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I .         POLI CY: 

 

I n com pliance with all aspects of federal and state laws, Civ il Service Rules, and DOA 

Personnel Policy # 6, At tendance/ Leave, Work Hours and Work Schedules,  it  is the 

policy of the Div ision of Adm inist rat ion (DOA)  that  all em ployees be inform ed of the 

rules regarding at tendance, work hours/ schedules, leave usage and the process for  

request ing leave, ( i.e.  requirem ents for  online leave approval or  exem pt ion)  and that  

these rules be applied and enforced in a fair  and consistent  m anner and in 

accordance with the following inst ruct ions and procedures. 

 

Sect ion heads are author ized to im plem ent  f lexible work hours and work schedules, 

at  their  discret ion, within the param eters of the DOA Personnel Policy regulat ing 

at tendance, leave, work hours and work schedules.  Flexible work hours, work 

schedules, and breaks are not  r ights,  but  pr iv ileges granted to em ployees when 

business necessit y allows.  Business necessit y will t ake precedence over any 

indiv idual situat ion.  The sect ion head m ay rescind the flexible work hours and/ or 

f lexible work schedules upon im m ediate not ice if it  is determ ined that  such schedules 

have adversely affected or  will adversely affect  the eff icient  operat ion of the sect ion 

or  the Div ision.  I f circum stances allow, em ployees will be given advance not ice if 

f lexible work hours or schedules m ust  be rescinded. 

 

Further, all sect ions within the DOA are required to use the Online Leave Approval 

process through LEO (Louisiana Em ployees Online system ) , unless specif ically  

exem pted by the appoint ing author it y .   LEO will be ut ilized for all requests, 

approvals, and cancellat ions of applicable leave. The requirem ent  for  online leave 

processing will include all current  leave available on LEO and all future addit ions of 

leave to LEO.   

 

N ot e: All leave  ( annua l,  sick , com pensat ory, leave  w it hout  pay, e t c.)  m ust  

be appro ved in  advance ,  ( unless t here  is an  em ergency sit ua t ion) .  Leave  

t ha t  is not  current ly  ava ilable  for  processing t hrough t he  LEO syst em  should 

be  request ed on an Applica t ion for  Leave  ( SF - 6 )  form .    

 

I I .        PURPOSE:   

 

This policy is intended to ensure that  each em ployee understands his/ her 

responsibilit y  in the area of at tendance, leave usage, the process for  request ing 

leave, work schedules, and work hours.  Further, to the extent  possible, it  is 



 

intended to allow em ployees as m uch cont rol as possible over their  working 

condit ions while m aintaining an efficient  and effect ive operat ion. 

 

Excessive tardiness and absenteeism  create an unnecessary hardship for  those who 

are responsible for  get t ing the j ob done.  I t  is necessary for  the effect ive operat ion of 

business that  em ployees are to be present  and able to perform  their  j ob dut ies when 

expected.  

 

I I I .  APPLI CABI LI TY: 

 

 This policy applies to ________________________________________________.  

 

 I V.     PROCEDURE:  

 

 A. Hours of  W ork / W ork  Schedules 

 

Em ployees in the following unit s,  OR, em ployees with the following j ob t it les, OR, the 

following em ployees, have the opt ion of either working a t radit ional work schedule 

[ (8)  hour workday, Monday through Fr iday] ,  o r a f lexible work schedule.  Flexible 

work schedules will include the following opt ions only:   

 

• Four (4)  ten (10)  hour days in a one- week per iod, Monday through Thursday 

or  Tuesday through Fr iday, O R 

 

• Four (4)  nine (9)  hour days plus one (1)  four (4)  hour day, either Monday or 

Fr iday, per week, O R 

 
• Four (4)  nine (9)  hour days in one week of a pay per iod [ 36 hour week]  and 

four (4)  nine (9)  hour days plus one (1)  eight  (8)  hour day in the other week 
of the sam e pay per iod [ 44 hour week] .  The scheduled day off is either 
Monday or  Fr iday.  This opt ion is ava ila ble  only  t o em ployees classif ied 
as "exem pt "  under  t he  Fa ir  Labor  St andards Act  ( FLSA) .    

