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Section 1: Purpose and Purview 

1. This manual is the official statement of the Johns Hopkins University personnel policies. It is designed to provide managerial and supervisory staff with uniform knowledge in order to assure equitable and consistent application of the policies. It is the responsibility of each manager and supervisor to administer these policies consistently and impartially.
2. The policies in this manual are applicable to all persons employed by the Johns Hopkins University, exclusive of corporate officers, faculty, and other academic appointees, fellows, students, bargaining unit members and Applied Physics Laboratory personnel.

3. The Office of the Vice President for Human Resources for the University is responsible for personnel policy revisions and revisions to this manual in cooperation with the divisional Human Resources Offices for the Homewood Divisions, the School of Public Health, the School of Medicine, the School of Nursing, the School of Advanced International Studies, and the Peabody Institute.

4. This manual is online at http://hrnt.jhu.edu/elr/pol-man/. Revisions will be placed on the Human Resources Web page and will be announced in University communications.

5. This manual does not constitute an express or implied contract and its provisions are not intended to be contractually binding. Each staff member has the right to end employment with the University at any time for any reason and the University reserves this same right.

The University retains all managerial and administrative rights and prerogatives entrusted to it and conferred on employers inherently and by law. These include, but are not limited to: the right to exercise judgment in establishing and administering policies, practices and procedures, and to make changes in them without notice; the right to take whatever action is necessary in the University's judgment to achieve Hopkins' goals; and the right to set the standards of productivity and services to be rendered, etc. Failure of the University to exercise any such prerogative or function in a particular way shall not be considered a waiver of the University's right to exercise that prerogative or function in the future or to preclude it from exercising that prerogative or function in some other way.

Section 2: Hours of Work and Overtime

A. Standard Work Week 

B. Flexibility 

C. Overtime — Fair Labor Standards Act Requirements 

D. Multiple Employment 

E. Independent Contractor/Staff Member 

F. Salary Reduction 



A. Standard Work Week

1. The standard University work schedule is 8:30 a.m. to 5:00 p.m., Monday through Friday. For payroll purposes, the standard work week consists of seven days, 12:01 a.m. Monday through midnight the following Sunday.

a. Non-exempt staff who are on a 37.5-hour standard work week, which is defined as 100% full-time equivalent, receive an unpaid hour for lunch.

b. Non-exempt staff on a 40-hour standard work week receive an unpaid one-half hour lunch break.

2. Exempt staff schedules are dependent upon job requirements and are the responsibility of the supervisors.



B. Flexibility

1. While the needs of most supervisors and staff members may be met within the standard work hours and week, supervisors and staff members are free to arrange an alternative work schedule that may better satisfy the needs of both the supervisor and the staff member. Divisional Human Resources Office staff and Human Resources managers are available to assist in developing alternative work schedules. 



C. Overtime — Fair Labor Standards Act Requirements

1. The Fair Labor Standards Act does not require that staff members in positions exempt from the Act be compensated for hours worked in excess of the standard work week.

2. Staff members in positions that are non-exempt from the Fair Labor Standards Act may not work more than the standard number of hours in their work week without prior authorization from their supervisors. Any deviation from the standard number of hours is to be noted on the Personnel Time Record, Electronic 210.

3. If non-exempt staff members work more than the standard number of hours in their work week, but do not exceed 40 hours, they must receive equivalent time off, within the same pay period, or a request for supplemental pay must be submitted for such hours at their regular hourly rate, within the next pay period.

4. If non-exempt staff members work more than 40 hours in one work week, they must receive compensatory time off within the same pay period at the rate of one-and-one half hours for each hour worked in excess of 40, or a request for supplemental pay must be submitted for such hours at the rate of one-and-one half hours times their regular hourly rate, within the next pay period.

5. Hours for which non-exempt staff members are regularly paid, but do not actually work due to holiday or vacation days, are counted in establishing the number of hours worked within a work week for overtime pay computation purposes. No other types of leave are counted.



D. Multiple Employment

1. Staff members who wish to work in another department or another position in the same department must obtain prior authorization from their department head and the divisional Human Resources Office.

2. Overtime pay for non-exempt employees who work multiple jobs may be calculated using one of two methods:

a. The weighted average of the hourly rates paid for the multiple positions. Weighted average is determined by dividing total pay received for the workweek by the total hours worked in the workweek.

OR

b. The “rate in effect” when the overtime hours are worked. The “rate in effect” may be used only when multiple employment involves different kinds of work and different hourly rates of pay, and when there is a written agreement regarding overtime payment between the staff member and the department before work is performed. If a department wishes to use the “rate in effect,” it must consult and obtain approval from its divisional Human Resources Office before doing so. (Note: Staff member must sign acknowledgment if this method is used.)

3. Complete time and attendance records are the responsibility of the department of primary appointment. Any supplementary or overtime payroll forms must be approved by all affected departments.

4. Staff members who are currently employed by the University must be paid from the University’s payroll system with appropriate income and FICA taxes withheld unless determined to be a bona fide independent contractor. 



E. Independent Contractor/Staff Member

1. An individual who is currently employed by the University and who works beyond the hours regularly scheduled for additional compensation must be paid from the payroll system with appropriate income and FICA taxes being withheld unless the individual is a bona fide independent contractor.

2. Payment is made to staff members who are paid semi-monthly by utilizing the Special Reduction and Overtime Payroll Request form.



F. Salary Reduction (Docking)

1. For Non_Exempt Staff

a. Non-exempt staff members are paid for all hours worked. Their pay may be reduced for hours not worked, i.e., tardiness, leaving early, absences without accrued leave.

2. For Exempt Staff 

a. Exempt staff members receive a full salary for any week in which work is performed without regard to the number of days or hours worked in the week. Generally, the weekly salary for exempt staff members may not be reduced due to a variation in the quality and quantity of work performed.

b. The salary of exempt staff members may be reduced for the following reasons:

1. One or more full days for personal reasons when accrued vacation leave is not available.

2. Absences of one or more full days occasioned by sickness or disability when accrued leave is not available.

3. Offset for fees received when on temporary military leave.

4. Unpaid disciplinary suspensions for one or more full days imposed in good faith for infractions of workplace conduct rules, i.e., sexual harassment, workplace violence, or for infractions of safety rules of major significance.

5. Initial or terminal week of employment.

6. Unpaid leave under the Family and Medical Leave Act.

c. When found or suspected, improper pay deductions must be reported to the divisional Human Resources Office or Human Resources Representative immediately. The divisional Human Resources Office or Human Resources Representative will immediately investigate such occurrences and will ensure that appropriate reimbursements to the affected employees are made promptly. Such improper deductions will not be permitted to occur in the future. 

Section 3: Standards of Conduct and Performance 

A. General Policy 

B. General Standards Of Conduct And Performance 

C. Progressive Counseling Procedure 

D. Documentation 

E. Personnel Action Due to Violation of the Johns Hopkins University Policy on Alcohol and Drug Abuse and a Drug-Free Environment 



A. General Policy

1. It is the policy of the University to treat staff members with fairness. In return, the University expects staff members to adhere to standards of conduct and performance that are established to enable all to work together to achieve the objectives of the University.

2. Supervisory counseling with staff members is designed to establish an equitable system of corrective action for staff members who do not adhere to these standards of conduct and/or to bring a staff member's performance to an acceptable level.

