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Absence Policy

The purpose of this policy is to provide Residents/Fellows with guidance regarding paid
time off, sick time, educational time, and leaves of absence. Residents/Fellows requesting
an absence or modifications to a previous absence request must follow their program
specific guidelines which includes approval by the Program Director.

Paid Time Off

Per Hartford HealthCare, residents/fellows receive twenty (20) business days per
academic year of paid time off, as scheduled under specific individual program
guidelines. Paid Time Off cannot be accrued. There is no compensation for unused days.

Paid Sick Leave

Per Hartford HealthCare, residents/fellows receive up to ten (10) business days of
sick leave are allowed per academic year. Sick leave cannot be accrued or carried
over into a new program year. There is no compensation for unused sick leave. Sick leave
should only be taken when an individual is ill and unable to work. In the event of serious
injury or prolonged illness, additional leave may be granted. An extended period of leave
may extend the duration of the individual’s residency or fellowship program and will be at
the discretion of the Program Director, in consultation with the Clinical Competency
Committee. Extended leave can affect the criteria for satisfactory completion of the
program and your eligibility to participate in examinations by the relevant certifying
board(s).

Leaves of Absence

Per Hartford HealthCare’'s Leaves of Absence Policy, leaves of absence include
bereavement, personal, military, and family and medical leave (including pregnancy).
Residents and fellows must contact the Program Director and Manager of Medical
Education as soon as they become aware of the need for any leave of absence.

For Family & Medical Leave (FMLA), the following procedure must be followed:

1. Any resident/fellow requiring leave under the federal Family and Medical
Leave Act and/or the Connecticut Family and Medical Leave Act
(collectively, "FMLA") must notify their program director, Manager of
GME/Medical Education and Hartford HealthCare's third-party
administrator ("TPA") the Hartford at least thirty (30) days in advance,
when leave is foreseeable, or as soon as possible so that necessary
arrangements can be made for coverage and time off.

2. Where applicable, Accreditation Council for Graduate Medical Education
("ACGME") requirements for training will be followed. Any time taken off
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beyond the allotted sick and vacation (including educational time) time
each academic year must be made up. Residents/fellows should be aware
of their specific certification requirements, if any, and consult with their
program director for additional specifics.

3. Residents/fellows are eligible to take a six (6) week leave of absence for
the resident's:

a. own serious medical condition;

b. birth of a child; or

c. to take care of the colleague's eligible family member who has a serious
health condition (all as defined under the Connecticut FMLA), once
during the term of a colleague's training program.

4. The six (6) weeks leave period will run concurrently with an approved
FMLA, when the resident/fellow is otherwise eligible for FMLA.

a. Hartford Healthcare will cover up to six (6) weeks of paid leave
in accordance with ACGME policies and procedures.

i. If a resident/fellow wishes to extend their leave beyond the six
(6) weeks, they may use any available PTO or additional benefits
to cover a portion or all of their salary beyond the 6 weeks leave
period.

ii. If additional benefits or PTO are unavailable, the resident/fellow
may still choose to extend their leave past the 6-week period but
it will be unpaid.

5. Residents/fellows must first use their unused sick and vacation (including
education time) time during any approved FMLA leave; however,
colleagues may elect to preserve up to two weeks of available vacation
time during any approved FMLA leave period or leave otherwise taken for
the colleague's
a. own serious medical condition;

b. birth of a child; or
c. to take care of the colleague's eligible family member who has a serious
health condition.

6. Residents/fellows who qualify for Short Term Disability will not be
permitted to use vacation time beyond the elimination period.
Residents/fellows may also apply to the State of Connecticut's Paid Leave
Authority for the State's Paid Leave Benefit. Colleagues should visit the
State of CT's Paid Leave Authority website for eligibility, information on
filing a claim, and payment information.

Make-Up Time
Any time that exceeds the allotted PTO must be made up at the end of the training period.

How much time will be made up is at the discretion of the Program Director and in
compliance with HHC, accreditation, regulatory, and specialty specific policies and
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procedures. Programs and trainees are advised to follow the Contract Extension Policy
for additional guidance.

Hospital Holidays
A holiday schedule may be enforced by the program director and must be adhered to.

Every effort will be made to ensure fair and just allocation of days off for the holidays
over the course of the training period.

