
Non-Exempt Employees Biweekly Attendance Instructions

SECTION A:  DAILY RECORD
1. An accurate record of attendance must be maintained by each employee on a daily basis.

2. Deviation from the work hours established by the Project Director must be charged or added to leave accruals, whichever is applicable.

3. If more than 6 hours are worked in one day, a lunch period of at least 30 minutes must be shown.

4. Completed time sheets must be submitted to and received by the office of Sponsored Funds Personnel no later than the close of the following pay period.

5. Regular hours are defined as any hours worked up to 40 hours per week.  Hours worked in excess of 40 will be paid as overtime.

SECTION B:  LEAVE ACCRUALS

1.  VACATION LEAVE (VL)

· Full time employees with work weeks based upon 37.5/40.0 hours are eligible to earn VL at the rate of one-half day (3.75/4.0 hrs) per pay period after fulfilling a six month waiting period.
· Credits cannot be used before they are earned.

· An employee earns "bonus days" for each completed year of continuous service through the first seven years.  One day for the first year, two for the second, etc.

· VL credits may be accumulated in excess of 40 days during a calendar year; however, no more than 40 days may be carried over to the new calendar year.  A maximum of 30 days VL will be paid out to the employee upon termination.
2.  SICK LEAVE (SL)

· Full time employees with work weeks based upon 37.5/40.0 hours are eligible to earn SL at the rate of one-half day (3.75/4.0 hrs) per pay period.

· Credits cannot be used before they are earned.

· A maximum of 200 days may be accumulated.

· The Project Director or Research Foundation may require such proof as may be considered satisfactory to justify the use of sick leave credits.

3.  PERSONAL LEAVE (PL)

· A full time employee is credited each year on his/her anniversary date with five days (37.5/40.0 hours) PL.  The credits are not cumulative.  Any unused balance will be canceled at the close of business on the date immediately preceding the anniversary date.

4.  HOLIDAY TIME (HT)

· A full time employee will receive holiday leave for all holidays, whether the employee is scheduled to work that day or not.

· A part time employee must be scheduled to work on the holiday in order to be eligible for holiday time.  Part time employees must have a work schedule on file with the Office of Sponsored Funds Personnel: http://hr.albany.edu/SPONSOR/forms/Employee%20Work%20Schedule%20Frm.doc
· If an employee does not use holiday leave before termination, the holiday leave will be lost.
· Employees absent on paid vacation leave on a holiday can charge either vacation or holiday leave.  Employees absent on paid sick leave on a holiday are to charge sick leave and bank the holiday.
SECTION C:  DISTRIBUTION OF EFFORT

1. This section is to be completed by the Supervisor or Project Director.

2. Distribution of effort is to account for 100% of the activity for which the employee is compensated.
3. Distribution of effort relates to the current reporting period only.
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