3. Each supervisor has the responsibility for counseling a staff member, administering corrective action when appropriate, and documenting the counseling or corrective action. The following principles apply:

a. The standards of conduct and performance are communicated to the staff member in a variety of ways, including the JHU Staff Handbook, JHU Personnel Policy Manual, by discussion with a supervisor, and other reasonable means.

b. Standards of conduct and performance are reasonably related to the orderly, efficient or safe operation of the University, a division or a department.

c. A timely, fair and objective review is made before the decision to take corrective action is made.

d. Consultation with a representative of the divisional human resources office or human resources manager is required before imposing corrective action involving suspension, condition of employment, or involuntary termination. Consultation with human resources on other corrective actions is encouraged.



B. General Standards Of Conduct And Performance

1. General standards of conduct and performance apply throughout the University. Violation and/or failure to adhere to these may result in disciplinary action, up to, and including, termination. These standards include, but are not necessarily limited to, the following:

a. Each staff member is to spend the work day effectively -- by performing the proper tasks safely, competently and in a timely manner and demonstrating an awareness of priorities.

b. Each staff member is to spend the work day efficiently -- by performing each task quickly, safely and well.

c. Each staff member is to comply with University and departmental policies and procedures.

d. Each staff member is to be at work when scheduled (for example, to attend work regularly, not to arrive late, not to abuse sick leave or lunch periods, and not to leave early without appropriate approval).

e. Each staff member is to notify the supervisor of an unscheduled absence no later than one hour after the scheduled time to report to work, or in accordance with departmental guidelines.

f. Each staff member is to work during working hours (for example, keeping personal phone calls to a minimum and not attending to personal matters during work hours).

g. Each staff member is to cooperate with reasonable requests from co-workers.

h. Each staff member is to perform reasonable job duties, even if not part of the job description, as assigned by the supervisor.

i. Each staff member is to respect the confidentiality of sensitive information. Such information should not be repeated, discussed or removed from the work area except for legitimate work reasons.

j. Each staff member is to give proper notice of termination of JHU service.

k. Each staff member is to safeguard personal property. (The University maintains a security service for protection but cannot guarantee the safety of personal property.)

l. Each staff member is to respect the property of others and of the University and to use University property only for legitimate work purposes (e-mail, facsimile machines, computers, copiers and other University equipment). Taking of property belonging to others or the University will not be tolerated.

m. Each staff member is to maintain appropriate work place behavior that fosters collegiality and team work. Without these qualities, the University cannot achieve its goal in an effective and efficient manner.

n. Each staff member is to utilize internal resources to resolve employment problems (discussion with supervisor, department administrator, human resources, grievance process, etc.)

o. Each staff member is to know the fiduciary duty associated with University employment and to perform the duties accordingly; conduct that conflicts with the interest of the University will not be tolerated.

2. Workplace Civility 

The quality of services and products delivered by Johns Hopkins University is driven by the quality of life of the employees providing the service or product. Working to foster a civil workplace includes, but is not necessarily limited to, the following:

a. Each staff member is to respect the rights of others (for example, not to threaten or to endanger any person's life or health, either deliberately or through carelessness).

b. Each staff member is to be courteous towards fellow staff members, faculty, students, patients, and visitors. Disruptive, discourteous and/or insubordinate conduct will not be tolerated.

c. Conduct that causes or threatens harm to others or that constitutes persistent, unwanted behaviors will not be tolerated.

3. The University does not restrict political activity if it does not involve the Johns Hopkins University name, property, facilities or materials.



C. Progressive Counseling Procedure

1. The progressive counseling procedure is appropriate corrective action to improve a staff member's performance in a particular position and to bring about adherence to expected standards of conduct and performance. However, the progressive counseling procedure is not appropriate corrective action for extremely serious deviations from accepted standards of conduct, such as conduct that may be injurious to fellow staff members, students, patients and visitors or University property. For serious deviations, immediate suspension and/or involuntary termination is appropriate.

2. The progressive counseling procedure is designed to inform staff members of conduct or performance concerns, to provide an opportunity to be heard and to correct the problem.

3. Corrective action must be reasonably related to the seriousness of the circumstances and a staff member's past record must be taken into consideration.

4. Consultation with a representative of the divisional human resources office or human resources manager is encouraged prior to taking any disciplinary action and is required before taking corrective action involving suspension or involuntary termination.

5. Counseling and disciplinary procedures include:

a. Oral counseling is a discussion between the supervisor and a staff member who fails to adhere to the standards of conduct or to meet expected standards of performance. Under most circumstances, oral counseling will occur before taking any other corrective action.

b. Written counseling is a written communication from the supervisor to the staff member who continues either not to adhere to standards of conduct or who continues not to meet expected standards of performance. Generally, a staff member will receive two written communications before any other corrective action is applied. Prior to delivering the communication to the staff member, it should be reviewed by the divisional human resources office or human resources manager.

c. Suspension is imposed upon a staff member who continually fails to adhere to standards of conduct or performance.

Following consultation with the divisional human resources staff or human resources manager, the length of the suspension is determined by the department and usually ranges from one to three working days without pay. Documentation of the suspension includes the specific days of the suspension as well as the date and time the staff member is to return to work. If an exempt staff member is to be suspended, consult your divisional human resources office or human resources manager.

d. Suspension pending review for termination is given in order to conduct an investigation and a review of the facts to determine whether the staff member should have an additional opportunity to improve behavior or whether the staff member should be terminated.

e. Involuntary termination is appropriate when (1) after oral and written counseling, a staff member still cannot meet the standards of performance expected, (2) after oral and written counseling, the staff member fails to adhere to expected standards of conduct, or (3) the decision to terminate is made following an investigation and review during a suspension period.

f. In cases of serious misconduct or criminal activity, the supervisor may, after consulting with a representative of the divisional human resources office or human resources manager, suspend or terminate the staff member.



D. Documentation

1. All disciplinary actions, counseling discussions and related facts are to be documented and forwarded to the divisional human resources office or human resources manager.

2. The divisional human resources office staff or human resources manager will assist supervisors in developing appropriate documentation for written warnings, suspensions and discharge.



E. Personnel Action Due to Violation of the Johns Hopkins University Policy on Alcohol and Drug Abuse and a Drug-Free Environment

1. Staff members are prohibited from using, distributing, procuring or possessing illegal drugs or unprescribed controlled substances on University property or in connection with University activities. Staff members may not report for work or attend to their duties while under the influence of alcohol, illegal drugs or unprescribed controlled substances.

Individuals found to be in violation of the University's Policy on Alcohol and Drug Abuse and a Drug-Free Environment will be subject to termination as follows:

a. A staff member who is found to sell, distribute or procure illegal drugs or unprescribed controlled substances on University property will be terminated from University employment, will not be eligible for future University employment, and may be subject to criminal prosecution.

b. A staff member who is found to use or possess illegal drugs or unprescribed controlled substances unlawfully on University property will be terminated from University employment. Staff members terminated for this reason are ineligible for future University employment unless they meet all of the conditions set forth below. If the staff member is terminated for additional acts of misconduct that would permanently bar him/her from eligibility for rehire or if the staff member has a recent disciplinary record of written warnings or suspensions, the staff member is not eligible for rehire under this section.

Conditions for re-employment are:

1. An application for re-employment will not be considered for one year following the termination.

2. Before an employment application is accepted, the individual must demonstrate satisfactory participation in a treatment program approved by the University.

3. After a job offer has been made, but before starting work, the individual must submit to a comprehensive physical examination, including a drug screening.