1. If a resident/fellow is scheduled a shift during a holiday, they are expected to
complete their clinical duties as assigned.

2. If a resident/fellow is not scheduled a shift during a holiday, they may take
the day off and observe the holiday at the discretion of the program.
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Contract Extension Policy

The purpose of this policy is to ensure that residents/fellows are aware of the impact an
extended leave of absence could have on their eligibility to complete their program
training and/or participate in board examinations.

Background & Scope

Continuous training is vital to residents/fellows in all disciplines. If a resident/fellow is on
leave for any approved reason and requires extended time away from training such that
the resident/fellow is unable to satisfy the academic and curricular requirements of the
program within the time allotted, the Program Director will need to determine the impact
the leave has had on their educational experience. Once that is determined, the Program
Director will need to decide the most appropriate outcome for that individual
resident/fellow to ensure the integrity of the learning process and training program.
Possible outcomes include

1. Extension of training equal to the amount of training lost;

2. Extension of training longer than the amount lost on leave including repeating a full
year of training; and

3. Non-renewal of contract.

The Program Director must take into consideration the full impact associated with
discontinuous training for the individual resident/fellow i.e., whether the resident/fellow
is meeting program and specialty standards.

In all situations, the Program Director must consult with the Medical Education
Department prior to determining the appropriate outcome. Extension of time granted by
the Program Director in consultation with the Medical Education Office may take into
consideration the spectrum of specialty board requirements, RRC requirements, program
requirements, and institutional requirements. Paid time off (PTO) granted during an
extension will depend on the amount of extension that is necessary to complete the
requirements of training. If the extension is greater than 3 months, paid time off and
paid sick time will be prorated for the period of the extension.
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COUNSELING & SUPPORT SERVICES

The purpose of this policy is to ensure Residents/Fellows have access to confidential
affordable mental health assessments, counseling, and treatment. Access also includes
urgent and emergent care 24 hours a day, seven day a week.

HHC Colleague Assistance Program

Guidance Resources provides confidential support, resources and information for
personal and work-life issues to you and your family at no cost to you.

All Hartford HealthCare employees and their families have access to Guidance
Resources, even if you are not covered by an HHC health plan. Services include five
free confidential counseling sessions for you and any member of your family.

Get Started Online:
Visit gquidanceresources.com.

Before you can make an appointment, you must REGISTER:
- Use the following Organization Web ID: HARTFORDHEALTHCARE
- Create a unique user name and password

View the HIPAA privacy notice: www.guidanceresources.com/privacy.

Phone:
You can also schedule an appointment by phone at 833.806.8721 (TTY:
800.697.0353)

Guidance Resources is available 24 hours a day, 7 days a week. Speak to a
counseling professional who will listen to your concerns and can guide you to the
appropriate services.

Learn more
Guidance Resources Employee Orientation webinar:
https://reqgister.gotowebinar.com /recording/5727845749313128706
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Fitness for Duty

Per ACGME Institutional requirements, we as the Sponsoring Institution must have a policy,
not necessarily GME-specific, which addresses physician impairment.

Hartford HealthCare/Hartford Hospital’s Fitness for Duty Policy is stated as follows:

Purpose: This policy provides guidelines for managers when dealing with an employee who may
be mentally or physically unfit for duty, including suspected impairment due to drug/alcohol
intoxication and is also to assure a safe, productive and harmonious workplace and inform all
employees and managers of their rights and responsibilities in this regard.

Scope: All Colleagues

Policy: Hartford Hospital requires all colleagues to report to work and be on duty in a mental
and physical condition that is conducive to maintaining safe working conditions and expected

levels of job performance, safety, productivity and efficiency. Accordingly, all employees must
follow the Rules of Conduct, and exhibit acceptable interpersonal behavior at all times.

Any manager believing an colleague might be unfit for duty must follow the procedure outlined
in this policy for a fitness for duty referral. A fitness for duty evaluation should be requested
immediately when there is an observed suspicion of impairment while on the job, or if the
colleague is no longer able to safely perform the physical requirements of the job, due to illness,
injury or disability.

Guidelines:

Colleague Responsibilities:

Each colleague is expected to report for duty and be on duty able to perform all aspects of
his/her job safely and effectively.