 
• All schedules offered, including days off,  m ust  be consistent ,  i.e. ,  consistent ly 

Monday through Thursday or  consistent ly  Tuesday through Fr iday etc. ,  for  t he 
durat ion of any six (6)  m onth per iod. 

 
• The workday shall begin at  any quarter  hour, half hour, or  hour between 6: 30 

a.m . and 9: 00 a.m ., and the workday shall end at  any quarter  hour, half 
hour, or  hour between 3: 30 p.m . and 6: 00 p.m .   All sect ions shall be open 
and all funct ional areas shall be operat ional between 8: 00 a.m . and 4: 30 p.m .  

 

Em ployees should be aware that  if and when the sect ion head approves the work 

hours and work schedule requested by the em ployee on the Request  for Flex ible  

W ork Hours/ W ork Sche dule  form , those hours and/ or  that  schedule will be in 

effect  on the effect ive date indicated on the form  and for  a durat ion of six (6)  

m onths (unless altered by the sect ion head or appoint ing author it y) .   The form  m ay 

be obtained from  the Office of Hum an Resources website at :  

http://www.state.la.us/ohr 

 

Em ployees’ schedules will include a lunch break of _____ m inutes which is to be 

taken dur ing the hours of _____ to _____ and two break per iods of 15 m inutes 

each,  which are to be taken dur ing the hours of _____ a.m . to _____ a.m . and 

_____ p.m . to _____ p.m .  I t  should be noted that  if a schedule includes a four (4)  

hour workday, no lunch per iod and only one 15- m inute break is allowed on the four 



 

(4)  hour workday.  Break t im e cannot  be used to extend the lunch per iod for  ear ly 

departure. 

 

For f lexible work schedules, leave will be handled in the following m anner.  I f an 

em ployee takes off a day on which he/ she is scheduled to work four (4)  hours, eight  

(8)  hours,  nine (9)  hours, or  ten (10)  hours, he/ she will take four (4) ,  eight  (8) ,  nine 

(9) ,  or  ten (10)  hours of leave, respect ively.  

 

Per La. R.S. 1 :5 5  B.( 4 ) ,  if one or more holidays or half - holidays fall on a full- time  

em ployee’s regular  day off,  his holiday shall be the closest  regular ly scheduled 

workday preceding or  following the legal holiday, as designated by the head of the 

agency.  Em ployees whose regular work hours do not  fall in the t im e per iod, or  fall 

only part ly within the t im e per iod, of the holiday shall receive a num ber of hours 

equivalent  to the holiday through com pensatory t im e or  over- t ime.  Part - t ime 

em ployees having a regular work schedule will receive benefit s in a sim ilar  m anner 

as full- t im e em ployees except  that  their  benefit s will be prorated to the num ber of 

hours norm ally worked. 

 

Em ployees should be aware that  if a f lexible work schedule is chosen, holidays will 

be handled in the following m anner. I f a holiday falls on a day regular ly scheduled to 

be an eight  (8) ,  nine (9) ,  or  ten (10)  hour workday, the em ployee has an eight  (8) ,  

nine (9)  or  ten (10)  hour paid holiday.  I f a holiday falls on a day regular ly scheduled 

to be a four (4)  hour workday, the em ployee has a four (4)  hour paid holiday. 

 

Should f lexible hours be available to em ployees, those em ployees choosing  f lex ible 

schedules m ust  understand that  there will be occasions when two equally situated 

em ployees who work the sam e hours while t raveling together,  or  as a result  of a 

holiday occurr ing dur ing the workweek, m ay be com pensated different ly. 

 

Should the appoint ing author it y send em ployees hom e for  any reason without  

effect ing an “Office Closure” ,  those em ployees who are not  at  work as a result  of 

pre- approved leave, will rem ain on that  leave.  Tim e and at tendance will not  be 

adjust ed to re-credit  t he leave to those em ployees. 

