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(A) Policy Statement 
 
To arrange time away from duty station, each employee is responsible for informing and getting approval from 
his/her director or designee for the requested time in advance. 
 
(B) Purpose of Policy   
 
To assure adequate staff coverage in the departments at all times. 

To provide fairness in apportionment of time away from department. 

To provide supervisor with necessary information as to location of all staff for whom they are responsible. 

To define proper procedure for patient hand off to temporary supervising therapist while primary therapist is out of 
clinic > 1 work week. 
 
(C) Procedure  

 
1. Each staff member must get supervisor approval for any time which will require their being away from the 

department during working hours. 

2. Following approval, it is the employee's responsibility to notify the scheduler of the time they will be away 
from the department. 

3. Hand off to temporary supervising therapist required when primary therapist is out of clinic > 1 work week. 

4. Primary therapist is required to document hand off to temporary supervising therapist and will be responsible 
for assuring that this therapist accepts care of this patient during this time frame. 

5. Upon primary therapists return to the clinic – they will resume care of patient and document accordingly. 
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