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Work schedules and leave taken must be approved in writing by one’s supervisor prior to the change or time off from work. Email, leave forms, or unit calendaring, as preferred by an individual supervisor, is sufficient and only needs to be retained by the supervisor until leave reports are finalized in Kronos, twice per month. No paper records will be retained in the departments. It is very important that supervisors take seriously their responsibility for verifying their staff schedules and leave use at the time it is taken, as changes to Kronos after the pay period are difficult. All staff should review the Compensation of Staff Employees (Guide Memo 22.4) in the Administrative Guide for a fuller statement of policies regarding schedules and leave use.

Non-exempt staff have exact schedules recorded in Kronos and must account for any change of schedule daily in writing to the supervisor and in Kronos. Variations in schedule under 15 minutes can be recorded (as a full 15 minute increment) or not at the supervisor’s discretion, though any time not worked and not recorded is to be made up. Supervisors must assure that non-exempt staff work no more or less than 8 hours per day and 40 hours per week if full time. All overtime pay (22.4, section 5), or compensatory time-off (22.4, section 5 b7) for overtime work must have prior written approval from the supervisor before the overtime work is to begin. All compensatory time earned must be spent within the same or following pay period. All requests for make-up time (22.4 section 3c) must be requested and approved in writing in advance and must be completed in the same workweek as time was taken.

The University allows a 15-minute rest period during each 4 hours of work. Rest periods should be arranged so that disruptions of work and services are held to a minimum. Employees who do not take rest periods are NOT permitted to use the time to shorten the workday nor to add the time to vacation leave.

Lunch periods normally are for one hour.  The minimum time that must be allowed is 30 minutes whenever an employee is scheduled to work more than 5 hours in a given day. If the non-exempt employee voluntarily elects (with the supervisor's prior approval) to waive a lunch period, that employee may work no more than a total of 6 hours that day. Time taken for lunch periods is not part of the workday.
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