 

 B. Pr ior  Approva l For  Leave 

 

All leave (annual,  sick, com pensatory, leave without  pay, etc.)  m ust  be 

approved in advance (unless there is an em ergency situat ion) .   Leave that  is 

not  available for  processing through the LEO system  m ust  be requested on an 

Applicat ion for  Leave (SF- 6) form.  

 

Annual leave and other applicable leave ( i.e. j ury leave, educat ional leave, 

etc.)  m ust  be requested and approved in advance via the online leave system  

in LEO.  I f the employee cannot  predict  the am ount  of t im e needed for  the 

leave he/ she shall im m ediately upon returning to the office or at  hom e 

(opt ional)  input  the am ount  of leave used into the LEO system .  All annual 

leave and other applicable leave, regardless of the predictabilit y  or  durat ion, 

is required to be subm it ted through LEO. The only t im e an Applicat ion for  

Leave (SF- 6)  form  shall be used is when the leave cannot  be predicted and 

the leave occurred in a pr ior  pay per iod, or  the appoint ing author it y has 

granted an exem pt ion from  the requirem ent  of LEO.  Note:  At  no t im e should 

an em ployee assum e that  because a request  for  leave has been subm it ted 

online that  the leave has been approved and he/ she leaves the workplace.  



 

Addit ionally, any leave requested from  a hom e PC does not  elim inate the 

em ployee’s responsibilit y  to obtain approval and/ or not ify his/ her m anager of 

an absence.  All leave will be ut ilized and recorded in no less than six- m inute 

increm ents.    

 

 When the need for sick leave is predictable ( for m edical,  dental appointm ents,  

etc.) ,  the em ployee should subm it  a request  for  leave via the online leave 

system  in LEO, unless the sect ion has received an exem pt ion.  I f t he 

em ployee cannot  predict  the am ount  of t im e needed for  the sick leave he/ she 

shall im m ediat ely upon returning to the off ice or  at  hom e, (opt ional)  input  the 

am ount  of sick leave used into the LEO system .  All sick leave, regardless of 

predictabilit y  or  durat ion, is required to be subm it ted through LEO. The only 

t im e an Applicat ion for  Leave (SF- 6)  form  should be used is when the sick 

leave cannot  be predicted and the leave occurred in a pr ior  pay per iod, or  the 

appoint ing author it y has granted an exem pt ion from  the requirem ent  of LEO.  

 

 The em ployee’s im m ediate supervisor  or  one of the persons listed in this 

policy m ust  be not if ied im m ediately if t he em ployee m ust  leave the off ice 

unexpectedly and without  pr ior  approval.   

  

 C. N ot if ica t ion of I nabilit y  to Report  to W ork  W hen Expected 

 

 I f an em ployee cannot  report  to work when scheduled or retur n from  lunch or 

break by the assigned t im e, he/ she m ust  contact  his/ her im m ediate 

supervisor  within _____ m inutes of the t im e he/ she was to report .   I f  t he 

em ployee cannot  reach his/ her im m ediate supervisor,  he/ she is to not ify one 

of the persons listed in t his policy .   Not if icat ion t o a co- worker will not  be 

acceptable.   

 

 The em ployee m ay be required to produce specif ic docum entat ion/ evidence of 

the nature of his/ her absence such as a hospital bill,  a police accident  report ,  

or  any docum entat ion that  supports the absence, upon his/ her return to 

work.  Should docum entat ion be required, approval of the leave m ay be 

based upon what  is produced.  Should the em ployee fail t o produce suff icient  

docum entat ion/ evidence, leave m ay be denied and the em ployee could be 

placed on leave- without - pay (approved or unapproved) .  

 

 D.  Tardiness 

 

 Events of tardiness will be recorded by date, day, t im e and increm ents of six 

m inutes.  However, at  the discret ion of the sect ion head, m inutes exceeding 

six m inutes (or m ult iples of six) ,  m ay be held and recorded unt il such t im e six 

m inutes of tardiness has been accum ulated and can be deducted.  For  t im e 

efficiency, sect ion heads m ay also choose to accum ulate m inutes of tardiness 

unt il such t im e that  one- half hour of tardiness is accum ulated before enter ing 

into I SI S/ HR.  Docum entat ion m ust  be m aintained for  audit  purposes. 

