/or conferences, job interviews or other professional development activities. PPD will be reported to the GME Office in the same manner as vacation time. 

The service will try to be flexible to try to accommodate individual's vacation requests as long as it does not interfere with the proper functioning of the service.  The following general rules should be adhered to:

1) All vacation and travel requests need to be approved by the Program Director.  This applies to any and all time away from the service.  This includes going to meetings that are funded by sources other than the Department. Vacation/conference leave requests should be submitted well prior to the date of departure.  The last date that they will be accepted is one month prior to the date of the meeting, but earlier notification would be best.

2) There will be no vacation the last two weeks of June and the first two weeks of July.  In addition, residents should not plan vacation during times of meetings, since that will reduce the ability of other residents to attend these meetings.  Specifically, no vacation should be planned during the time of the XXX   Neurosurgery Conference.  In addition, other meetings that should be respected are the American Association of Neurological Surgeons, and the Congress of Neurological Surgeons annual meetings. 
3) Only one resident may be gone from a service at a time.  We traditionally try to provide additional time off during the Christmas/New Years holiday season.  To provide for adequate service coverage vacations should not generally be planned at this time.
4) The usual vacation will be seven days.  The maximum consecutive vacation time that can be taken is two weeks but if this is done it should be organized to minimize the impact on the service.  
5) In case of conflicting requests, vacations will be awarded by seniority; however seniority preference only exists at the time of the initial request.  A senior resident may not change his vacation time to a time already scheduled by a junior resident.

B.
Meeting Policies
Residents are encouraged to submit papers for presentation at both regional and national neurosurgical meetings.  A submitted presentation should be coordinated with one of the faculty staff and a copy of any abstract submitted should be forwarded to the program director.  If a resident has a talk accepted for the meeting, the travel request should be sent to the program director as soon as they have been informed that their work has been accepted.  The same applies to talking at courses.  Requests will be considered in light of the number of people who want to travel, the relevance of the meeting, the academic work that the resident is doing at the meeting and the cost.  “Academic work” will be considered in the following hierarchy:  Residents receiving awards will have priority over residents giving platform presentations, who will have priority over oral posters, who will have priority over regular posters.  Residents (including Chiefs) will not necessarily be reimbursed for attendance at meetings where they are not presenting academic work.  If additional time is taken, either before or after the meeting, it will be at the individual resident’s expense and taken as vacation time.  It is anticipated that any resident attending a meeting at departmental expense will participate fully in the meeting.  Submission of abstracts to meetings outside the Continental United States can only be done with prior approval of the program director and will usually only be considered under exceptional circumstances.  
 C.
Family Medical Leave

Leave taken for medical reasons falls under the Family Medical Leave Act (FMLA) of 1993. The Family Medical Leave policy for trainees at the University of XXXX meets the requirements of the Family Medical Leave Act of 1993, allowing up to 12 weeks of leave per year for eligible employees. To be eligible for FMLA leave, a trainee must have been employed for at least 12 months and must be requesting leave for a serious medical condition of the trainee, a spouse, a child, a parent, a grandparent, or a sibling. The birth or adoption of a child is included. 
Any leave for medical reasons, as outlined above, in excess of one (1) week must be handled under the Family Medical Leave Act for eligible employees. Trainees must inform their program director immediately about any needed medical leave in order to allow time to arrange clinical coverage. Upon learning that a trainee is requesting FMLA leave, the program director or coordinator must complete a Housestaff FMLA Request Form packet and submit the completed forms to the GME Office. FMLA Request Forms should be submitted to the GME Office at least 30 days before the FMLA is to begin, or within two (2) business days in the case of unforeseen emergencies. The GME Office will submit forms to Human Resources, which will inform all parties of approval or disapproval of the request. 
In general, leave taken under the Family Medical Leave Act for trainees is paid, but any makeup time is unpaid and unbenefited. 
Residents will be readmitted to the program at the end of the family leave at the same status as when leave commenced.  Any resident who takes an extended leave must meet with the program director about his or her return to determine if they will have to make up time to make up the minimum requirements required by the program and the American Board of Neurological Surgery.  Abuse of leave time may serve as grounds for probation or termination.
D.
Sick Leave

Paid sick leave is non-accruing for trainees. Program directors may approve up to 12 days of paid sick leave per year. Paid sick leave may be used for a trainee’s own serious health condition, or for the serious health condition of a spouse, parent, child, or for the birth or adoption of a child. When a trainee has been employed for more than 12 months, the trainee is eligible for FMLA leave and any absence, for medical reasons, in excess of one (1) week should be handled through FMLA (see FMLA section of this policy). 

E.
Jury Duty

For the period during which a trainee is necessarily absent from work in compliance with an official requirement to appear for jury services, or a subpoena to appear as a witness at a trial, deposition, or other official proceeding, the employee will continue to receive full pay. The employee is expected to deliver to the University Hospital Cashier, for deposit to the University’s general funds, any fees received in accordance with law for compelled attendance as a juror or non-expert witness.

Employees are expected to report daily to work before and after jury service or attendance as a witness, whenever feasible, in order to give as much attention as possible to regular duties.

This policy does not apply when an individual appears in court on his or her own behalf (e.g., to pay traffic fines or as a party to a civil law suit).
F.
Funeral Leave

Trainees are entitled to three (3) days of funeral leave in the event of a death of an immediate family member. Immediate family members include the trainee’s spouse, children, parents, grandparents, spouse’s parents, spouse’s grandparents, spouses of children, siblings and their spouses, and grandchildren. 
G.
Military Leave

Any trainee who is a member of the National Guard or any organized reserve branch of the United States Uniformed Services is entitled to a leave of absence with pay not to exceed fifteen (15) working days per year for time spend on duty at annual encampments or rifle competitions or other duties in connection with the reserve training and instruction requirements of the United States Uniformed Services or National Guard. 
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