4. If re-employed,

a. the individual will be considered as a new hire,

b. the individual must be evaluated by the Faculty and Staff Assistance Program and participate in any treatment programs prescribed by the Faculty and Staff Assistance Program as a condition of continued employment, and

c. the individual will be subject to random drug testing for a minimum of two years.

5. A positive test or other subsequent violation of the Policy will result in termination from University employment and permanent ineligibility for future employment with the Johns Hopkins University.

2. Individuals suspected of being under the influence of illegal drugs, unprescribed controlled substances or alcohol in the workplace are subject to the following as a condition of continued employment:

a. A drug or alcohol test

b. Suspension from work without pay until the results of the drug or alcohol test are available.

1. If the results of the drug or alcohol test are positive, the staff member is:

a. suspended without pay for a minimum of three days,

b. referred to the Faculty and Staff Assistance Program for evaluation, and

c. required to participate in a treatment program prescribed by the Faculty and Staff Assistance Program that may include random drug or alcohol testing. The Faculty and Staff Assistance Program or Occupational Health Services staff provide appropriate information to the supervisor regarding the individual's compliance with treatment plans while a confidential condition of continued employment referral remains in effect, including the results of random drug or alcohol testing.

2. If the result of the drug or alcohol test is negative, the staff member will suffer no loss of pay.

c. A subsequent incident of being under the influence of illegal drugs, unprescribed controlled substances or alcohol in the workplace may result in termination of University employment and permanent ineligibility for future employment with the Johns Hopkins University. Any termination requires the review and concurrence of a representative of the divisional human resources office or human resources manager and may include consultation with the Faculty and Staff Assistance Program or Occupational Health Services staff.

d. Nothing in this procedure precludes appropriate disciplinary action for acts of misconduct committed by a staff member under the influence of illegal drugs, unprescribed controlled substances or alcohol.

Section 4: Termination 

A. Voluntary Termination 

B. Involuntary Termination 

C. Reduction In Force 

D. Termination Date 

E. Records 



A. Voluntary Termination

1. To separate in good standing, support staff members must give a minimum of two weeks notice of resignation to their supervisors. The supervisor can waive the notice period.

2. To separate in good standing, senior staff members must give a minimum of one month's notice of resignation. The supervisor can waive the notice period.

3. Staff members who give insufficient notice are not eligible for re-employment.

4. A notice of resignation must be confirmed in writing, either by the staff member or the supervisor, and a copy immediately forwarded to the divisional human resources office or human resources manager. It should include the last day of work, the effective date of the resignation and the reason for the resignation.

5. Staff members are expected to complete a departure survey during the period of notice. The departure survey can be completed on line at the human resources web site (http://www.jhu.edu/hr1/) and will be input directly to the human resources confidential database. A representative of human resources will invite some terminating staff members to participate in an exit interview.



B. Involuntary Termination

1. Involuntary termination requires prior review and concurrence by a representative of the divisional human resources office or human resources manager. The basis for the termination and facts supporting the action must be fully documented.

2. Termination during the original introductory period does not require two weeks notice or equivalent pay instead of notice.

3. After appropriate counseling, staff members who are unable to meet the established standards of performance for a position may be terminated with two weeks of notice or equivalent payment in lieu of notice.

4. Except as provided by University policy, staff members dismissed for misconduct are not eligible for re-employment in any division of the University.

5. If a staff member is absent for three consecutive days without contacting the supervisor, the staff member will be considered to have abandoned the position and will be terminated. A review of the circumstances by a representative of the divisional human resources office or human resources manager may result in reinstatement of the staff member.



C. Reduction In Force

1. Regular staff members terminated because of a lack of funds or abolishment of positions will be given written notice as far in advance as possible, but no less than one (1) month. If these individuals are rehired by the University within twelve (12) months following termination, they retain all benefits eligibility from last prior service. Employment date remains the same as it was prior to termination. Each staff member is expected to work until the effective date of the termination, unless an exception has been approved by a representative of the divisional human resources office or the human resources manager.



D. Termination Date

1. Termination date is the last day of work exclusive of days of vacation to be paid. Each staff member is expected to work until the effective date of the termination, unless an exception has been approved by a representative of the divisional human resources office or the human resources manager.



E. Records

1. Upon termination of a staff member, all relevant personnel forms and records are to be sent to the divisional human resources office.

Section 5: Vacation 

A. Earning Vacation 

B. Taking Vacation 

C. Transfer 

D. Termination 



A. Earning Vacation

1. Vacations with pay are granted to all full-time and part-time staff members.

2. Vacation accrual begins the month the staff member begins working if the starting date of employment is the tenth of the month or earlier; otherwise, accrual begins the following month. Other personnel actions, service anniversary date or change to senior staff, affecting vacation leave accrual follow the same process in setting the effective date. Accrual continues through the month of termination if the date of termination is the twentieth of the month or later.

3. Full-time staff members accrue vacation based upon their employment anniversary date as follows:

· Senior Staff -- PCN 300 Series

· First and Subsequent Years -- 1.83 (1 5/6) days per month. 

· Support Staff -- PCN 400, 600 and 700 Series

· First Year -- 0.83 (5/6) days per month. 

· Second through Seventh Year -- 1.25 (1 1/4) days per month. 

· Eighth and Subsequent Years -- 1.83 (1 5/6) days per month. 

4. Full-time staff members working less than 37.5 hours per week and part-time staff members who work at least 19 hours on a regularly scheduled basis earn vacation on a pro rata basis.

5. Limited-time, temporary and casual staff members do not earn vacation.

6. Staff members who are on leave of absence without pay for more than 11 working days during a calendar month do not earn any vacation for that month.



B. Taking Vacation

1. Vacations are scheduled at the mutual convenience of the department and staff member. Non-exempt staff may take vacation leave in increments of a hour. Exempt staff may take vacation leave in increments of not less than one-half day.

NOTE: These leave limitations do not apply when vacation leave is used for an absence for approved Family and Medical Leave.

2. There is no provision for pay in lieu of earned vacation except at termination. However, accrued vacation is paid when a staff member changes status; i.e., change from a benefits eligible to a non-benefits eligible status; from staff to faculty, appointed position or student status.

3. Staff are eligible to take vacation leave after completing 90 days of continuous service in a regular full-time or part-time status. Supervisors can waive the waiting period.

4. Accrued vacation is to be taken within 24 months of the month in which it is earned. If the vacation is not taken during this period, it is lost, unless the staff member has deferred vacation at the manager's or supervisor's request, and it has been documented. The documentation must be submitted to the appropriate divisional human resources office.

5. University holidays occurring during a vacation period are not counted as vacation days.

6. If a staff member is on a previously scheduled vacation and the University officially closes, the time the University is officially closed will not be charged to accrued vacation leave. However, the University must be officially closed for at least one-half day.

7. Serious illness of a staff member occurring during vacation is considered sick leave and is not charged to vacation unless sick leave has been exhausted. Staff members may be required to furnish a written physician's statement. If the illness constitutes a 'serious health condition' under the Family and Medical Leave Policy, an eligible staff member must comply with those specific requirements. (See Section 15)

8. Vacation cannot be taken in advance of being earned.

9. Individuals on vacation may not be employed by another department of the University.



C. Transfer

1. Staff members transferring from one department to another department retain their accrued vacation.



D. Termination

1. Staff members who terminate following 90 days or more of service will be paid for unused accrued vacation leave unless the termination is for unauthorized taking of University money or property.