Any colleague who is unable to perform all aspects of his/her job safely and effectively because
of a physical or mental condition shall notify his/her manager, participate in an interactive
discussion to determine if reasonable accommodation is needed to be able to perform the
essential functions of his/her job in a safe and effective manner, or, where appropriate, use
available leave to seek proper medical or other professional attention, and give proper notice
regarding this absence. Any colleague who believes another colleague may be unfit for duty
must immediately report the observed symptoms/behavior to the colleague’s manager/nursing
coordinator.

When a colleague directly observes or receives reports of another employee exhibiting unusual
behaviors that may indicate the person may be unable to perform their normal job duties in a
safe and effective manner, the colleague should notify their manager. Such behaviors may
include, but are not limited to: slurred speech, unsteady gait, displaying paranoia, escalating
anger, distraction, threatening, intimidating or other unusual behavior.

Manager’s Responsibility:

Managers/Nursing supervisors who have reports of or directly observe a colleague demonstrating
behavior that adversely affects or could adversely affect the colleague’s job performance or that
constitutes or could constitute a direct threat to the health and safety of himself/herself, or that
of patients, co-workers, or other individuals in the workplace, should: 1) promptly speak with
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the colleague to assess their behavior; 2) complete Determination of Fitness for Duty
Observation Checklist form; 3) immediately request a fitness for duty evaluation, if the concern
is confirmed by direct observations. 4) explain Consent for Medical Evaluation for Fitness for
Duty form to colleague and have them sign the form. If the colleague refuses any part of a
fitness for duty evaluation, they will be asked to sign the bottom portion of the form. Refusal to
consent to the exam and drug/alcohol screening constitutes insubordination and will be grounds
for termination. 5) Notify HR Consultant of situation.

1. Manager/ Nurse Coordinator calls the ED Charge Nurse at 860-696-9226 or Ext 69226 of
pending arrival and describes the behaviors documented on the Determination of Fitness
for Duty Observation Checklist form.

2. Manager/Nurse Coordinator escorts colleague with their belongings to ED in as
discreet a manner as possible under the circumstances, and provide both physical
assessment form and Consent form. The Public Safety Department can be called upon for
additional support in escorting the colleague if deemed necessary to protect the health
and safety of the colleague, manager/nursing coordinator, patients and others in the
workplace.

3. Manager/Nurse Coordinator waits until colleague is admitted to ED. Manager, Charge
Nurse or Nurse Coordinator gives a copy of the Observation Checklist form to the ED and
keeps the original.

4. Manager/ Nurse Coordinator leaves ED with both: Determination of Fitness for Duty
Observation Checklist and Consent for Medical Evaluation for Fitness for Duty forms.

5. Manager/ Nurse Coordinator sends both Determination of Fitness for Duty

Observation Checklist and Consent for Medical Evaluation for Fitness for Duty forms to Dr.

Paul Anthony, Medical Director Colleague Health with cc to HR at

HartfordHospital.HR@hhchealth.org.

Employee is triaged, ED MD orders tests.

. If after assessment, there is no concern for colleague being under the

influence, colleague is discharged. When colleague is discharged, they are
sent home. Emergency Dept. leader or charge nurse notifies Manager/ Nurse Coordinator
of discharge.

8. If the colleague consents to the screening, once the evaluation and testing is completed,
the colleague will be immediately sent home with safe transportation and instructed to call
HR the next day for follow up.

9. Ifit is determined that a non-emergent psychiatric evaluation is required, the employee
will be sent home with instructions to call the Guidance Resource Program at 1-833-806-
8721 to schedule a fitness for duty evaluation.

10.If it is determined that a medical evaluation is required, ED will refer the employee to
his/her medical provider to set up a follow-up evaluation

11.If there is an acute or urgent psychiatric issue (e.g. suicidal or homicidal concern) or
medical concern (e.g. change in mental status), the ED may consider admission as a
patient

12.Colleague remains home and is suspended pending further investigation and the outcome
of fitness for duty evaluation results.

13.Manager emails Kronos Help to pay colleague 'paid not worked' while waiting for test
results.

14.Dr. Paul Anthony, Medical Director Colleague Health, reviews the results based on the
Consent Form.

