Per Diem Medical Staff Earned Paid Leave Tracking
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Intended Audience
e Practice Administrators & Timekeepers
Background

¢ Designated Medical Staff working in Maine who are not eligible for ET will receive paid time off which is
a designated amount of Medical Staff Earned Paid Leave (MS-EPL) on July 1 of each year. The
minimum amount allotted will be one hour for every 40 hours worked up to 40 hours. MS-EPL may be
used for any reason, to cover planned absences, holidays or unplanned illness, emergency, or other
sudden necessity.

Instructions
Open the Per Diem Medical Staff Earned Paid Leave Tracker Spreadsheet

Tab 1: Hours Available:
1. Enter Employee Name

2. Enter Employee ID number
3. Enter hours worked since July 1
o Entering hours worked since July 1 will calculate the YTD Medical Staff Earned
Paid Leave Accrued
4. Enter unused Earned Paid Leave Hours from Prior Year (Unused hours must be
updated on July 1)
o This takes the accrual in green and adds the unused accrual from the prior year,
then it subtracts the time off paid out in the current year

Tab 2: Dates and Hours Used:
1. Enter the Date time was used

2. Enter the number of hours used
o This will keep the running total of hours used (This should never exceed 40 hours
from July 1 to June 30)

Additional Resources:

Policy MGH HR-13P-Physician Time Off Policy

If you need assistance or a report for up-to-date worked hours, email Angela Hartford, HRIS Analyst
angela.hartford@mainegeneral.org

workday.
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