Time and Attendance FAQ’s – Classified Staff
What is a scheduled absence?
Absences requested and approved prior to the end of an employee's last previous work shift.
[bookmark: _GoBack]What is scheduled sick time?
A scheduled sick day is when an employee requests time off in advance for a doctor's visit or medical procedure for him/herself or a family member. Absences due to personal or family illness that is not requested and approved in advance, or are called in the same day of the absence are considered unscheduled.
What is unscheduled sick leave?
Absences not requested and approved prior to the end of an employee's last previous work shift even if the call-in notification and absence is subsequently approved or authorized and charged to leave credits. 
What is an unauthorized absence?
There are several reasons for an absence to be deemed unauthorized.
· A No Call/No Show is an unauthorized absence wherein an employee fails to call the work site to state that he/she will not be reporting to work.
· An employee who calls in later than the required notice period for his/her work unit will be placed on unauthorized leave for that day's absence. Employees are required to call in within two hours of the start of the work day. 
· An employee who is on Medical/Documentation Restriction who returns to duty and fails to provide documentation on the day he/she returns to duty will have the period of undocumented absence considered unauthorized.
· An employee who has been absent five or more consecutive days due to personal or family illness who returns to duty without medical documentation may have the entire period of absence deemed unauthorized.
What is Personal Leave?
Personal leave is intended to provide employees with time off without loss of pay to attend to matters of personal business.  Personal leave credits are to be used at a time convenient to, and approved in advance by the supervisor. If an employee is unexpectedly absent from work, and notifies the supervisor within two hours of the start of the start of the workday, may be allowed to charge the absence to personal leave provided the employee provides a satisfactory explanation for the absence. 
A supervisor shall not require an employee to give a reason for requesting use of personal leave when the employee has submitted the request in advance and his/her absence will not interfere with the proper conduct of departmental functions and operational needs. However, an employee seeking special consideration or reconsideration of a denial to use personal leave is obligated to provide information sufficient to explain the request.
What is unscheduled personal leave?
Absences not requested and approved prior to the end of an employee's last previous work shift even if the call-in notification and absence is subsequently approved or authorized and charged to leave credits. 
Does an employee need to supply medical documentation for a sick absence?
Generally, there are two reasons that an employee would need to provide medical documentation for a personal or family sick absence:
1. If the employee is absent for five or more consecutive work days.
2. If the employee is on Medical/Documentation Restriction, the employee is required to bring proof of illness on the day when they return to work. If the employee does not provide acceptable documentation, the employee will not be allowed to use leave credits and will be placed on lost time.

