Time & Attendance and Leave Policy  (SAMPLE)
Core Hours:

· Core hours are between 9:30 a.m. and 2:30 p.m.

· Any absence during core hours (except maxiflex day off) requires a leave slip through WebTA.
Flexible Time Bands:
· 6 a.m. until 9:30 a.m.

· 2:30 p.m. until 6 p.m.       


Gliding Time:
· Employees may glide into and from work up to 1 hour before or after their established tour of duty beginning and ending times.

· Gliding time may not cut into core hours.

Maxiflex Schedule:  (Where 80 hours are worked in less than 10 work days)

· Is allowed on a case by case basis.

· No regular work day can exceed 10 hours.
Schedule while in training: 
· When in offsite training for 3 or more consecutive days, any non-standard work schedule will be changed to ten 8 hour days for that pay period. 
Annual and Sick Leave:

· Should be scheduled in advance of the workweek (when possible) with WebTA leave request or leave form OPM-71.

· Supervisor or acting supervisor must be called for short notice annual leave approval or sick leave notification.

· WebTA leave request or leave slip (OPM-71) must be provided to supervisor on the first day of return to work from unplanned leave.
· Sick leave of more than 3 consecutive days requires medical certification (within 15 days after return to duty). 

Earning Credit Leave:

· May earn up to 1 hour of credit time per day without prior supervisory approval.

· If more than 1 hours of credit time is earned or is planned to be earned in a day, the supervisor is to be notified for approval.
· Credit leave may not be earned on a holiday during an employee’s tour of duty.

Using Credit Leave:
· Up to 1 hour of credit may be used without supervisory notification (except on timesheet)
· More than 1 hour of credit leave used requires supervisory notification for approval. 
Compensatory Time: 
· All compensatory time earned must be approved in advance.
· All compensatory time leave must be used before annual leave, except in a use or lose leave situation at the end of the leave year.
Overtime:
· All overtime must be approved in advance.
Timesheets and T&A’s:
· Must submitted and affirmed by employee in WebTA by noon on Monday following the end of the pay period.
Meal Time:
· A meal time must be taken for every 7 hours worked.
· The meal time can be no less than 30 minutes and no more than 1 hour and is indicated on the approved schedule.
· A meal break of more than 1 hour must be accounted for with approved leave. 
Advancing Leave:
· Requests for advanced leave will be approved on a case by case basis.

LWOP and AWOL:  
· LWOP requests will be approved on a case by case basis (LWOP is not an employee entitlement). 

· Unapproved employee absences will result in time off charged to AWOL.  The employee will be given the opportunity to explain the unapproved absence.
Comp-time Travel:
· Comp-time travel should be reported to the timekeeper immediately upon return from travel and will be forfeited if not reported within 6 pay periods after returning from travel.

