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YMA Summary of Staff Expectations - Guideline
Responsible Office:		YMA HR & Staff Operations 
Policy Sponsor:		Helena Adams and Katherine Wilcox (Current HR Business Partners)
Effective Date:			03/14/2023

Scope

The following requirements are applicable to all M&P and C&T Staff reporting into Yale Medicine Administration (YMA). 

Guideline Purpose
The purpose of the following summary is to provide an outline of staff expectations. The summary will provide guidance and serve as a reference to ensure that all Staff members are familiar with YMA’s staff expectations. 
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Yale Medicine Administration
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· Scheduled Work Hours

· The standard department work week is Monday through Friday. Each department/unit determines the work schedule and hours for employees as necessary for its operation, including break and meal schedules. All staff members who work seven and one half or more consecutive hours are entitled to at least a 30-minute lunch break.  
·  It is the responsibility of the employee to arrive and be ready to work at the beginning of the scheduled work day or shift.  Arrival any time after the beginning of the scheduled work day or shift is considered late or tardy for performance purposes. 

· Coverage for Lunch and Break

· Staff will coordinate lunch coverage with one another to make sure there is continuous coverage. It is preferable that lunch breaks are scheduled between the hours of 11:30 a.m. and 2:30 p.m., however Lunch breaks are not to be taken in the first two hours or last two hours of a work shift.
· For C&T staff, two 15-minute breaks in a course of a 7.5-hour work day will be allotted, according to the Collective Bargaining Agreement. Please advise the appropriate staff that you are leaving, so they can cover your role as needed. 
· Breaks are not to be used at the beginning or end of a work shift, nor can they be combined or used to extend a lunch break.  
· An employee scheduled to work is expected to remain on the job until completion of the last hour of the scheduled work day or shift, unless otherwise approved by the Manager/Supervisor.
· Unplanned Absences and Absence Notification
· Employees are responsible for notifying their supervisor of absences, late arrivals, or early departures each day of the absence, tardiness, or early departure, in accordance with their departmental/unit’s call-in procedure. 
· For unscheduled absences, employees are expected to provide at least 1 hour of notice to their manager/designee prior to the start of the scheduled shift, or in accordance with specific departmental/unit guidelines, for each day of the unscheduled absence.  Staff may notify their manager/designee via call or text or as outlined by their specific departmental/unit guidelines.
· When calling out, staff must identify how their time will be allocated for pay purposes.

· Time off Requests 
· All requests for paid time off, including requests that impact your normal work schedule, should be submitted via Workday Time & Absence for manager approval.
· Managers will review and either approve or discuss with the staff member within the designated departmental/unit time frame. 
· An exception to submitting time off requests are reserved for emergencies only where a phone call is permissible. Updates to timecards should be made accordingly.
· All same day time off requests should be done via phone call.
· Vacation requests may be submitted up to 1 year in advance.  In order to manage schedules and plan for adequate staffing coverage, requests for vacation should be submitted to the manager at least 2 weeks in advance of the time request.  
· If time off is requested with less than 2 weeks’ notice, manager and employee will discuss.  When possible, such requests will be accommodated based on operational need. 
· For Employees who are requesting time off for a future date and do not have the allotted hours in their banks at the time of their request, management will review the request and approve contingent upon the employee accruing and having the hours to cover the requested time off. Management reserves the right to revoke any previously approved time off if the employee does not have adequate hours to cover the request and the employee will be scheduled to work.

· Timecard Approval
· C&T Staff are required to approve timecards each week in Workday Time & Absence before the end of the day on Friday.  If you are scheduled to be off on Friday, please approve your time card ahead of time. Managers should approve their staff’s timecards on Mondays for the previous week.
· M&P Staff should use Workday Time & Absence to request time off. Although not required to track hours worked or approve a timecard, supervisors still need to approve their time off requests.

· C&T Overtime
· C&T Staff members are not authorized to work more than 37.5 hours during any given week without prior approval from manager.

· Personal Phone calls, Use of Cellular Phones and Internet
· Personal Phone Calls: It is the employee’s responsibility to make and receive personal calls during non-work time and in non-work areas. Flexibility will be provided in rare circumstances demanding immediate attention with the approval of the Supervisor/Manager.
· Use of Cellular Phones and other personal electronic devices: While at work, employees are expected to exercise the same discretion in using personal cellular phones as is expected for the use of YMA phones. Cellular phones and other electronic communication devices should be silenced or turned to vibrate mode while the employee is working (unless the personal cell phone is being used for work related purpose with the approval of the department manager). Personal calls and texting can be done during non-working time in break areas where such use is approved. 
· Appropriate use of IT Systems: University computers and IT Systems may be used only for their authorized purposes – that is, to support the research, education, clinical, administrative, and other functions of Yale University. 

