Enrollment Management Center for CNAS (EMC) and CNAS Graduate Student Affairs Center (GSAC) Vacation and Leave Guidelines

We are governed by all policies for workplace conduct established by UCR and available at www.hr.ucr.edu.  Both Centers are customer-centered offices and provide essential services to the University’s mission.  Therefore, vacation requests will be granted in accordance with operational needs and requests must be submitted two weeks in advance of requested days off.   Operational needs vary between the centers so there are specific periods during which each Center’s staff should expect to work (and when vacation is generally not approved).

EMC Vacation Guidelines 
· No vacation scheduled from “zero” week (the week before classes start) through the end of Week 1. 
· Weeks 2-3: only single days may be scheduled off and your back-up person may not be scheduled off at the same time
· From Week 6 through Finals Week: days may be scheduled off and your back-up person may not be scheduled off at the same time.  
· No vacation scheduled during any major deadline period for your Departments (for example: Call Deadline, Proof Deadline, Teaching Meetings, Fail/Drop process, etc.) 
· For the summer quarter: your back-up person may not be scheduled off at the same time 

Graduate Advising Vacation Guidelines 
· No vacation scheduled from “zero” week (the week before classes start) through the end of Week 1. 
· Week 2: only single days may be scheduled off 
· Week 3: vacation can only be scheduled if all enrollment, fee payment, and employment issues are resolved for the students in your programs.
· No vacation scheduled during any major program event day for any of your programs (for example: Recruitment Day, Symposium, Orientation, Group Exams, Commencement) 
· At least one other member of advising team must be scheduled to work during requested vacations 

Work Hours
The CNAS EMC and GSAC are open from 9:00am-12:00pm and 1:00-4:00pm Monday, Tuesday, Thursday, and Friday and open 10:00am-12:00pm and 1:00-4:00pm on Wednesdays to allow for morning staff meetings and trainings.   Staff members in both Centers work various hybrid schedules depending on office coverage needs.  You are expected to be at work during your scheduled hours unless you have scheduled vacation or leave time.  Staff members who participate in alternative transportation programs are expected to work their scheduled work hours.  If you wish to modify your scheduled work hours, you must submit a request to your supervisor.  Decisions about scheduled work hours are based on operational needs. 

The Graduate Advising function requires advisors to be on campus during open business hours and during program-specific events.  Graduate Student Services Advisors who are scheduled in-person are required to come to the office to work.  If a staff member is not able to come to campus on a scheduled in-person work day, they are required to take the day off and notify their supervisor per the leave policy below.

 Overtime/Compensatory Time
[bookmark: _Hlk116398535]Any request to work overtime/compensatory time requires prior approval from your supervisor and may require approval from the Director as well.  Due to budget constraints, overtime/compensatory time requests are infrequently granted.  The Director and Supervisors will attempt to find alternative solutions to mitigate workload issues to avoid overtime/compensatory time.  Staff members are expected to plan accordingly and submit requests at least 1 week prior to the expected overtime/compensatory time occurrence if possible. 

Outlook Calendar Guidelines
Both Centers use Microsoft Outlook to reflect the individual schedules of staff; therefore, it is important to maintain your Outlook calendar so that others can see your available time.   
Please ensure that your calendar is properly shared with the Center Director, your supervisor, and colleagues within the appropriate Center(s). Your supervisor and the Director need to have access to see full details of events on your calendar during work hours.  If you also use your calendar for personal events in non-work hours it is acceptable to have these differentially displayed with no or limited details. 

ZOOM and MS Teams
CNAS College and GSAC/EMC use Zoom and Microsoft Teams for communication.  You are required to keep your availability indicator accurate in both programs.  If attempts are made to reach you and your indicator is not accurate, your supervisor may call or text your personal cell phone in order to determine if you needed to leave work unexpectedly.

Office Whiteboard Signs
When you leave the office you should note on the sign outside your door where you are and when you will return.  If you are gone on a personal break, it is acceptable to write “break” with a return time (for example: “Break back at 8:45”). If you have a meeting that is running overtime more than 15 minutes, please contact your respective Center so that someone may change your whiteboard note. 

 Office Absences for breaks, meetings, mail pick-ups, etc. 
When you leave the office for a meeting, personal break, or other reason, make sure that the office is covered for the time you will be absent.  You should ensure that there is one other staff person in the office before leaving. 

Vacation and Leave Notifications 
If you are going to be out of the office for an entire day, please send an e-mail to your colleagues (in your Center with a copy to your supervisor and the Director) to let them know that you will be gone.  Also, please put an out-of-office notice on your outlook calendar and e-mail and on your voicemail referring people to your supervisor and your back-up or team during your absence.  
For unexpected leaves, please contact your supervisor and the Director before the start of your shift or as soon as you know that you are unable to come to work that day, whichever comes first.  If you send a text and do not get confirmation from your supervisor, please send an e-mail or call as a back-up.  If there are urgent issues in your workload for the day, provide details about what needs to be completed (if a meeting needs to be cancelled, attended, etc.).
 If you need to leave work during business hours due to an emergency, please speak with your supervisor in person so that they are immediately informed.  If you cannot reach your supervisor directly, please speak directly with the Director.  If neither are available, it is acceptable to send a text or e-mail.
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Supervisors will send a notification to the appropriate center to inform them of the unexpected absence and write a note on the staff person’s white board whenever possible.  Back-ups or Teams will cover urgent workload or seek assistance from the Supervisor if needed. 
Unexpectedly Late
Regardless of work location on a specific day, staff are expected to report to work on time for the beginning of their shift and after every break/lunch.  Contact your supervisor and the Director when you are going to be unexpectedly late.  If you do not receive confirmation from your supervisor or Director, please send an e-mail or call the office so that you reach a staff member who can confirm your message.  The supervisor will notify the affected center, ensure that the office is open on time (whenever possible) and write a note on your whiteboard if needed.
All employees should refer to time reporting guidelines for their classification in TARS for information about how to report time on their timesheet.
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