 

 I f the tardiness was less than six m inutes and with specific approval from  the 

supervisor,  the em ployee m ay work dur ing a port ion of his/ her lunch or after  

his/ her regular quit t ing t im e to m ake up the m inutes of tardiness. 

 

          Consistent  tardiness will result  in disciplinary act ion. 

 



 

 E.  Report ing I nabilit y  to Report  to W ork 

 

I n the event  that  an em ployee cannot  contact  his/ her im m ediate supervisor 

as inst ructed elsewhere in this policy, one of the following persons m ust  be 

contacted.  The em ployee m ust  at tem pt  to contact  the persons listed in the 

order  given;  when one indiv idual on the list  is contacted, the other nam ed 

indiv iduals do not  need to be contacted. 

 

   Name      Phone Num ber 

1.  ___________________________________________________ 

 

2.  ___________________________________________________ 

 

3.  ___________________________________________________ 

 

4.  ___________________________________________________ 

 

5.  ___________________________________________________ 

 

Upon m aking contact  with the im m ediate supervisor or  one of the persons 

listed,  the em ployee should provide the following inform at ion:  

 

1.  Nam e, and 

2.  Tim e the em ployee was expected at  work, and 

3.  The cause of the em ployee’s inabilit y  to report  to work ( illness, child's 

illness, car  t rouble, death in fam ily,  etc.) ,  and 

4.  How long the em ployee expects to be absent  and when the em ployee 

can report  to work.  

 

 I f the absence involves m ore than one day, the em ployee m ust  call each day 

 ( following the inst ruct ions given above)  unt il such t im e as the em ployee is 

 not if ied that  he/ she need not  call.  

 

 F. Docum entat ion 

 

Em ployees should be aware that  they m ight  be required to subm it  

docum entat ion regarding an absence depending upon the circum stances.  As 

an exam ple, you m ay be required to docum ent  an absence due to illness by 

subm it t ing a com pleted Health Care Provider Cert if icat ion (OF- 681) .  Your 

supervisor m ay request  such docum entat ion at  any t im e. 

 

 G.  Overt im e 

 

I f the em ployee believes that  overt im e is necessary for  the com plet ion of a 

project  or  work produce, pr ior  approval to work overt im e should be sought  

from  the supervisor to work the overt im e.  I f the situat ion does not  provide 

the opportunit y to sec ure pr ior  approval,  the em ployee m ay work the 

overt im e, however, the supervisor m ust  be not if ied as soon as possible after  

the overt im e was worked.  I f the supervisor determ ines that  the em ployee’s 

j udgm ent  about  working overt im e is inappropr iate, the supervisor may 

inst ruct  indiv idual em ployees that  they m ay not  work over t im e without  

specific pr ior approval.  

 



 

 With the supervisor ’s approval,  sm all increm ents of overt im e worked m ay be 

recorded and credited at  the point  where the cum ulat ive am ount  equals six 

m inutes.  The overt im e worked m ust  be docum ented including the date, t im e 

and purpose of the overt im e.   

 

V. EXCEPTI ON S: 

 

Requests for  except ions to this policy shall be j ust if ied, docum ented and subm it ted 

to the appoint ing author it y  for  considerat ion. 

 

I t  is the intent ion of the Div ision of Adm inist rat ion to be reasonable when 

unavoidable absences occur and to consider  such situat ions in light  of past  

exper ience with each em ployee.  

 

VI .  QUESTI ON S: 

 

Quest ions regarding this policy should be directed to _______________________.  

 

VI I .  V I OLATI ON S: 

 

Failure to follow this policy and/ or excess am ounts of tardiness m ay result  in your 

being placed on unauthor ized leave without  pay for  the t im e per iod of your absence 

and could result  in disciplinary act ion.  

 