2. Eligible staff members receive pay for accrued vacation up to a maximum of 44 days.

Section 6: Holidays 

A. Holidays 

B. Calendar Variations 

C. Eligibility 

D. Floating Full-Day Holiday 

E. Compensation For Designated Holidays Worked 

F. Holidays for Staff Working Non-Standard Work Week 



A. Holidays

1. Designed full-day holidays

	New Year's Day
	-
	January 1

	Martin Luther King's Birthday
	-
	Third Monday in January

	Commencement Day
	-
	Observed by Homewood
Departments Only (date
announced annually); business 
day for other locations

	Memorial Day
	-
	Last Monday in May

	Independence Day
	-
	July 4

	Labor Day
	-
	First Monday in September

	Thanksgiving Day
	-
	Fourth Thursday in November

	Day after Thanksgiving
	-
	Fourth Friday in November

	Christmas Day
	-
	December 25


2. Designed half-day holidays

	Christmas Eve
	-
	Last work day preceding the
Christmas holiday

	New Year's Eve
	-
	Last work day preceding the
New Year's holiday

	Holiday preparation
	-
	During December


B. 

C. Calendar Variations

1. When any of the holidays fall on a Saturday or Sunday, the preceding Friday or the following Monday will be recognized as a paid holiday.



D. Eligibility

1. Full-time staff members receive the designated holidays.

2. Part-time staff are eligible for holiday leave on a pro-rata basis.

3. Limited-time, temporary and casual personnel are not paid for holidays.

4. Staff members on leave of absence without pay are not paid for holidays that occur during the leave.



E. Floating Full-Day Holiday

1. Eligibility for floating holidays

a. First year of employment

	(1)
	Staff members employed at the Homewood campus as of July 1, but no later than December 31 observe Commencement Day and will have one floating holiday available during the fiscal year (July 1 - June 30).

	(2)
	Staff members (other than those employed at the Homewood campus) employed as of July 1, but no later than December 31 will have two floating holidays available to use during the fiscal year (July 1 - June 30).

	(3)
	Other than those employed at Homewood, staff members employed as of January 1, but no later than May 31 will have one floating holiday to use prior to June 30 of that year. Staff at Homewood will observe Commencement Day.


b. Subsequent years

	(1)
	As of July 1, staff members (other than those employed at the Homewood campus) have two floating holidays available during a fiscal year (July 1 - June 30).

	(2)
	Staff members employed at the Homewood campus observe Commencement Day and will have one floating holiday available during a fiscal year (July 1 - June 30).


c. Staff members scheduling a floating holiday must obtain the supervisor's approval.

d. Staff members transferring from one University department to another can carry floating holidays to new department.

e. The maximum number of floating holidays available in a fiscal year is two. Floating holidays cannot be carried over from one fiscal year to another. Floating holidays not taken during the fiscal year are lost. Floating holidays must be taken in full day increments.

f. At termination, there is no payment for unused floating holidays.



F. Compensation For Designated Holidays Worked

1. All regular full-time and part-time staff members in the 600 and 700 PCN series who are required to work during a designated holiday receive either normal pay plus one and one-half times their regular rate for each holiday hour worked or normal pay plus compensatory time off at the rate of one and one-half hours for each holiday hour worked. All holiday work requires prior supervisory approval.



G. Holidays for Staff Working Non-Standard Work Week

1. Non-Exempt Staff

a. If a holiday is observed on a regularly scheduled workday, eligible non-exempt full-time and part-time staff members will be given time off with pay equivalent to the average daily hours in their regular weekly schedules (i.e., the total hours scheduled for the week divided by 5). If the average daily hours do not equal the number of hours the employee would have been scheduled to work on the holiday, an adjustment in the work schedule may be made so that there is no loss of holiday leave or earnings.

b. If a holiday is observed on a regularly scheduled day off, the staff member will be given time off equal to the average daily hours in their regular weekly schedule (i.e., the total hours scheduled for the week divided by 5), at a time convenient to the staff member and the University, but within 60 days following the holiday.

2. Exempt Staff

a. If a holiday is observed on a regularly scheduled workday, eligible exempt full-time and part-time staff members will be given that day off with pay.

b. If a holiday is observed on a regularly scheduled day off, the staff member will be given another day off at a time convenient to the staff member and the University, but within 60 days following the holiday.

Section 7: Absences 

A. General Policies 

B. Excused Absences 

C. Unexcused Absences 



A. General Policies

1. A staff member is responsible for keeping the supervisor informed of all absences. Notice should be provided in accordance with departmental procedures.

2. Limited-time, temporary and casual staff members receive no pay for absences.



B. Excused Absences

1. Funeral Attendance 

a. A full-time or part-time regular staff member is allowed up to three days absence with pay for necessary attendance to funeral matters for death in the immediate family. Immediate family is defined as parent, step-parent, child, step-child, sibling, spouse, same sex domestic partner, parent-in-law, son-in-law, daughter-in-law, grandparent, grandchild, legal guardian, or other relative for whom they are directly responsible.

b. In the event of the death of other relatives, absence with pay may be granted up to one day for funeral attendance.

c. Time off with pay may be granted at the supervisor's discretion for a staff member to attend the funeral service of other associates or close friends.

d. Time taken in excess of these allowances may be granted without pay or charged to vacation or floating holiday if available.

2. Jury Duty

. Full-time or part-time regular staff members selected for jury duty are granted time off without loss of pay.

a. Staff members are permitted to retain their jury duty compensation to defray expenses. They are expected to report to work on any day or portion of a day that they are excused from jury duty.

a. Voting



Staff members are allowed up to 2 hours with pay to vote, if they do not 



have two hours continuous off duty time while the polls are open.

1. Religious Observances



The University makes every reasonable effort to accommodate individual 



religious observances. Supervisors may grant time off with pay to full-



time and part-time staff members to observe religious obligations that may 


occur during normal working hours, provided the lost time is made up 



within the same pay period or charged to vacation or floating holiday if 



available.

1. Personal Business



At the discretion of the supervisor, full-time staff members may have 



reasonable time off with pay for non-medical professional appointments or 


other personal business that cannot be arranged during non-working hours, 


provided the lost time is made up within the same pay period. Otherwise, non-


exempt staff will have the absence charged to accrued vacation or have their 


salaries reduced accordingly. Exempt staff who have no accrued leave will not 


have their salaries reduced unless the absence is one day or more. Part-time, 


limited-time, temporary and casual staff members are expected to schedule all 


such appointments during non-working hours.

1. Education



While staff members are encouraged to continue their educations, the process of 


education should neither detract from nor interfere with the staff members' 


performance on the job. Staff members who want to take courses during normal 


working hours must have their department heads' approval.



1. Unexcused Absences

1. A staff member may not be absent for any reason without informing the supervisor. Absences that have not been approved by the supervisor will be charged as leave without pay.

1. A staff member who is absent for three consecutive days without contacting the supervisor is subject to discharge for abandonment of the position. A review of the circumstances by Human Resources may result in reinstatement of the staff member.

1. Habitual absenteeism and tardiness will be handled in accordance with the University's progressive counseling procedure.

Section 8: Sick Leave 

A. Definition 

B. Earning Sick Leave 

C. Taking Sick Leave 

D. Transfer of Sick Leave 

E. Termination 



A. Definition

1. Sick leave is absence with pay for time lost due to a bona fide non-work related illness or injury, pregnancy, or dental or medical appointments of eligible staff members. In the event that the illness or injury of a staff member's child, spouse, same sex domestic partner, or parent requires the absence of the staff member, such absence may be charged to accrued sick leave as provided in Section C.1. below.

