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POLICY NAME:  Untracked Time Off 
POLICY NUMBER: 
EFFECTIVE DATE: 04/01/2019 
 
Purpose: 
To provide guidelines related to the Untracked Time Off program. 
 
Scope: 
This policy applies to Hackensack Meridian Health leadership at the director (non-physician) level and above. 
 
Policy: 
Hackensack Meridian Health (HMH) provides eligible leadership team members with “untracked” paid time off 
for vacation, personal or family illness, or any other reason a team member requires time away from work. This 
benefit is provided through our Untracked Time Off Program, which is based on the overarching goal of 
maintaining a results-driven culture based on trust and shared responsibility. 
 
Use of Untracked Time 
Eligible leaders may take time off as they need. There is no tracking of time taken, though it is expected that 
leaders will take twenty to twenty-five days off per year to refresh and renew themselves. Individuals may need 
additional time for certain family-related needs and other obligations.   
 
While time off within this program is untracked, it is expected that the time taken is: 

a. Commensurate with meeting the leader’s responsibilities and goals; 
b. Coordinated with their “reports to” leader for adequate management coverage; and 
c. Communicated in advance, when possible, to allow for smooth management of the organization.   

– Your specific department or facility may have some internal process for notifying others of your 
time off. 

 
Salary Continuation for Sick and Other Leaves 
Participants in the Untracked Time Off program are paid full salary continuation if they are on a protected leave 
due to illness or disability for up to six months. This salary continuation coverage is in place of the New Jersey 
Earned Sick Leave benefit or short-term disability coverage. Leaders who are absent for three or more days need 
to contact The Hartford at 1-888-924-4155. Participants will be expected to document their use of sick time. For 
personal, educational or other leaves, the eligible participant is paid full salary continuation up to 30 days. 
 
When a leader needs to take time for the care of a family member, they will be paid full salary continuation for 
up to three months. 
 
The salary continuation benefit is coordinated through HMH’s Leave Administrator. 
 
Holidays 
Participants in the Untracked Time Off program do not accrue holidays separately. Instead, holidays are covered 
by the Untracked Time Off program available to the participants. 
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Participants in the Untracked Time Off program are eligible to take time immediately upon hire or promotion to 
the new eligible position. It is expected that as the new leader is getting adjusted to their new position they will 
use their “reports to” leader for advice on coordinating any time off with the needs of orientation. 
 
Change of Employment Status to an Untracked Time Off Eligible Position 
Team members being promoted to an Untracked Time Off position will stop accruing any PTO, ESL or holidays. 
Within the Untracked Time Off program, the need for accrual banks of PTO, ESL or holidays will no longer be 
necessary. These banks will therefore be closed at the time of promotion to an Untracked Time Off eligible 
position.  
 
Termination 
There is no terminal benefit for Untracked Time Off program. If an eligible leader had been in one of the 
historical banks (Hackensack’s Historical Illness Bank, Palisades’ Sick Bank, or Meridian’s Historical Sick Bank), 
these banks will be paid out according to the terms of each individual plan. 
 
Any questions regarding this policy and procedure may be referred to Human Resources. 
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