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HUMAN RESOURCES POLICIES AND PROCEDURES/LEAVE

Policy Guidelines on Time-off Arrangement

Faculties/Schools/Offices should follow the policy guidelines set out below in making

time-off arrangement for their staff members.

1)

(2)

3)

(4)

Nature of Overtime Work

Time-off may be arranged by Faculties/Schools/Offices for overtime work performed
by their staff members in support of special projects/events/functions/activities of the
University outside their normal work/shift hours. Overtime work done to clear
routine job duties/requirements should not be compensated by time-off.

Eligibility

Prior approval is required from the supervisor/Head of Department/Office for the
overtime work for which time-off will be provided. Time-off may be provided for
non-teaching staff at General and Executive/Professional categories (i.e. Bands A to
E2). Academic/teaching staff and non-teaching staff at Managerial/Senior
Professional category will normally not be provided with time-off unless otherwise
considered appropriate by the respective Dean and Head of Office, and for such
exceptional provision, prior approval should be obtained from the reporting
Vice-President/Provost/President and Vice-Chancellor.

Calculation of Overtime Work

Overtime work is calculated on the basis of actual time worked for the special
projects/events/functions/activities outside normal work/shift hours of the staff
member concerned. Preparation time, meal breaks and travelling time may be
included as considered appropriate by the approving authority. The basic unit of
calculation of overtime work will be on half-hourly basis.

Maximum Accumulation Limit and Period of Claim

Time-off may be accumulated up to 10 working days (i.e. equivalent to about 80
hours), and should be taken as soon as possible within two months after the overtime
work. Any untaken time-off beyond the stated period will lapse. No payment in
lieu will be provided for time-off under any circumstances. Time-off shall not be
included as part of the notice period of resignation.



(5) Taking of Time-off
Staff members who would like to apply for time-off should submit an application to
the approving authority as specified by the Dean/Head of Office. Time-off will be
provided on an hour-to-hour basis for work performed overtime.

(6) Record Keeping
The approved application form together with supporting documents, if any, should be
filed by respective Faculty/School/Department/Office for record.

(7) Special Approval for Exceptional Arrangement

The above serve as general guidelines for the provision of time-off. Further
guidelines may be laid down by Faculties/Schools/Offices as necessary to cater to their
operational needs. In case of special circumstances which may call for some
variations from the above guidelines, prior approval for exceptional arrangement
would need to be sought from the reporting Vice-President/Provost/
President and Vice-Chancellor, and the Human Resources Office should be kept
informed of such exceptional arrangement.
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