2. The reason for taking sick leave may qualify as a 'serious health condition' under the Family and Medical Leave policy. If the staff member qualifies and the reason for taking the sick leave qualifies, the Family and Medical Leave policy must be followed. (See Section 15).



B. Earning Sick Leave

1. Full-time staff members who work at least 37.5 hours per week accrue sick leave at the rate of 1 day per month to a maximum of 90 days.

2. Full-time staff members who work less than 37.5 hours and part-time staff members who work on a regularly scheduled basis accrue sick leave on a pro rata basis to a maximum of 90 days.

3. Limited-time, temporary and casual staff members do not accrue sick leave and are not eligible for leave of absence.

4. Staff members who are on leave of absence without pay for more than 11 working days during a calendar month do not earn sick leave for that month.

5. Sick leave accrual begins the month the staff member begins working if the starting date is the tenth of the month or earlier; otherwise, accrual begins the following month. Accrual continues through the month of termination if the date of termination is the twentieth of the month or later.



C. Taking Sick Leave

1. A staff member who must be absent due to non-work related illness or injury, pregnancy, or dental or medical appointments must notify his/her supervisor or designee in accordance with department procedures. Staff members may be required to furnish a written physician's statement.

Staff members who must be absent due to the illness or injury of their child, spouse, same sex domestic partner, or parent may charge the absence to accrued sick leave. Staff members who must be absent to accompany their child, spouse, same sex domestic partner, or parent to a dental or medical appointment may charge the absence to accrued sick leave. Such paid absences require notice as described in the preceding paragraph and cannot exceed 12 days per fiscal year (July 1 through June 30). A written statement from the physician may be required.

2. Non-exempt staff may take sick leave in increments of a hour. Exempt staff may take sick leave in increments of not less than one-half day.

NOTE: These leave limitations do not apply when sick leave is used for approved Family and Medical Leave.

3. Paid sick leave cannot be taken in advance of being earned. If paid sick leave is exhausted, non-exempt staff may charge absence to accrued vacation or leave of absence without pay. Exempt staff may charge absences to vacation or, if one day or more, to leave of absence without pay. If the staff member and the reason for taking sick leave qualify under the Family and Medical Leave policy, pay for exempt staff members may be reduced for intermittent leave of less than one day.

4. Staff members who elect to return to work following sick leave or authorized leave of absence for health reasons are granted full reinstatement rights.

5. Staff members absent on paid sick leave continue to accrue sick leave and vacation. University holidays occurring during sick leave are not charged to sick leave. If a staff member is on sick leave and the University officially closes, the time the University is officially closed will not be charged to accrued sick leave. However, the University must be officially closed for at least one-half day.

6. If a staff member does not expect to return to work following sick leave and/or leave of absence, the individual should submit a written resignation to be effective at the end of the authorized sick leave/leave of absence period.

7. Staff members who have been absent due to serious illness must provide statements from their licensed health care provider stating that they are able to return to work before being allowed to return. Individuals must notify their supervisors immediately upon release from their licensed health care provider in order to arrange for an appropriate reporting back to work date.



D. Transfer of Sick Leave

1. Staff members transferring from one department to another department within the University retain their accrued sick leave.

2. Staff members transferring from faculty or appointed positions are credited with 1/2 day of sick leave for each complete month of prior full-time service not to exceed the maximum staff accrual.

3. Staff members transferring from a benefits eligible status to a non-benefits eligible status, faculty position, appointed position or student classification will lose accrued sick leave.



E. Termination

1. At termination, staff members are not paid for unused accrued sick leave.

2. Staff members terminated for lack of funds or abolishment of position and rehired within a twelve month period are credited with unused sick leave outstanding at the time of termination.

3. Support and senior staff who retire after completing 30 or more years of continuous full-time or part-time University service immediately prior to retirement or who retire at 55 years of age or older and have at least 10 years of continuous full-time or part-time University service immediately prior to retirement, can convert accrued, unused sick leave in excess of 45 days of accrual to cash payment. The maximum number of sick leave days that can be accrued is 90 days and the maximum number that can be converted to cash payment is 45 days.

4. A staff member who has been employed for one continuous year in a benefits eligible status and resigns in good standing will be eligible to have credited unused sick leave outstanding at the time of the termination if the staff member returns to a benefits eligible position within six (6) months of termination date.

Section 9: Family and Medical Leave Policy 

This policy is based on the provisions of the federal Family and Medical Leave Act. For individuals working outside of Maryland, consult the divisional Human Resources Office.

A. Family and Medical Leave Policy Statement 

B. Eligibility 

C. Period of Leave 

D. Definitions 

E. Circumstances When An Eligible Employee is Entitled to Take Leave 

F. Concurrent Leaves 

G. Benefits 

H. Return to Work 

I. Notes 



This policy is based on the provisions of the federal Family and Medical Leave Act. For individuals working outside of Maryland, consult the divisional Human Resources Office.

A. Family and Medical Leave Policy Statement

1. Eligible employees can take job-protected leave for up to a total of 12 work weeks in a 'rolling' 12 months period (defined as 12-month period measured backward from the date the employee uses Family and Medical Leave because of:

a. The birth of a child and to care for the newborn child during the first year following birth.

b. The placement of a child with the employee for adoption or foster care.

c. The employee's need to care for a family member (child, spouse, same sex domestic partner, or parent) with a serious health condition.

d. The employee's own serious health condition makes the employee unable to perform at least one essential function of his or her job.



B. Eligibility

1. An employee is eligible for Family and Medical Leave if employed for at least 12 months and has worked at least 1,250 hours during the previous 12 month period. Exempt salaried employees who have worked for 12 months are presumed to meet the hourly test.



C. Period of Leave

1. Depending upon the reason for the leave and conditions, an eligible employee may be entitled to a maximum of 12 weeks of leave, including paid and unpaid leave, during a 'rolling' 12 months period, i.e., looking backward from the date the employee uses Family and Medical Leave. If the employee has exhausted appropriate leave with pay or is not eligible for leave with pay, the leave is without pay.



D. Definitions

1. Spouse: husband or wife

2. Same sex domestic partner: two non-related adults of the same sex, both of whom are at least 18 years of age, are committed as a family in a long-term relationship of indefinite duration and are socially, emotionally, and financially interdependent in an exclusive mutual commitment in which they agree to be responsible for each other's common welfare and share financial obligations. This policy is intended to cover same sex partner relationships, and not persons who are cohabiting simply as roommates.

3. Son or daughter: a biological, adopted or foster child, a stepchild, a legal ward or a child of a person standing in loco parentis, who is either under age 18 years of age, or age 18 or older and who is incapable of self-care because of a mental or physical disability.

4. Parent: the biological parent of an employee, legal guardian or an individual who stands or stood in loco parentis to an employee when the employee was a child. An employee is limited to leave for two parents. Parents-in-law are excluded.

5. Serious health condition: an illness, injury, impairment, or physical or mental condition that (1) involves a period of incapacity or treatment in connection with, or subsequent to inpatient care; or (2) requires "continuing treatment" by a health care provider and includes one or more of the following (A) absence from work, school or other regular activities for more than three consecutive days; (B) any period of incapacity due to pregnancy, or for prenatal care; (C) any period of incapacity or treatment for an incapacity due to a chronic serious health condition; (D) a period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective; or (E) any period of absence to receive multiple treatments by a health care provider or by a provider of health care services under orders of a health care provider.