N o

Version Date: 4/26/2024
Revised: 4/2 /2025


mailto:HartfordHospital.HR@hhchealth.org

mn
y
GME Policies & Procedures Manual Hartford f -

HealthCare

15.Dr. Paul Anthony, Medical Director Colleague Health, calls HR with the results.
16.HR notifies manager and colleague to return to work if results are negative. HR notifies
manager and colleague of Termination if results are positive.

Program Responsibilities:

If a resident/fellow is identified as not fit for duty (see Fit for Duty Policy) and substance abuse
or mental health impairment is identified, the resident/fellow will be referred to the HAVEN
(Health Assistance InterVention Education Network) which conducts programs for impaired
healthcare workers for Hartford HealthCare. They will make recommendations about further
treatment and will work with the Employee Assistance (Guidance Resource) Program, the
Medical Education Department and the Program Director in identifying whether or not the
resident/fellow is fit for return to duty.

In instances when the resident/fellow is identified as impaired due to substance abuse or mental
health impairment by an outside agency such as the DEA, the Program Director should be
informed and with the assistance of the Designated Institutional Official or designee or HAVEN
will be contacted to evaluate the resident/fellow. Costs for evaluation and treatment are covered
by the resident/fellow insurance with any balance paid by Hartford HealthCare.

[ ]

o The final decision about possible re-entry into a program is at the discretion of the
residency/fellowship program director in consultation with, and approval from, the
Medical Education Department. One factor for re-entry is that the resident/fellow
will need to have medical clearance to work (HAVEN will make a recommendation).
Regardless of whether or not the program decides to have the resident/fellow re-
join the program or be dismissed, the Medical Education Department will help the
program decide how to proceed.

o New residents and employees attend the New House Staff Orientation which
includes a session on Physician Impairment, its avoidance and recognition, as well
as the increased risk of substance abuse. There is continuous education within
each program and throughout the institution that include various wellness initiatives
also.
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Health, Dental, Eye, Disability and Group Life Insurance

The purpose of this policy is to ensure Residents/Fellows have access to health, dental,
eyes, disability, and group life insurance information. Please note that insurance
information is provided prior to commencement of employment.

Health, Dental, Eye Insurance

Per ACGME Institutional requirements, we as the Sponsoring Institution must
ensure that residents/fellows are provided with health insurance benefits for
residents/fellows and their eligible dependents beginning on the first day of insurance
eligibility.

At Hartford Healthcare, the first day of health insurance eligibility is on their first
day of employment.

Disability Insurance

Per ACGME Institutional requirements, we as the Sponsoring Institution must
ensure that residents/fellows are provided with disability insurance benefits for
residents/fellows beginning on the first day of disability insurance eligibility.

At Hartford Healthcare, the first day of health insurance eligibility is on their first
day of employment.

Group Life Insurance

At Hartford Healthcare, coverage begins on the first day of employment if the first
day of employment is the first day of the month. If the first day of employment is a
day other than the first day of the month, coverage will begin on the first day of the
following month.
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Professional Liability Insurance

The purpose of this policy is to ensure Residents/Fellows have access to health, dental,
eyes, disability, and group life insurance information. Please note that insurance
information is provided prior to commencement of employment.

Per ACGME Institutional requirements, we as the Sponsoring Institution must
ensure that residents/fellows are provided with professional liability coverage, including
legal defense and protection against awards from claims reported or filed during
participation in each of its ACGME-accredited programs, or after completion of the
program(s) if the alleged acts or omissions of a resident/fellow are within the scope of
the program(s).

The Sponsoring Institution must ensure that residents/fellows are provided with:
a) official documentation of the details of their professional liability coverage
before the start date of resident/fellow appointments; and
b) written advance notice of any substantial change to the details of their
professional liability coverage.

At Hartford Healthcare, Hartford HealthCare Indemnity Services, Ltd provides
professional liability (i.e., medical malpractice) for all the employed licensed providers
of HHC. Its address is F. B. Perry Building, 40 Church Street, PO Box HM 2062,
Hamilton HMHX, Bermuda. All correspondence should be directed to the HHC Insurance
Department.

This is a claims-made policy. It is effective on the first day of employment
through the last day. The policy year begins each October 1st. HHC provides tail
insurance at no cost to the employee automatically upon termination, as long as the
employee leaves in good standing. Employed clinicians are covered under Hartford
Healthcare’s corporate Hospital Professional Liability (HPL) insurance program with
coverage of $8 million/unlimited.
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