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1.0 Purpose: 

1.1 As a Sponsoring Institution, Summa Health must have a policy for vacation and other leaves of 
absence, consistent with applicable laws. 

2.0 Scope: 

2.1 This policy applies to all Summa Health residents and fellows. 

3.0 Definitions: 

3.1 None. 

4.0 Policy:  

4.1 Summa Health provides three weeks of vacation per year for each resident and fellow.  Unused 
vacation time may not be carried over to the following academic year.  Residents and fellows are 
permitted to take vacation or conference time in June and July only as staffing needs allow, and in 
accordance with the guidelines of the specific department in which the resident or fellow is 
rotating.   

Summa Health provides one week of education/conference time for each resident and fellow.  
The conference is subject to approval by the program director.  Travel for educational purposes is 
limited to locations within the continental United States, and exceptions may be made only with 
the approval of both the program director and the Designated Institutional Official (DIO).  
Additional conference time may be granted by program directors.  Residents and fellows are 
provided funding for educational conferences based on Department of Medical Education and/or 
Departmental policies.  

A week of vacation or conference is considered to be five consecutive weekdays (Monday-Friday), 
but may also include the weekends as staffing needs allow, and in accordance with the guidelines 
of the specific department in which the resident or fellow is rotating. 

Only under special circumstances may a resident or fellow take vacation in increments smaller 
than a five-day block.  Such a request must be approved by the program director, and under this 
circumstance, only five total days of vacation are assured.  That is, accompanying weekend days 
are not considered to be part of such a vacation arrangement.  

Six weeks advance notice is required for all residents and fellows requesting vacation or 
conference time.  The resident or fellow is required to follow the specific program’s policy and 
procedure for requesting time off.   

Specific departments may have additional requirements or place additional restrictions on 
vacation options, so residents and fellows are encouraged to inquire within whichever 
department vacation is being requested.  In general, vacation or conference time may not be 
taken during ICU or CCU rotations. 
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Residents/fellows must complete all assigned administrative and clinical tasks prior to taking 
vacation time.   

Additional time off (ie:  sick days, wellness days) is under the purview of each program and is 
outlined in program policy.  Program directors collaborate with one other to ensure that there is a 
cohesive approach across the system for the use of this time that also balances program and 
individual resident needs. 

4.2 For residents or fellows in the final year of a Summa residency or fellowship whose duration is 
two years or longer, an additional five working days of academic preparation time is provided to 
facilitate that resident’s departure from Summa Health System.  This paid time off must be taken 
as the final five working days of the month of June during the final year of training.   

Residents and fellows in programs whose duration is less than two years are permitted to use one 
of their three weeks of vacation as the final five working days in June should they need this time 
off to facilitate their departure from Summa Health. 

If a resident has secured a fellowship position that requires them to start fellowship training 
orientation sooner than this policy would allow, written documentation from the fellowship 
director must be submitted to the respective residency director and DIO.  In this instance, unpaid 
days off may be granted to achieve this request.  Residents and fellows may not begin training in 
an ACGME-accredited fellowship while still employed by Summa Health. 

In the event of a program closure, five vacation days will be provided to facilitate the resident’s 
transfer to a new program.  These five days will be the final five days of the program’s 
accreditation. 

4.2 Leaves of absence 

4.2.1 Illness  Residents and fellows too ill to work are responsible for notifying the chief 
resident of the service on which they are rotating and/or the program director.  It is 
strongly recommended that they also directly notify the attending physician on the 
service.  If direct notification is impossible, the resident or fellow who is ill should 
immediately notify the appropriate department secretary who will undertake the 
necessary notification. If an absence exceeds three consecutive working days it shall be 
considered a medical leave, and the resident or fellow must provide physician 
documentation of illness.  They must also present a physician’s release to return to duty 
for absences of three days or more.   

4.2.2 Medical Leave of Absence (includes Maternity Leave)  Medical leaves are granted only 
for the period of time during which the resident or fellow is unable to work due to a 
documented medical condition.  If an absence exceeds three working days it shall be 
considered a medical leave, and the resident or fellow must provide physician 
documentation of illness.  They must also present a physician’s release to return to duty 
for absences of three days or more.  In the event of a leave of absence, the resident’s or 
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fellow's training period may need to be extended to fulfill the requirements of the 
residency program, specialty board, or state licensing board.  During any period of 
program extension, the resident or fellow will be compensated at the rate of pay which 
was in effect during the year in which the medical leave occurred.   
 
All residents and fellows are eligible for six weeks (thirty working days) of paid medical 
leave for non-occupational illness or disability during each academic year.  Paid medical 
leave shall commence on the first working day of continuous disability.  All insurance 
benefits remain in effect during any paid absence and during the first ten weeks (50 
working days) of an unpaid medical leave.  The Benefits Administration Department will 
inform the resident of the necessary premiums and procedures, as required, for 
continuing group life and/or medical insurance benefits.  Residents and fellows are not 
required to exhaust their vacation time prior to commencing a medical leave.   

