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CZ. Initiates time-off request with manager)

7. Contacts manager
and requests an
exception

Employee decides to take time off Checks their time-off halances Reviews company policies Reaches out to colleagues to cover shift

3. Manager reviews time-off request) 4. Manager decides P e e m e m == a
C ( ) .

8. Manager contacts HR to gain
U R S R e s it “appropriate notice” within the policy? } I TR approval for the exception
rationale (pull documented policies)

S I M P LE TI M E_ 0 FF Do they have enough time accrued? If not, does the policy let them “horrow” in advance? }
—(5. HR reviews approved time-off requests) C] HR, manager and employee ]
n
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Communicate denial to employee with

Do they have a project/deadline . o
?
REQU ESTS ARE that would be at risk? Is there anyone who can easily step in? I
meet to discuss the exceptiol
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improvement plan? S0, oes the pollcy atlow it 0, will have adequate coverage? Approval aligns with policies T

Who has seniority? Is it an emergency?

. . - Note: Unions require seniority to be followed. T - Does it fall within one of our exception
A simple time-off request can Is anyone else already off? Who is more valued)/deserves it more? || e lvcitv'v]riglph;;guappmpm - oolces?
i - Am | being hiased? : - If an emergency, did they select the right type
quickly become a tangled web T i bengbese Dothey have enough timeaccrue? ey o
e : s the request past the deadline and/or . ' !
of decisions that wastes time toocl qt thpd tedd? Will it ) i [ Are they in good standing? If they don't have enough time, how will that
L BN DRI i L] Is it an emergency? Do we have a policy for that? | Have they put in their notice? impact their payroll?
and energy, resulting in oreate a disruption? -

If a high performer, will denial result in turnover?

inconsistent outcomes.

Compliance Will there be potential arguments with this
Are we in a peak/blackout/grayed-out period? Do we have a policy for that? li individual if denied?

) ) e How do I best communicate denial reasons?
Is this compliant with this

Automatlng the decision Have they taken too much time (or too Do we have 2 polcy for that? ] employee’s state's time-off aus? |
| Anprove - 11. HR adds the exception to the
company time-off policy in the

. much consecutive time) recently?
process with GONE®, a ) recently
Payroll impact
LD employee handbook
Do we have a policy for that? Ii

revolutio nary feature of If a holiday is requested too far in advance,
Paycom’s Time-0ff Requests el Which paycheck wil tis impact?
Will this impact their paycheck monetarily? |+

tool, eliminates confusion, —— e : !
) . ey're a high performer, will denial result in turnover? Which accrual category do we need to deduct?
ensuring fast, consistent -
) ) Update accruals in the system and

and compllant decisions. Ha[\]llllaittl;l:lsg?lljrseta;}; :::)r:;:tatit; ;:g:;) to Do we have a policy for that? The answer is consistent and fair e inform payroll to update accordingly.
? N Payroll is adjusted retroactively.

Is this in line with the rest of the
Do | want to have a potential argument QNEHHE manager's team's requests? | | : ; ;
with this individual i denied? - Communicate denial to employee with

rationale (pull documented policies)

4. Manager decides Inform employee

(12. Inform company of policy change

Is team coverage maintained?

Do | know the policy to communicate denial reasons? Has the overall company coverage been maintained?
Does this coincide with any days or times that are
blacked out?

6. HR decides

Need more information
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