6. Health Care Provider: A doctor of medicine or osteopathy authorized to practice medicine or surgery and others determined by the Secretary of Labor. Contact divisional Human Resources Office for additional information.

7. Family and Medical Leave 12-month period: A 'rolling' 12-month period measured backward from the date an employee uses leave under the Family and Medical Leave Act.



E. An Eligible Employee is Entitled to Leave for the Following Circumstances:

1. Birth of a son or daughter of the employee and the first year care for such child.

a. The birth mother who is eligible for paid leave benefits must charge absence to sick leave so long as the health care provider certifies that the birth mother is incapacitated and to the extent that sick leave is accrued.

Upon the health care provider's release to return to work or the exhaustion of accrued sick leave, whichever occurs first, the birth mother must charge the absence to accrued vacation leave.

When paid leave is no longer available, the birth mother must charge the absence to leave without pay.

b. The father must charge leave to accrued vacation leave. If additional leave is desired and vacation leave is exhausted, the father is eligible for a leave of absence without pay. If a son or daughter has a serious health condition, see E.3.

c. Leave may be taken only within 12 months of the birth.

d. If both parents are employed by the University, their aggregate leave is limited to 12 weeks. If the son or daughter has a serious health condition, see E.3.

e. Leave taken intermittently or a reduced leave schedule is available only upon the prior, written agreement of the employee and the supervisor. If the son or daughter has a serious health condition, see E.3. If the mother has a serious health condition, see E.4.

f. Notice: The employee must provide at least 30 days' advance notice before the date on which the leave is to begin. If the employee is unable to provide at least 30 days' notice, the employee must provide such notice as is practicable, i.e., within two days of learning of the need for leave. Family and Medical Leave forms and/or instructions are available in the divisional Human Resources Offices.

2. Placement of a son or daughter with the employee for adoption or foster care, and the first year care of the newly placed child.

a. An employee eligible for paid leave must charge the absence to accrued vacation leave. When accrued vacation leave is exhausted, the absence is charged to leave without pay.

b. Leave may be taken only within 12 months of the placement.

c. If both parents are employed by the University, their aggregate leave is limited to 12 weeks. If the parents cannot agree on the leave taken by each, the University will base the decision on the reason for the request, length of service of the employees and impact on University operations.

d. Leave taken intermittently or a reduced leave schedule is available only upon the prior, written agreement of the employee and the supervisor.

e. Notice: The employee must provide at least 30 days' advance notice before the date on which the leave is to begin. If the employee is unable to provide 30 days' notice, the employee must provide such notice as is practicable, i.e., within two days of learning of the need for leave.

Family and Medical Leave forms and/or instructions are available in the divisional Human Resources Offices.

f. The employee must provide written evidence of the placement. In the case of foster care, documentation of state action is required.

3. In order to care for the employee's spouse, same sex domestic partner, son, daughter or parent who has a serious health condition.

a. If the employee is eligible for leave with pay, an absence may be charged to accrued sick leave not to exceed 12 sick leave days per fiscal year.

Following the exhaustion of the 12 days of sick leave, the absence must be charged to accrued vacation leave. If additional leave is desired and vacation leave is exhausted, a leave of absence without pay is available.

b. If the leave is requested because of the illness of a child or of the other spouse, each spouse is entitled to 12 weeks of leave. If both spouses or both same sex domestic partners are employed by the University and the leave is to care for a sick parent, their aggregate leave is limited to 12 weeks. If the employees cannot agree on the leave taken by each, the University will base the decision on the reason for the request, length of service of the staff member and impact on University operations.

c. The University may require documentation to confirm the family relationship or same sex domestic partnership.

d. Leave may be taken intermittently or on a reduced schedule if medically necessary. If an employee's request for intermittent leave is foreseeable based on planned medical treatment, the supervisor may require the staff member to transfer temporarily to an alternative position, with equivalent pay and benefits, that better accommodates recurring periods of leave than the employees's regular position.

e. Notice: If the leave is foreseeable based on planned medical treatment, the employee is required to make a reasonable effort to schedule the treatment so as not to disrupt unduly the operations of the University. The employee is required to provide at least 30 days' advance notice, or if the treatment is to occur in less than 30 days, the employee must provide such notice as is practicable.

Family and Medical Leave forms and/or instructions are available in the divisional Human Resources Offices.

f. Certification: An employee must provide written certification of a serious health condition of a family member. The certification should be provided no later than the time the leave begins and must be provided within 15 days of the request for medical certification. Subsequent recertification may be required at 30-day intervals, or if the reason for or duration of the leave changes.

The medical information that can be requested is included in the medical certification form. No additional medical information will be required. However, a health care provider representing the University may contact the health care provider, with the patient's (or guardian's) permission, for purposes of clarification and verification of the authenticity of the medical certification.

The certification will be filed separately from personnel records.

g. Medical opinions: The University may, at its own expense, require a second medical opinion by a health care provider designated by the University.

In the event of conflicting opinions, the University may pay for a third and final provider to offer a binding decision.

4. Because of a serious health condition that makes the employee unable to perform at least one essential function of his/her job.

a. If the employee is eligible for leave with pay, an absence due to the employee's serious health condition must be charged to accrued sick leave. When accrued sick leave is exhausted, the leave must be charged to accrued vacation. If additional leave is necessary and vacation leave is exhausted, the absence will be leave without pay.

b. Leave may be taken intermittently or on a reduced schedule if medically necessary. If an employee's request for intermittent leave is foreseeable based on planned medical treatment, the supervisor may require the employee to transfer temporarily to an alternative position, with equivalent pay and benefits, that better accommodates recurring periods of leave than the employee's regular position.

c. Notice: If the leave is foreseeable based on planned medical treatment, employees are required to make a reasonable effort to schedule the treatment so as not to disrupt unduly the operation of the University. The employee is required to provide at least 30 days' advanced notice, or if the treatment is to occur in less than 30 days, the employee must provide such notice as is practicable. Family and Medical Leave forms and/or instructions are available in the divisional Human Resources Offices.

d. Certification: An employee must provide written certification of a serious health condition. The certification should be provided not later than the time the leave begins and must be provided within 15 days after medical certification is requested. Subsequent recertification may be required at 30-day intervals, or if the reason for or duration of the leave changes.

The medical information that can be requested is included in the medical certification form. No additional medical information will be required. However, a health care provider representing the University may contact the employee's health care provider, with the employee's permission, for purposes of clarification and verification of the authenticity of the medical certification.

The certification will be filed separately from personnel records.

e. Medical opinions: The University may, at its own expense, require a second medical opinion by a health care provider designated by the University.

In the event of conflicting opinions, the University may pay for a third and final provider to offer a binding decision.



a. Concurrent Leaves

a. If an employee applies for long-term disability benefits for an illness or injury that also meets the criteria for a serious health condition, the waiting period absence will run concurrently with the Family and Medical Leave.

a. If an employee is absent for job related illness or injury for which he/she is eligible to receive workers' compensation benefits and the illness or injury also meets the criteria for a serious health condition, the absence for job related illness or injury will run concurrently with Family and Medical Leave.

However, employees may not be required to use accrued sick and vacation leave during periods of workers' compensation absence.



a. Benefits

1. General

a. Employees will not lose previously accrued benefits.

b. In the event the employee is approved for an intermittent or reduced schedule, benefits eligibility will be based upon original status at the time the new schedule is initiated, except for leave that will be accrued on a pro rata basis.

