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Section 1 - Request for Approval

~

LEAVE REQUESTS

REQUEST FOR OVERTIME Vacation, other Leave, Known SICK OR EMERGENCY LEAVE
Sickness Not Pre-Approved

v

Employee completes Section 1 and submits a
signed copy to Supervisor for approval

v

Supervisor assigns reason code, checks
status and signs form

If leave is taken from accumulated ‘Time in
Lieu’, Supervisor verifies accumulated hours
record

No

Supervisor tells employee,
indicates reason on form

Approved?

Yes

» (Comments Section) and
puts request in ‘Current
Month Absences’

v

Supervisor tells employee request has been
approved

Client Support files unapproved requests into
‘Monthly Audit File’

v

Supervisor files overtime requests in ‘Pending
Overtime’ file & leave requests in ‘Pending
Absence'’ file

Client Support audits the ‘Audit File' and then
files the forms into the employee file

Client Support reviews ‘Pending Absence’ file,
enters approved leave requests into ‘Absence’
spreadsheet and returns ‘Pending Absence’
file to Supervisor immediately.
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Section 2 & 3 - Leave and Overtime Record / Processing and Audit

PRE-APPROVED LEAVE
PRE-APPROVED OVERTIME Vacation, Time in Lieu, Other Leave,
Known Sickness

NOT PRE-APPROVED
Sick or Emergency Leave

v

Employee & Supervisor meet after overtime
has been worked. Form is obtained from
‘Overtime Pending” file, held by Manager

Employee and Supervisor complete Section
2 (Supervisor enters reason code) and both
sign it

Employee completes Section 2, enters hours/
days taken, reason for absence

v

Section 2 is completed, including date, actual
hours worked and reason. Under the “For
Overtime Only’ section supervisor checks

overtime Rate (1.5 or 2x).

Supervisor files form in “Monthly Absence
Reporting” file

A

v

Based on Employees and Supervisors
agreement overtime hours are entered into
“Time in in Lieu” and/or “Pay” box. These

hours are at the Overtime hrs x Rate.

Client Support takes “Monthly Absence
Reporting” file & enters requests into HRIS &
‘Leave/Overtime Tracking’ databases

Employee takes form to Supervisor

v

Supervisor indicates reason code, signs it with
the employee and files it in the ‘Monthly
Absence Reporting’ file

v

v

v

Form is signed by both.

Client Support makes a copy of the form and
hands it to employee

v

Client Support enters data from “Monthly
Absence Reporting” file into HRIS

v

If employee indicates payment, Supervisor
completes Payroll form and both employee
and Supervisor sign it.

Client Support files form in ‘Audit File’

Client Support provides employee with a copy
and files the form in ‘Audit File’

Supervisor files ‘Overtime/Leave’ form and
Payroll form into the “Monthly Absence
Reporting” file

Client Support logs overtime details into
‘Overtime Tracking Database”

v

Client Support makes a copy of “Overtime
Payment” form and submits original to Payroll

Client Support places Leave & Overtime form
and a copy of the Payroll Payment form into
the ‘Audit File’

A
Client Support audits the monthly Absence
and Overtime forms against HRIS, Overtime/
Absence Tracking spreadsheets

Forms are filed in the Employee files stored
with Client Support after the monthly audit
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