BirWeeklyntermittent LeaveTlracking-orm

Human Resources

Biweeklyemployee®n an approvedintermittent leaveof absenceshouldcontinueto reportwork hoursand
sick/vacationtime on the electronictime cardfor eachbiweeklypayperiod. In additionto the normaltime
reportingprocessemployee®n intermittent LOAshouldalsosubmitthis form to report the amountof
intermittent LOAtime takenin that samepay period. Timerecordedon this form shouldbe for missedwork
hoursdueto the medicallycertifiedLOAreasononly. HRwill allocatethis time asapprovedpaid leaveafter
both the employeeandthe managerhaveapprovedthe time card.
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