2. Leave

a. Sick leave and vacation do not accrue for employees during a leave of absence without pay that exceeds 11 working days during a calendar month.

b. Employees on a leave of absence without pay are not paid for holidays that occur during the leave.

c. Employees on leave of absence without pay exceeding 30 calendar days will have their salary review date adjusted accordingly, or their salary increase prorated.

3. Health Benefits



Health benefits continue through the employee's leave. In the event the employee 


is in a leave without pay status, health benefits will be continued but the employee 

will be required to pay the employee's portion of the premiums. If the employee 


does not return to work following the leave, he/she may be required to reimburse 


the University for premiums paid during the leave.

1. Tuition grant/tuition remission



If otherwise eligible for tuition grant and/or tuition remission, the employee can 


participate in these programs.



1. Return to Work

1. In general, an employee who completes a period of leave is to be returned either to the same position or to a position equivalent in pay, benefits and conditions of employment.

1. If the leave was required due to a health condition of the employee, a written release stating the employee is fit to return to duty from the health care provider is required.

1. When practicable, the employee is requested to contact the supervisor at least two weeks prior to the expiration of the leave to indicate intent to return to work. The employee must provide a minimum of two days' notice of intent to return to work.



1. Notes

1. The University will administer Family and Medical Leave in accordance with federal regulations.

1. Request for leaves of absence for employees not eligible for leave under this policy may be made in accordance with Section 17 of the Personnel Policy Manual.

1. Staff and administrators are encouraged to contact their divisional Human Resources Offices regarding qualification, eligibility, entitlement to leave, maintenance of health benefits, job restoration, notice and medical certification, fitness to return to duty, intermittent leave, and application of this policy.
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E210 Absence Codes 

to return to form use BACK button on browser 

	CODE
	EXPLANATION
	HR Policy Manual
	Notes

	X
	Working
	Definition
	 

	XO
	Working off-site
	Definition
	 

	C
	Compensatory (non-exempt only)
	Section 07
	 

	V
	Vacation
	Section 11
	 

	H
	Holiday
	Section 12
	 

	AH
	Alternative Holiday /Observed holiday for some employees
	Definition
	 h no longer used

	HP
	Holiday Prep
	Section 12
	 

	F
	Floating Holiday
	Section 12
	 

	COM
	Commencement Day(Homewood)
	Definition
	 

	P
	Other leave with pay
	Section 13
	 University Closings

	S
	Sick (staff member)
	Section 14
	 

	SF
	Sick Leave (child, spouse or parent)
	Section 14
	 

	SV
	If vacation is used for sick leave
	Section 14
	 New Procedure

	E
	Work-related accident/illness   (also see FE)
	Section 16
	 

	W
	Leave without pay
	Section 17
	 

	T
	Terminated (enter on first day after last day of work) 
	Section 10
	 New Procedure

	TW
	TW is no longer used.
	 
	 

	RIF
	Terminated--Reduction in Force
	Section 10
	 New Procedure

	NE
	Not employed at JHU (after a RIF)
	Section 10
	 Set Up Default

	NBS
	Non-Benefit Status
	Section 11
	 New Procedure

	 
	 
	 
	 

	Family Medical Leave Act (FMLA) use the following:
	

	FS
	Accrued sick leave is used
	Section 15
	 

	FV
	Accrued vacation is used
	Section 15
	 

	FSV
	Accrued vacation is used for sick leave
	Section 15
	 New Procedure

	FSF
	Accrued sick leave is used for qualified family member
	Section 15
	 

	FW
	Leave without pay
	Section 15
	 

	FE
	Absence is due to work-related accident/illness
	Section 16
	 

	FEW
	Absence is due to work-related accident/illness. Leave without pay
	Section 15
	 

	 
	 
	 
	 

	Short Term Disability use the following beginning on the 15th calendar day of the absence:
	

	SD
	Sick leave used while on STD
	Appendix O
	 

	SVD
	Vacation leave used while on STD
	Appendix O
	 New Procedure

	WD
	Leave without pay while on STD
	Appendix O
	 

	FSD
	FMLA and sick leave used while on STD
	Appendix O
	 

	FVD
	FMLA and vacation leave used while on STD
	Appendix O
	 New Procedure

	FWD
	FMLA and  leave without pay  used while on STD
	Appendix O
	 

	LD
	Long Term Disability
	Appendix O
	  Set Up Default
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E210 Employee FAQ

· Responsibilites 

· When can I start using the E210 system? 

· Where does the information on the E210 come from? 

· How do I submit a time sheet? 

· How do I enter time as an exempt employee? 

· How do I enter time as an non-exempt employee? 

· How do I approve a month? 

· Where do I document comments? 

· How are sick and vacation totals calculated? 

· When are the E210 cut-off dates? 

· What are Hire Date and Eligibility Date? 



Employee Responsibilites 
Employees are responsible for submitting or approving their time as soon as possible after the end of the month. Remember, use of leave is based on current leave accruals, therefore it is important that the E210 be completed in a timely manner.

When can I start using the E210 system? 
New employees are added to the E210 system on or about the 15th day and the last day of each month. Due to varying cut-off dates this process may take up to a month.  

To gain access to the e210 you must first submit your JHED User ID and Password. Users that do not currently know their JHED login ID and password should connect to the JHED server at http://jhed.jhu.edu and follow the directions for establishing a JHED login ID and password. If you need assistance doing this call the IT Support Center at 5,6,7-HELP 

Where does the information on the E210 come from?
Most of the information on the E210 comes from central payroll. Payroll information is downloaded on the 15th and last day of each month. This information includes: 

  Name 

  SSN 

  Title 

  Department 

  Hire Date 

  PCN 

  Paygrade 

  Hours per Week 

The following information is created by the E210 system: 

  Eligibility Date is set to the Hire Date, but may be changed by a Department Administrator 

  Supervisor is assigned by the Department Administrator 

  The Daily schedule is calculated by dividing the hours per week by 5, and may be changed by a Department Administrator 

  The Standard day is calculated using the PCN and Campus 

If you see any incorrect information, you should contact your supervisor or timekeeper. 

How do I submit a time sheet? 
Once you have logged into the E210 system, you should select the current fiscal year and press Continue.  You may enter a new month or update an existing month by clicking the Submit button next to the appropriate month. Once you select an individual month, the days worked will fill in based on your daily default schedule which is assigned by your supervisor or a timekeeper.  If you have worked your daily default schedule you only need to press Submit at the bottom of the screen.  Otherwise you should enter any deviations from your daily schedule by clicking the down arrow in the drop down boxes and selecting the appropriate codes. 

You may submit any month as often as is needed during and after the month until that month has been approved by a timekeeper or supervisor. 

How do I enter time as an exempt employee? 
If you are an exempt employee you may take leave in only full-day or half-day increments, with the exception of using FMLA codes.  If you take a full-day of leave, the PM boxes will default to the same value recorded in the AM boxes. If you take a half-day of leave, you will be required to enter an additional code for the other half-day. 

Exempt employees are permitted to use leave in less than half-day increments if they choose FMLA absence codes.. To record FMLA absences in increments of one hour, enter any FMLA code  in the box and Submit the month. After submitting the month, the next time you access that month, you will have the option of entering hours for the days coded with any  FMLA code. 

Exempt employees with uneven schedules will record leave in hours for the purpose of this E210 Form only. Please contact your departmental administrator for assistance if this applies to you. 

