DHS Office of Organizational and Employee Development Deviated Schedules

Deviated Schedules: Examples

@

Important:

Your monthly schedule in STAR determines when you may use leave time. You may use leave time only
on days that contain scheduled work hours.

The amount of leave used per day may not exceed the number of scheduled work hours. For example,
if your STAR monthly schedule reflects 4 hours of work on a particular day, you may use no more than
4 hours of leave on that day.
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DHS Office of Organizational and Employee Development

Deviated Schedules

Example 1: One Holiday in the Week

Below are examples of where a holiday falls on Monday.

Schedule: Monday through Thursday, 10-hour days

You decide to use 10 hours of legal holiday leave on Monday.

From 12/06/2015 to 12/12/2015 (2
bt Da Date Reported Status FirstIn Out In Last Out l:‘L'“'thime Reporting Code Quantity *Taskgrou Tas
Comments 4 + Total + L T
o Sun 1206 New | v 43582006 |@,
Maon 127 Approved LGHOL - Legal Holiday Hours Taken 10.00 43582006
o Tue 122 Submitted 7:00:00aM| [12:30:00P [1:00:00PM| [5:30:00PM 10.00| v| 43582006  |@, |43
o Wed 1259  Submitted 7:00:00aM| [12:30:00P [1:00:00PM| [5:30:00PM 10.00| v| 43582006  |@, |43
o Thu 12M0  Submitted 7:00:00aM| [12:30:00P [1:00:00PM| [5:30:00PM 10.00| v| 43582006  |@, |43
) Fri 121 New | v 43582006 @,
o sat 1212 New | v 43582006 |@,
Submit Clear
Schedule: Tuesday through Friday, 10-hour days
Your schedule is Tuesday through Friday, so you do not have to use leave time on Monday. Instead, you can
use the leave time for a future date.
From 11/29/2015 to 12/05/2015 (2
Add % Punch _. = SF
e Day Date Reported Status  First In Out In Last Out Total Time Reporting Code Quantity *Taskgroup TasH
= Sun 1129 New | v 43582006 | @,
® Mon 1130 New | M 43582006 @,
o Tue 121 Submitted 7:00:00aM| [12:30:00PW [1:00:00PM| [5:30:00PM 10.00| M 43582006 |@, [435
o Wed 1212 Submitied 7:00:004M| [12:30:00PW [1:00:00PM]| [5:30:00PM 10.00| v 43582006 | @, [435
o Thu 123 Submited 7:00:00aM| [12:30:00PN [1:00:00PM| [5:30:00PM 10.00| v 43582006 |@, [435
o Fri 124 Submitted 7:00:004M| [12:30:00PN [1:00:00PM| [5:30:00PM 10.00| M 43582006 | @, [435
o= sat 125 New | v 43582006 | @,
Submit Clear

Schedule: Monday through Friday, 9-hour days; Friday, 4-hour day
You decide to use 8 hours of legal holiday leave and 1 hour of vacation for the holiday on Monday.

From 12/06/2015 to 12/12/2015 (2
it Day Date Reported Status First In Out In Last Out Einch Time Reporting Code Quantity *Taskgroup Tash
Comments Total
® Sun 1206 New hd 43582008 @,

Mon 1207 Approved VACTN - Paid Vacation Time Taken 1.00 43582006

Appraved LGHOL - Legal Holiday Hours Taken §.00 43582006
o Tue 1218 Submitted 8:00:00AM| |1:00:00PW| | 1:30:00PM| |5:30:00PM Q.DD| V| 43582008 @, 435
] Wed 12/9 Submitted 8:00:00AM| |1:00:00PM| | 1:30:00PM| |5:30:00PM Q.DD| V| 43582006 @, 435
=) Thu 1210 Submitted 8:00:00AM| |1:00:00PM| | 1:30:00PM| |5:30:00PM Q.DD| v| 43582006 @, 435
o Fri 1211 Submitted 8:00:00AM 12:00:00PN 4 DD| V| 43582006 @, (435
2 sat 1212 New | v| 43582006 @,
Submit Clear
December 2015 Page 2



DHS Office of Organizational and Employee Development Deviated Schedules

Example 2: Two Holidays in the Week

Below are examples of where a holiday falls on a Thursday and Friday.

Schedule: Monday through Thursday, 10-hour days

You decide to use 10 hours of legal holiday leave on Thursday and no absence time on Friday, since you are
not scheduled to work on Friday. Since your schedule is only 10 hours per day, you cannot take more than 10
hours of leave time on Thursday.