Summa Health may grant unpaid medical leaves of absence for an additional ten weeks 
(50 working days) for a total of sixteen weeks (80 working days) to residents who have 
exhausted their available paid medical leave time.  A resident or fellow may choose to 
draw any remaining vacation time to cover what would otherwise be excused, unpaid 
medical leave.  Benefits will remain in force during an unpaid medical leave.   

When a resident or fellow is disabled for 180 days as defined by the System’s Long Term 
Disability (LTD) Plan, application may be made for eligible payments under the Group 
Long Term Disability Plan provided by Summa Health. 

Caregiver Leave of Absence.   Residents/fellows are provided a 6-week (30 working days) 
continuous caregiver leave one time over the course of the resident’s/fellows’ entire 
training program.  Caregiver leave can be taken between the first day of the training 
program and the final day that program requirements and board eligibility requirements 
are met.  Examples of caregiver leave are parental leave for bonding purposes or to care 
for a first-degree relative.  During this leave, the resident/fellow is paid at 100% of their 
salary and all benefits are continued. 

4.2.3 Residents and fellows will be provided with at least one week of vacation outside of a 
medical or caregiver leave during the same academic year that the leave is taken.    

4.2.4 Personal Leave of Absence  Summa Health grants unpaid personal leaves of absence of 
up to thirteen weeks (65 working days), in accordance with the needs of the resident or 
fellow and the affected department.  Benefits are not in force during a personal leave.  
Time off for personal reasons will be granted only when the resident’s or fellow's absence 
will not adversely affect operation of the department and only under unusual 
circumstances.  In general, no resident or fellow should exceed one personal leave within 
any three-year period.  Whenever possible, a personal leave should be requested at least 
two weeks in advance.  A leave of absence form must be completed by the resident or 
fellow and submitted to the program director, who will then send it to the DIO.  Time off 
is then tracked by the Absence Management Office.  During the period of leave, the 
resident or fellow must remain in contact with the program director at least monthly 
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regarding status and expected date of return.  A resident or fellow may not work for 
another employer while on a personal leave from Summa Health.  Additionally, any leave 
may necessitate extension of the resident’s or fellow's training period in order to fulfill 
the requirements of the department, specialty board, or state licensing board.  
Information regarding  department, specialty board, and state licensing board 
requirements is available in each program office. During any period of program extension, 
the resident or fellow will be compensated at the rate of pay which was in effect during 
the year in which the leave occurred.   

Residents and fellows bereaved by the death of a relative will be granted paid time off 
from work for one working day.  If the relative lives a significant geographical distance 
away, the paid time off granted will be determined by the program director and DIO on a 
case-by-case basis.  Additional time off will be granted for the death of a spouse, same- 
gender domestic partner, child, step-child, son-in-law or daughter-in-law, parent, step-
parent, mother-in-law or father-in-law, brother, sister, step-brother, step-sister, brother-
in-law or sister-in-law, grandparent, grandchild, or any relative who lives in the 
household. 

4.2.4.  Family and Medical Leave 

Summa Health policies are consistent with the Family and Medical Leave Act (FMLA) of 
1993, a copy of which may be obtained from the Absence Management Office at 234-312-
5100.  Other reasons for leaves of absence, such as paternity leave, etc., are covered 
under FMLA policies. 

4.3.5.  Each ACGME-accredited program must provide its residents/fellows with accurate   
information regarding the impact of an extended leave of absence upon the criteria for 
satisfactory completion of the program and upon a resident’s/fellow’s eligibility to participate in 
examinations by the relevant certifying board(s). 

 

5.0 Procedure: 

5.1 The leave of absence application (Resident/Fellow Leave Application) is available in the program 
director’s office or the Office of Medical Education, and should be completed within fifteen days 
of the occurrence of an illness or injury, or if the leave is anticipated (e.g., maternity, elective 
surgery, etc.), at least fifteen days in advance if possible.  The application should be submitted to 
the appropriate program director and forwarded to Absence Management.  A statement from the 
resident’s or fellow's physician indicating the reason for the absence and the expected date of 
return should accompany the application.  The period of leave must correspond to the specific 
medical condition, and the system reserves the right to request further medical documentation at 
any time.  The system may require an examination by a system physician, and if the resident’s or 
fellow's physician and the system’s physician disagree, the two doctors shall agree upon a third 
physician to examine the resident or fellow.  
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If a leave can no longer be justified for medical reasons, the resident or fellow may request a 
personal leave of absence if still unable to return to work.  Such requests will be considered 
according to the policy on Personal Leave of Absence.  For example, once a resident or fellow on a 
medical leave for maternity is medically able to return to work, they must either return to work or 
apply for a family medical leave, if eligible, or apply for a personal leave of absence.  A resident or 
fellow must remain in communication at least monthly with the program director during the 
medical leave of absence regarding status and expected date of return. 

6.0 References: 

6.1 ACGME Institutional Requirement IV.H 

7.0 Key Words or Aliases (Optional): 

7.1 Vacation; Leave of Absence 
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