<Insert Organization Name>
Orthotic & Prosthetic Resident Duty Hours and Time Away

1. Introduction
In order to ensure residents meet all requirements of the O&P residency program and quality patient care, the O&P resident works at the clinic full-time which is at least XX hours per week.  Furthermore residents are granted paid time off (PTO) in addition to holidays observed by the organization. 
2. Clinic Hours
The resident must be present during normal business hours and be ready to work at the start times noted each day.
· Monday	8:00 AM – 4:30 PM
· Tuesday	8:00 AM – 6:00 PM
· Wednesday	8:00 AM – 4:30 PM
· Thursday	8:00 AM – 4:30 PM
· Friday		8:00 AM – 3:00 PM
The resident may be required to stay beyond the clinicals normal business hours if a patient visit runs beyond the scheduled time or the resident has not completed all required tasks.  Failure to report at the scheduled business hours multiple times may result in disciplinary action.
3. Maximum Hours
Residents are not allowed to work more than 12 consecutive hours and must have a minimum of 10 hours off between shifts.  The total number of hours worked per week may not exceed 60 hours.  Any time accrued providing on-call services is included in the total time worked per week.	Comment by Chris Robinson: Delete if residents do not take call.
4. Holidays Observed
The clinic is closed in observance on the following holidays and no outpatient office visits will be scheduled on the following days:
· New Years Day (Jan)
· Martin Luther King Jr (Jan)
· Presidents Day (Feb)
· Memorial Day (May)
· Juneteenth (June)
· Independence Day (July)
· Labor Day (September)
· Thanksgiving (November)
· Christmas Day (December)
5. Time Off
Residents accrue PTO which can be used in the event of illness or planned time off at a rate of 2.3 hours per pay period (there are 26 pay periods per year) which equates to 1.5 weeks of PTO per year.  Residents that take more than 37 days off during a 52-week period of time will be required to extend their residency. Time off for non-illness related reasons must be requested and approved by the clinic manager at least 10 days in advance. 	Comment by Chris Robinson: Adjust this to reflect the time used by the organization.  Ensure it is compliant with local/state laws.
6. Religious Observance
Residents may apply PTO to observe religious holidays and in the event the resident does not have adequate PTO, they may opt to take time off unpaid.  A 10 day advance notice is required when requesting time off. 
7. Maternity/Paternity Leave
<insert maternity leave policy>
8. Leave of Absence
If the resident must take more than 10 working days off in a row, the resident must file a Status Change form with the NCOPE Staff, and the residency will be extended equal to the duration the residents leave. 	Comment by Chris Robinson: Add any internal organization steps needed such as informing HR.
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