· Dress Code
· All staff members are expected to present a professional image and to follow the Yale Medicine Administration dress code policy.  Refer to the YMA Dress Code policy and/or  YMA Clinic Standard of Appearance Guidelines for specific details. 
· All staff members must visibly wear their Yale University identification badge during work hours.
· For departments/units that require specific uniforms, uniforms will be provided by YMA for clinical staff and must be worn during work days. 
· An employee whose appearance is not in compliance with YMA’s Dress Code Policy and is deemed to be inconsistent with a professional work environment may be required to leave work to change.
· Standards of Professional Behavior
· All staff are expected to adhere to Yale Medicine’s Standards of Professional Behavior: Patient-Centered Care, Respect, Compassion, Integrity and Accountability. Yale Medicine sees these values as a key pillar in its ability to attract and retain the best staff and secure its long-term success. 
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· Staff workspace is a reflection on Yale Medicine and Yale University. As such, the environment and daily business conduct should convey a positive and professional image.
· Staff are expected to be especially mindful of their desk/workspace and ensure a professional atmosphere is maintained. Work stations are to be kept clean and organized. Personal items (photos, collections, memorabilia) are to be kept to a minimum and only framed photos displayed. Staff should refrain from hanging any items from glass partitions if applicable. Announcements (retirement announcements, upcoming events, union meetings, etc.) should be uploaded to the YMA digital informational screens throughout the work space.
· Personal potted plants are not allowed in individual workstations.
· Issues such as temperature and lighting can vary by individual. For this reason, staff are encouraged to have discussions with management and those they share spaces with to ensure mutually agreeable settings are attained.
· Those in positions, or when performing job functions, which conduct a customer/patient care service, reception, or who work in an open area visible to the public or guests, should be mindful of the need to remain positive and service-oriented. This may require that Supervisors/Managers limit the playing of music, use of headphones, or any other activity which could appear unprofessional or provide distraction to others. 
· Be mindful of using a reasonable voice level. Use huddle rooms or conference rooms for private conversations or group work. The only rooms that can be reserved are those identified as Conference Rooms. All other rooms being used to collaborate or work in (“Huddle”, “touchdown”, etc.) should be utilized on a first come, first serve basis. These rooms should be used as needed and not as a substitute for an office. 
· In clinical areas, food and drink are prohibited at the workstation and should not be visible in workstations in the hallways. 
· Drinks should be in a closed container and stored away from the desk and out of sight.
· Designated break room should be utilized for eating meals. 
· Where applicable, please make sure the staff lounge door is closed when in use and that food is attended to when being heated/toasted.  Food smell may exacerbate nausea, especially in our patient population

· In all other areas, in order to avoid damage to Yale University equipment and resources, food and drinks should be consumed and stored away from desktop computers and phones. It is expected that employees dispose of any food and/or drink at their workstation by the end of the business day or scheduled shift. 
· Staff are only permitted to use University or Fire Marshall approved electronic and devices.
· Inclement Weather 
· Scheduled staff are expected to make every effort to come to work at the beginning of their regular shift. 
· Per the University guidelines on Hazardous Weather, staff performing critical functions  in departments that are responsible for life, health, safety, patient care, clinical operations and security of our staff, students or patients,  are expected to report to work.  
· Patient care is the primary mission of all clinics regardless of weather conditions. By virtue of our commitment to patient care, per University policy on inclement weather, Clinical Programs Departments are essential and will remain open. Should there be a significant decline in workload as a result of inclement weather, the Manager will review on a case by case basis and communicate to staff appropriately. 
· Recess:
· Many work functions within YMA are operational during recess.  Please check with your manager regarding work coverage and planning for this time.
· Most clinics and departments will remain open during recess. Staff’s work schedule may be on a reduced scale based on the operational needs of the department. 
· Finalized staff schedule will be communicated at least 30 days in advance of the recess day or week.

· HIPAA Privacy:
· Computers will be secured at all times when staff leave their work stations
· Printing of documents with Patient Health Information (PHI) will be minimized at all times.
· Printed PHI will be placed face down if not in use or discarded in Infoshred bins located in designated location within the clinic.
· For the intent of patient privacy, please minimize voice levels at all times.
· In addition to above, all staff should be familiar with additional resources on HIPAA located in the university website and comply with HIPAA trainings and all attestations per University Policy. Please refer to website to ensure compliance and familiarity with all HIPAA guidelines. 

*Please note non-compliance with any of the above guidelines may result in disciplinary action, up to and including termination of employment. Please check your departmental/unit policies or guidelines, which may outline more specific details on each of these categories.
Special Situations & Exceptions
[bookmark: _Hlk497987165][bookmark: _Hlk197524340]Exceptions to this policy must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Helena.adams@Yale.edu and k.wilcox@yale.edu	

Roles & Responsibilities
[bookmark: _Hlk197523885]Department Manager/ Designated Supervisor
· Ensure each employee in in compliance with these guidelines. 
· For non-compliant employees, proceed with appropriate disciplinary action.
Contact Information 
· Helena Adams, HR Business Partner  Helena.adams@yale.edu
· Katherine Wilcox, HR Business Partner K.wilcox@yale.edu
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