
A. Introduction 
1. The purpose of this policy is to provide a consistent guideline for ambulatory clinics to refer to when developing a clinical coverage plan for official Yale University holidays and recess days. A list of the Yale University holiday and recess days can be found at the following link: https://your.yale.edu/workhttps://your.yale.edu/work-yale/benefits/paid-time/official-yale-holidaysyale/benefits/paid-time/official-yale-holidays.  
2. One of our guiding principles at Yale Medicine is that, “The needs of our patients are our highest priority”. To support a patient centered environment, we are committed to providing timely access to services and treatments for all patients.   
3. In Yale Medicine ambulatory clinics, the need to provide access to our patients for office appointments will be balanced with the wishes of our providers and staff members who want to take time off during official Yale University holidays and recess days.    
4. In hospital-based outpatient facilities, it is expected that our providers and staff members will make every effort to follow the Yale New Haven Health (YNHHS) holiday schedule. We understand that there are several days on the Yale University official holiday schedule (such as Good Friday, the Friday after Thanksgiving, and the end of December recess period) that are not recognized by YNHHS, but it is important for Yale Medicine to align with YNHHS to maintain our ability to give our patients exceptional medical care. 
 
B. Planning for Coverage During Official Holidays and Recess Days 
1. All practices should make an annual plan, at least 8 weeks in advance to cover Yale University holidays and recess days.  
2. Each department or section is responsible for developing a formal plan for providing access to their patients for office appointments and care coverage for urgent patients during official Yale University holidays and recess days. 
3. Each clinic will have a process to determine how many staff members will be needed to provide office and ambulatory practice coverage during official Yale University holidays and recess days.  This includes but is not limited to clinic coverage for check-in/check-out and rooming of patients, administrative coverage for office/faxes, and clinical coverage for patient phone calls. Consult with YM Human Resources to make sure that coverage plans are in accordance to university staff benefit rules and contract agreements.  
4. Voice Mail/Answering Service – If there will be individual clinic/office closures or modified/reduced hours during official Yale University holidays and recess days, then clinics and offices should: a. Update voice mail to notify callers of changes to the clinic/office schedule. 
b. Notify the answering service of the clinic/office closure or modified/reduced hours, and provide answering service with provider-on-call information as well as the appropriate message to tell patients who inquire about appointment scheduling. (i.e. The office will contact the patient the next business day to reschedule.) 
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