How do I enter time as a non-exempt employee? 
If you are a non-exempt employee your time and leave information will be recorded in hours. The system will default to a full day worked, but when recording sick and vacation leave, you should enter the leave code and the corresponding number of hours in the respective boxes. Hours in both sets of boxes must be entered when using more than one code (i.e., 4hrs X and 4hrs V). 

How do I approve a month? 
An employee should only approve their time sheet if the department has agreed on this approval path. 

To approve a submitted time sheet, click the Approve button in the employee column on the right side of the E210 form. This button will only appear if the time sheet has been submitted by a timekeeper or supervisor. 

A monthly E210 time sheet may be submitted as many times as necessary, however, it may only be approved on or after the last working day of the month; the approval button will not appear until that time. 

Approval buttons indicate action to be done. Pressing the button that reads Approve will approve, pressing the button that reads Unapprove will unapprove. The current status of the approval will appear under the action button with the date the action was taken. 

Where do I document comments? 
Comments may be entered on 5 lines of 80 characters each for any given month. All documentation for the year will display on the year view of the E210; please remember to enter the month and date (i.e., 01/01) in the comments section.

Always put your initials.

Please note any information from adjustment forms and terminations will be noted in this area.  Also, the H.R. offices often make notations in this area. 

Documentation flag for each month  If a red * is displayed next to month name in the timesheet, that indicates there are documentation notes for that month. 

How are sick and vacation totals calculated? 
Calculated accruals for vacation and sick are based on Human Resource policy found in the personnel policy manual. For vacation accrual information see Section 11 of the manual. For information related to accrual of sick leave, see Section 14 of the policy manual. 

When are the E210 Cut-off dates? 
The cut-off date for completing time sheets is the 20th day of the following month. 

A monthly E210 time sheet may be submitted at any time, however, it may only be approved on or after the last working day of the month. The approval button will not appear until that time. 

After the 20th day of the month, time sheets are locked down, a cost transfer is recorded and the time sheets cannot be changed. Any changes that need to be made after these dates should be made by processing an adjustment form. Adjustment forms are processed by the Human Resource Office only. 

What are Hire Date and Eligibility Date? 
Hire date is the employee's date of hire; this date can only be changed through central payroll via a 200 Form. 

Eligibility date is the date the employee became eligible to accrue sick and vacation time. This date defaults to the Hire date for new hires. Timekeepers may edit eligibility date to a date later than hire date depending on the employee's status at hire date (i.e. a temporary employee). Eligibility date may not precede the Hire date. 
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NORMS FOR THE CENTER ON AGING AND HEALTH

TEAM WORK 
· Be Clear of what is expected of you and your role; if not clear ask your supervisor

· Value each others diversity – skills, experience, personality, culture

· Treat each other with dignity 
· Trust – give the other the benefit of the doubt

· Value each others participation

· All are responsible to raise issues and inform the team of problems and barriers to effective team work, operations and coordination

· Each person’s functions are a part of the whole, and impact the whole, so when one part needs help, the rest of us need to pitch in

· Take ownership

· All are responsible for producing excellent products and client service

Communication
· Interpersonal:

· Be flexible, open-minded and approachable

· Be respectful, courteous, forgiving and helpful

· Have a positive attitude and enthusiasm, good sense of humor

· Organizational:

· Seek to understand the “Big Picture”

· Give proactive attention to issues

· Provide suggestions for solutions when problems arise

TIME MANAGEMENT
· Time is a precious resource – use it wisely

· The “red card” means please do not disturb except for emergencies

· When faculty and senior staff are working on a project that requires a block of uninterrupted time, the red card will be used. Alternatively, they may post office hours when questions/interruptions are invited

· Submit agenda items in advance to whomever is coordinating the meeting
Conflict Management

· Initially inquire (rather than accuse or presume ill intent)

· Seek to understand (versus blame)

· Agree that when we disagree, that is okay, and we receive this professionally and not personally

· Seek to discuss issues directly with the person we have conflict with, rather than talk about that person to another person

· In certain circumstances, speaking with the supervisor may be more appropriate and effective

· Commit to not being defensive

Center APPEARANCE
· Keep open areas clean and neat

· Clean up after ourselves in the kitchen (refrigerator, sink, coffee area, work area)

· Complete assigned kitchen clean-up duties according to scheduled rotation

· After using a conference room, please clean up

· No objects visible above the level of dividing walls

· Request that Staff do not wear jeans unless warranted by Supervisors due to specific tasks or Project demands

HOURS OF WORK AND ATTENDANCE

· The standard University work schedule, and hence COAH’s work schedule, is 8:30 am to 5:00pm, Monday through Friday. An alternative work schedule that better satisfies the needs of both the supervisor(s) and the staff member can be proposed. A written letter proposing/approving the new arrangement needs to be written by the supervisor(s) and submitted to the Center Administrator for approval.

· Lunch breaks according to University Policy are as follows:

· Non-exempt staff who are on a 37.5-hour standard work week, which is defined as 100% full-time equivalent, receive an unpaid hour for lunch
· Non-exempt staff on a 40-hour standard work week receive an unpaid one-half hour lunch break
· Staff members who are eligible for overtime pay may not work overtime without prior authorization in writing. Please refer to the University’s Policy and Procedure Manual.

· If a staff member is not able to report to the office at his/her normal work time (due to illness, emergencies, unplanned personal reasons, etc), we ask that s/he call/email the Center Administrator (410-614-3755) to report the lateness or absence (a voicemail may be left) within 30 minutes of their normal start time. If no call is received, the absence will be marked as an unexcused absence.

· For planned requests for leave, staff members are to complete a COAH leave form, obtain the signature of their faculty supervisor(s) as approval, and then submit to the Center Administrator to complete the approval process. We ask that requests for planned leave be submitted at least 2 weeks prior to taking leave. The leave form is a COAH internal form. 

· Regarding planned leave, there may be times (Grant or project deadlines, major activities) when leave cannot be approved due to staffing resource needs.

Center on Aging and Health

Leave Request Approval Form

Employee Name (print):





Today’s Date:
Employee Signature:

Please indicate (√) which leave you are charging and each day (MM/DD/YR) requested for leave:
	Leave to be Charged (e210 code)
	Dates Requested for Leave
Non-Exempt Staff may take increments of an hour

Exempt Staff may take increments of not less than ½ day

	□
Vacation (V)
	

	□
Sick (S)
	

	□
Sick Family (SF)
	

	□
Floating Holiday (FH)
	

	□
Personal Day* (P)
	

	□
Personal Business (can be made up w/in same pay period, otherwise charged to vacation) 
	

	□
Sick Vacation (SV) (when vacation is used as sick leave)
	

	□
Leave without pay (W)
	


Required Approvals
________________________________________

Date: __________

Signature of Direct Faculty/Senior Staff Supervisor

________________________________________

Date: __________

Signature of Direct Faculty/Senior Staff Supervisor

________________________________________

Date: __________

Signature of Center Administrator

* Personal Days are ONLY used for jury duty (official form required) or funerals (immediate family, up to 3 days allowed).
ACKNOWLEDGEMENT

I acknowledge that I have read and understand the policies and procedures in the The Center on Aging and Health Policy and Procedures Manual (Abridged), and do understand that the entire Staff manual is available to all Staff at http://hrnt.jhu.edu/elr/pol-man/.
_______________________________

_____________

Signature





Date
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