From 11/29/2015 to 12/05/2015 (2
‘gcolli:mmnts Day Date Reported Status  Firstin Out In Last Out P#Etc:‘ Time Reporting Code Quantity *Taskgroup Tas
o sun 11729 New | v 43582006 |@,
o Maon 11430 Submitted 7T:00:00AM| 12:30:00PN | 1:00:00PM| | 5:30:00PM 1D.DD| V| 43582006 @, |435
o Tue 121 Submitted 7:00:00AM ) 12:30:00PN | 1:00:00PM| | 5:30:00PMW 1D.DD| V| 43582006 @, (425
O Wed 12/2 Submitted T:00:00AM | 12:30:00PN | 1:00:00PM| | 5:30:00PM 1D.DD| V| 43582006 @, |435
Thu 1213 Approved LGHOL - Legal Holiday Hours Taken 10.00 43582006
O Fi 124 New | v 43582006 |@,
O sat 125 New | v| 43582006 |@,
Submit Clear
Schedule: Tuesday through Friday, 10-hour days
You decide to take 10 hours of legal holiday leave for both Thursday and Friday.
From 11/29/2015 to 12/05/2015 (2
‘(“;colri:mwnts Day Date Reported Status FirstIn Out In Last Out P$th:: Time Reporting Code Quantity *Taskgroup Tas
o Sun 11029 New | v| 43582006 @,
o Mon 1130  New | v| 43582006 @,
] Tue 121 Submitted T:00:004M| |12:30:00PK | 1:00:00PM| | 5:30:00PM 1D.DD| V| 43582006 @, |438
] Wed 12/2 Submitted 7:00:00AM | |12:30:00PK | 1:00:00PM| | 5:30:00PM 1D.DD| V| 43582006 @, 435
Thu 1213 Approved LGHOL - Legal Holiday Hours Taken 10.00 43582006
Fri 12/4 Approved LGHOL - Legal Holiday Hours Taken 10.00 43582008
o Sat 1265 New v 43582006 @,
Submit Clear
Schedule: Monday through Friday, 9-hour days; Friday, 4-hour day
You decide to use legal holiday leave on both Thursday (9 hours) and Friday (4 hours).
From 11/29/2015 to 12/05/2015 (2
Add . Punch _. . .
Comments Day Date Reported Status  Firstin Out In Last Out Total Time Reporting Code Quantity *Taskgroup Tas
o Sun 1129 New | v 43582006 @,
)] Mon 11/20 Submitted 7:00:00AM| |12:30:00PN | 1:00:00PM| |4:30:00PM Q.DD| V| 43582006 @, |434
)] Tue 121 Submitted 7:00:00AM| |12:30:00PN | 1:00:00PM| |4:30:00PM Q.DD| V| 43582006 @, |434
] Wed 12/2 Submitted 7:00:00AM| |12:30:00PN | 1:00:00PM| |4:30:00PM EI.DD| V| 43582006 @, |434
Thu 1213 Approved LGHOL - Legal Holiday Hours Taken 9.00 43582006
Fri 1214 Approved LGHOL - Legal Holiday Hours Taken 4.00 43582006
o sat 125 New v 43582006 @
Submit Clear
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DHS Office of Organizational and Employee Development Deviated Schedules

Example 3: Flex Time Usage

Below are examples of workers who decided to flex their time over a holiday.

Schedule: Monday through Thursday, 8.5-hour days; Friday, 6-hour day

Friday is a holiday, and you have been approved to flex your schedule for the week. You would like to work 8-
hour days Monday through Thursday, taking 8 hours of legal holiday leave on Friday. Since your schedule has
you working only 6 hours on Friday, your leave time cannot exceed 6 hours on that day. Instead, you can flex
your work and leave time to total 40 hours for the week by using 30 minutes of leave on each of the remaining
scheduled work days to account for 8 hours of total leave.

