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Accrues Deducts from
Time Off Type Paid Earned Accrued Time Policy# Use Case
Time Off Balance
Employees may receive up to three (3) days of paid bereavement leave at
their base hourly rate following the death of an immediate family member.
This leave should generally be taken within five (5) calendar days of the
death. "Immediate family" includes parents, grandparents, in-laws, siblings,
2B e = aE e spouse, domestic partner, children, and others who served in a parental
role. Bereavement pay does not include shift or job differentials and is not
counted as time worked for overtime.
Regular employees receive paid time off at their base rate for jury duty.
They must promptly provide their manager with a copy of the jury summons.
Jury Duty Yes Yes No HR-14 If excused or not required by the court, employees are expected to report to
work. Jury duty pay excludes shift or other differentials and does not count
toward overtime.
Non-medical staff scheduled for less than 16 hours per week may use paid
Yes time off to cover scheduled, non-worked hours after a 120-day waiting period
Maine Earned Time Yes No (Maine Earned HR-13B from the date of hire. Time is paid at the base rate, excluding shift or other
Time Balance) differentials, and does not count toward overtime.
Regular employees may receive up to ten (10) days of paid time off per
calendar year for military reserve training. A copy of the training notice must
Military Reserve Yes Yes No HR-14 be promptly provided to the employee’s manager. Time is paid at the base
rate, excluding shift or other differentials, and does not count toward
overtime.
Regular employees not receiving at least 60% of their base pay from ME
Yes PFML may be eligible. Unused time expires twelve months after the child’s
Parental Leave Yes No (Parental Leave HR-15 birth or adoption placement. Time is paid at the base rate, excluding shift or
Balance) other differentials, and does not count toward overtime.
Use to code hours for regularly scheduled employees who were scheduled to
work but were required not too due to census/volume and aren’t using earned
RIF Mandatory no ET No Yes No HR-28 time. Regular employees will not receive pay but will accrue earned time.

Used

Note: Per Diem employees will not receive pay nor accrue paid time off.
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RIF Mandatory Uses
ET

RIF Voluntary no ET
Used

RIF Voluntary Uses ET

Scheduled Earned Time

Unpaid Time Off

Unscheduled Earned
Time

Use to code hours for regularly scheduled employees who were scheduled
to work but were required not to due to census/volume and are using earned
time. Time is paid at the base rate, excluding shift or other differentials, and
does not count toward overtime.

Note: Not available for Per Diem employees, use Maine Earned Time to
pay employees for RIF

Use to code hours for regularly scheduled employees who were scheduled
to work but volunteered not to due to census/volume and aren’t using
earned time. Regular employees will not receive pay but will accrue earned
time.

Note: Per Diem employees will not receive pay nor accrue paid time off.

Use to code hours for regularly scheduled employees who were scheduled
to work but volunteered not to due to census/volume and are using earned
time. Time is paid at the base rate, excluding shift or other differentials, and
does not count toward overtime.

Note: Not available for Per Diem employees, use Maine Earned Time to
pay employees for RIF

Use to pay earned time for preplanned/approved non-worked hours such
as vacations, coding earned time during the STD waiting period, or
supplementing using earned time for approved continuous leave of
absence (unless eligible for ME PFML). Time is paid at the base rate,
excluding shift or other differentials, and does not count toward overtime.

Managers Only: Use when earned time is not available. For exempt
employees, this code would be used anytime there is a need to reduce
scheduled hours, such as being on an approved leave of absence. For
hourly employees, it is recommended that you use this code for
employees with no earned time available for any scheduled non-worked
hours for tracking purposes.

Use to pay earned time for unplanned absence for non-worked hours such
as calling out when scheduled, coding earned time for intermittent leave of
absence (unless eligible for ME PFML). Time is paid at the base rate,
excluding shift or other differentials, and does not count toward overtime.




