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�Se�ction�: Admini�strati�ve Pro�ced�ure N�umber�: AD�M-4�9 

. �Effe�cti�ve Date�: April �2�0�01 
�S�ubje�ct�: �Time �Off - 

Re�vi�sed Date�: �Jan�uary �2�01�7 i 

Fa�ciitie�s �Offi�cer�: | �V�E�G �Lf / Re�vie�wed Date�: | Febr�uary �2�0�23 
  

�Standard �Operatin�g Pro�ced�ure 

  

�Spe�cifi�c pro�ced�ure�s �will be follo�wed �w�hen monitorin�g t�he attendan�ce�, �cal�c�ulatin�g �si�ck time�, reportin�g off�, applyin�g for 

family medi�cal lea�ve and re�q�ue�stin�g �va�cation. 

P�urpo�se 

�To promote t�he mo�st effi�cient �u�se of �si�ck time and to �standardi�ze on t�he �cal�c�ulation of �si�ck time �u�sa�ge�, to impro�ve effi�cien�cy 
by allo�win�g t�he �s�uper�vi�sor �contin�uity in t�he di�strib�ution of job a�s�si�gnment�s�, to en�s�ure ade�q�uate �co�vera�ge for all �s�hift�s and to 

en�s�ure ve