From 12/13/2015 to 12/19/2015 (2

fad Day  Date Reported Status  Firstin out In Last Out Punch 4 e Reporting code Quantity *“Taskgroup Ta

Comments Total

2 Sun 12113 New | v 43582006 |&,

) Mon 1214 Submitted 8:00:00AM| 12:30:00PK | 1:00:00PM| | 4:30:00PM 8 DD| V| 43582008 @, |43
Approved LGHOL - Legal Holiday Hours Taken 0.50 43582006

2 Tue 1215 Submitted 3:00:00AM| 12:30:00PN | 1:00:00PM| |4:30:00PM g DD| V| 43582006 @, |43
Approved LGHOL - Legal Holiday Hours Taken 0.50 43582006

) Wed 1216 Submitted 8:00:00AM | 12:30:00PK | 1:00:00PM| | 4:30:00PM 8 DD| V| 43582006 @, |43
Approved LGHOL - Legal Holiday Hours Taken 0.50 43582006

) Thu 1217 Submitted 8:00:00AM| |12:30:00PK | 1:00:00PM| |4:30:00PM 8 DD| V| 43582006 @, |43
Approved LGHOL - Legal Holiday Hours Taken 0.50 43582006

= Fri 1218 Approved LGHOL - Legal Holiday Hours Taken 6.00 43582006

o2 Sat 1219 New | v 43582006 @,

Schedule: Monday through Friday, 9-hour days; Friday, 4-hour day

Thursday and Friday are holidays, and you have been approved to flex your schedule for the week. You would
like to work 8-hour days Monday through Wednesday, taking 8 hours of legal holiday leave on both Thursday
and Friday. Since your schedule has only 4 hours on Friday, you cannot exceed 4 hours of legal holiday leave
on that day. Instead, you can flex your work and leave time to total 40 hours for the week by using 1 hour of
leave on each of the remaining scheduled work days to account for 16 hours of total leave.

From 12/13/2015 to 12/19/2015 (%
o Day Date Reported Status  FirstIn out In Last Out PUNCN 1 e Reporting Code Quantity *Taskgroup Tag
Comments Total
= Sun 123 New \ v| 43582006 |@,
S Maon 12114 Submitted 8:00:00AM| |12:30:00PN | 1:00:00PM|  4:30:00PM B.DU‘ V| 43582006 @, (43
Approved LGHOL - Legal Holiday Hours Taken 1.00 43582006
] Tue 12115 Submitted 8:00:00AM| 12:30:00PN | 1:00:00PM| | 4:30:00PM B.DD‘ V| 43582006 @, 43
Approved LGHOL - Legal Holiday Hours Taken 1.00 43582006
] Wed 1216 Submitted 8:00:00AM| |12:30:00PK | 1:00:00PM| |4:30:00PM 8 DD‘ V| 43582006 @, 43
Approved LGHOL - Legal Holiday Hours Taken 100 43532006
Thu 1217 Approved LGHOL - Legal Holiday Hours Taken 9.00 43582006
Fri 12118 Approved LGHOL - Legal Holiday Hours Taken 4.00 435320086
o Sat 1219 New ~ 43582006 @,
Submit Clear
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DHS Office of Organizational and Employee Development

Deviated Schedules

Schedule: Monday through Friday, 9-hour days; Friday, 4-hour day

Friday is a holiday, and you have been approved to flex your schedule for the week. You would like to work 8-

hour days Monday through Thursday and split the holiday with vacation and legal holiday leave. Since your

schedule has you working only 4 hours on Friday, you can only enter 4 hours of leave time on that day.

Instead, you can flex your work and leave time to total 40 hours for the week by using 1 hour of leave on each

of the remaining scheduled work days to account for 8 hours of total leave.

From 12/13/2015 to 12/19/2015 (2

aad Day Date Reported Status  Firstin out In Last Out Punch o e Reporting Code Quantity “Taskgroup Ta

Comments Total

o sun 1213 New | v 43582006

) Mon 1214 Submitted 8:00:00AM | 12:30:00PN | 1:00:00PM| | 4:30:00PM E.DD| V| 43582006 49
Approved LGHOL - Legal Holiday Hours Taken 1.00 43582006

®) Tue 12M5 Submitted 8:00:00AM | 12:30:00PN | 1:00:00PM| | 4:30:00PM E.DD| V| 435820086 43
Approved LGHOL - Legal Holiday Hours Taken 1.00 43582008

) Wed 12M6 Submitted 8:00:00AM | 12:30:00PN | 1:00:00PM| | 4:30:00PM S.DD| V| 43582006 43
Approved LGHOL - Legal Holiday Hours Taken 1.00 43582006

) Thu 12117 Submitted 8:00:00AM | 12:30:00PN | 1:00:00PM| | 4:30:00PM 8.[|El| V| 43582006 43
“pproved LGHOL - Legal Holiday Hours Taken 1.00 43582006

Fri 1218 Approved VACTM - Paid Vacation Time Taken 4.00 43582006 43
) Sat 1218 Mew A 435820086
Submit Clear
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