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Attendance Policy
Audience

All staff in the Department of Care Management.

Policy

All Care Management staff members are responsible for working their
scheduled shifts, clocking in on the telephone using KRONOS and accurately
verifying time worked and reporting any paid time off. They may accrue and
use compensatory time under special circumstances described below. When
Care Managers are absent, their areas must be covered.

KRONOS

All staff members are to verify their time in KRONOS no later than the Friday
before pay Monday. Staff must verify that they have a total of 80 hours for the
two-week period. They shall send an email to the designated time keeper
verifying that time is correct, or noting any discrepancies. Staff shall forward to
their designated time keeper a leave request form for any time used (paid time
off or leave without pay), or a time adjustment form for missed clock-ins or
clock-outs by noon on Friday and by 0900 on pay Monday for missed clocks on
Friday. If the time requested is not what the employee used, they must revise
the leave request and forward to their designated time keeper. Any excess of 80
hours may require an explanation or approval from the team leader.
If an exempt employee clocks in with a “7” and takes less than a full day off,
the designated time keeper will reduce the number of regular hours and add the
time off into KRONOS based on the leave request. If an exempt employee is
taking time off for a non-UTMB appointment off campus, he/she shall clock out
with an 87 and back in with an 88 upon returning. If an employee takes all or
part of a holiday off, HOL must be used to account for that time. The system
will not allow any other type of paid time off on holidays.
For those employees that clock in with a “1” and out with a “9”, there is a seven
minute window prior to the beginning and following the end of a shift. For
example, a clock in 8 minutes after the beginning of the employee’s shift will
reduce their worked time by 15 minutes. The employee can either make up the
time during the pay period or take paid time off for that time.
•
•
•

In KRONOS, make sure there is a clock in each day worked (and clock
out for those employees required to clock in and out).
Verify that there is a minimum of 80 hours for the pay period.
Ensure that all leave requests and time adjustment forms are turned in to
the team leader no later than 0900 of the day of time approval.
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The designated time keeper must keep track of all requested paid time off to
verify it is correct when they approve time on pay Monday. The designated
time keeper will approve time on pay Monday. The designated time keeper can
make adjustments in KRONOS accounts; however, it is the employee’s
responsibility to report his or her time accurately. The Assistant Director will
monitor the frequency of individual adjustments they must make, and an
employee’s continuous failure to accurately submit their time will result in
coaching or disciplinary action. This is only applicable to adjustments made by
the designated time keeper for missed clock ins or outs.
If any exempt employees clock in and out with a “1” and “9” and take paid time
off (accrued compensatory time, vacation, personal holiday or holiday) during a
pay period in which they work excess hours, the paid time off will be adjusted
down so that no more than 80 hours will be paid. In other words, they cannot
take time and accrue time in the same pay period. Sick leave will only be
adjusted at the request of the employee.

Approval

When time adjustments are made either a leave request or time adjustment form
needs to be completed and signed by the employee.
After approving all time, the designated time keeper will file the printed time
reports, any leave requests, and time adjustment forms and retain according to
the retention schedule.

Falsification
of Records

Acting on the behalf of a co-worker and reporting their time in their absence is
grounds for termination. Under no circumstances is any employee ever to call
in for another employee. Additionally, employees may not clock in and then
leave the work area for non-work related business. This excludes off-campus
time during lunch as long as it does not exceed the employee’s scheduled
lunchtime.

Lunchtime

Anyone going off campus for lunch will do so between the hours of 1100 and
1300. The Assistant Director must approve any time off campus besides this
prior to the employee leaving. A lunch period will be taken daily. The
Assistant Director must approve requests for credit for missed lunches, which
should only be taken under special circumstances to meet workload demands,
but not on a regular basis.

Compensatory Time

The Assistant Director can authorize compensatory time when an employee has
a specific requirement to complete a task/project that entails working over their
regular hours, or skipping a meal. These requirements can only be because of
patient care demands. The employee must communicate with his/her Assistant
Director and obtain approval prior to the time worked. When approved, the
employee should clock in with a “1” and out with a “9” for the time past their 8
hours, or call a missed meal into KRONOS. The Assistant Director must keep
track of these additional hours so they can verify when they approve time.
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The Assistant Director will determine the number of people in the Department
that can be scheduled off at the same time. It is recommended that no more
than two persons be allowed to schedule time off from the same work area,
including on “Clinics Open Holidays.”
Employees should not assume that requests for time off will automatically be
approved; therefore, they should not make airline or other travel reservations
until they receive approval.
Requests will be honored in order of receipt of the request and which employees
have had recent time off, with final decisions resolved by the Assistant Director
. This does not pertain to holidays that are considered “Clinics Closed
Holidays.” Coverage for these holidays will rotate yearly based on holidays
worked by each employee the previous year and the drawing of names.
Holidays in which the clinics are open, (“Clinics Open Holidays”) are
considered regular business days and employees have the option, if they are
working, to either accrue the holiday, or be paid for working it (the equivalent
of double straight time), in accordance with UTMB policy. All employees
requesting off on “Clinics Open Holidays” must fill out a leave request and the
Assistant Director must approve it.
Requests for use of scheduled sick time for physician or dental appointments
are to be received a minimum of 16 hours prior to the appointment. All
appointments will require a request form to be filled out. This includes oncampus appointments. Appointments are to be made at the beginning or end of
the shift, if possible. Physician or dental appointments requiring the entire day
off must have the request via the physician or dentist. If you are planning to flex
your time for the appointment, a leave request form must be filled out and
approved prior to the appointment.
An unscheduled leave occurrence (USLO) is an unscheduled absence of one or
more consecutive work days. Absences of consecutive workdays are recorded as
one occurrence. An absence is unscheduled if the notification to the supervisor
is less that 16 hours prior to the scheduled time to report to work. Six (6)
unscheduled occurrences are allowed in a rolling twelve (12) month calendar. If
an employee exceeds six (6) USLOs, appropriate disciplinary action will be
initiated. If an employee calls in two or more consecutive days, even if for
different reasons, it will be counted as only one unscheduled occurrence.
Employees will receive unscheduled leave occurrence update notices quarterly.
However, it is the employees’ responsibility to monitor their
own USLOs.
During times of low census, the Assistant Director may grant unscheduled time
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off. Appropriate documentation will be provided on the leave request form.
This time will not be counted against the individual on his or her performance
appraisal.

Coverage

The Assistant Director or other designee will assign coverage for any absences,
scheduled or unscheduled. Some Care Managers may arrange their own
coverage for scheduled time off, but this may be overridden by the Assistant
Director or other designee if operational commitments require it. The person
covering will screen all new patients and follow up on any issues that were
pending. For scheduled time off, the Care Manager taking off will provide
verbal or written report to the person covering for them.

Weekend &
Holiday
Coverage

Weekend and holiday coverage will be done on a rotational basis. The care
manager will work from 0800-1630 with a 30 minute lunch break unless
otherwise directed. The assigned care manager can request a substitute from
among other staff members and either the assigned care manager or the
substitute can request pay for that day using their PBL appointment, if they have
one, or take a regular day off (RDO) during that pay period. If individuals
choose to change days, they must notify the Assistant Director. The care
manager should clock in & out on the day they work. If the care manager is
using their PBL position, they should follow the procedure for floating. For all
clocks on a PBL position, the timekeeper will add the appropriate pay rule to
that clock prior to the designated time keeper signing off on pay Monday.

Reference

IHOP 3.7.1, Attendance
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