UTC Staff Time Management Plan

June 2009

Objectives: 
Consistency available to all staff



Maximizing teaming potential and TRC organizational development

Ease supervisors keeping track of people

Ease for meeting scheduling

Co-workers knowing where you are

1. Normal Hours and Lunch – all staff

· select routine  start and end time between 8AM and 5PM and post on your door (Julia also keep a master table)

· typical end times will not be before 4PM for full time employees

· select 30 min, 45 min or 1 hour consistent lunch start and end time

· provide these times to your supervisor 

· can be changed semester by semester

2.  Late Arrival - more than 5 minutes – call supervisor or alternate if your supervisor is not in; you may call Julia and ask her to email or phone a message to your supervisor

3.  Sick Days - call or email supervisor or alternate by 8AM if possible; you may call Julia and ask her to email or phone a message to your supervisor;  generate an email upon your return with the subject line SICK – NAME – DATE; enter sick day in peoplesoft; supervisor will approve by email and cc Debra

4.  Less than 2 days vacation / leave time or early departure

· give supervisor as much notice as possible by email – subject line VACATION – NAME - DATE

· supervisor approves by email cc-ing Debra who will ensure it is properly approved in PeopleSoft 

· enter on office calendar

· employee enters leave time in PeopleSoft in hours within one week of the leave time

5. More than 2 days vacation or leave time

· give supervisor one week notice minimum - subject line VACATION – NAME - DATE

· supervisor approves by email cc-ing Debra who will ensure it is properly approved in PeopleSoft 

· enter on office calendar

· employee enters leave time in PeopleSoft in hours within one week of the leave time

6. Overtime 

· only non-exempt employees are elligble for overtime

· as a general rule we try to avoid requiring these staff to work beyond 37.5 hours per week because it makes grant fund management challenging

· when more than 37.5 hours is required it must be pre-approved and the UVM policy is followed

7. Telecommuting

· telecommuting is not routinely practiced at the TRC

· telecommuting is occasionally approved by a supervisor on a day by day case by case basis

8. Flextime

· TRC does not in general use flex time but instead allows staff to select  routine start and end times above

· For exempt staff, when work schedules or commitments require departure from the routine start or end time all staff inform their supervisor (example: a researcher undertakes a 12 hour day traveling to a meeting in Concord NH; they ask their supervisor to leave early the next day)

9. Professional Development

· Professional development courses, training and workshops are encouraged and may be supported by TRC with work time as well as fees.  This support is subject to terms of our grant funding and approval by your supervisor

· In general work time may not be used for full credit courses
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