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ADNINISTRATIVE INSTRUCTION

Distr.
GENERAL

ST!A,I!112' ..
24 January 1956

ORIGINAL: ENGLISH

TO: All Members of the Staff

Subject: T~lJ1e,A.ttendance and Leave Recording

I. Effect

L As of 1 :March 1956, this Administrative; Instruction supersedes and.

cancels ST!AFS/L.l, dated 1 Harch 1951: "Detailed instructions for the

recording of leave) attendance and payroll ad.justments at Headquarters tI.

It is :~p:Plicable' to 1:Iee.dquarters staff only.

11. .,Eurr:ose
'""...

2. This Instruction sets forth the procedures· at Headquarters governing' the

reporting and recording of.time,·attenaance and leave.

3. Each department and Office'is 'responsible for institut.ing and enforcing

aJ;l];cccpriate :p:l:'oceduresfor the repol'ting .and recording of daily time and

at.tendance, and for carrying out the procedures detailed herein for

ad~inistration of leave records.

4. The Executive or Administrative OfficGr will" desiGnate one or more

Payroll Approving Officers within the department or office. to:

(a) prepare ther::emi-monthly Duty status Sur:Ullary (F.ll+6 and F.147)

for final certification and fonrarding to the' Pay and Allowance Unit,

Office. of the 8o:!.troll'3r (se::: IV belcv) ;

(b) 'be rc,:,ponsi;Jle to tile Ex,"cutive or Administ.rative Officer for

the adr.ninis+:rat.i.on of leave' X'uGords (see V belb:r)) and. i:1. particular

ensure that sala:;:y over-payme.rts are not made to staff members;
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Cc) provide staff members with irSormation and assistance regarding

their pay.

5. Payroll Approving Officers will, vnlen necessary, designate time clerks

for specific areas to assist them in these functions.

6. Supervisors are responsible far reporting promptly and precisely on

the hours of ifork (including night differential and overtime payment

entitlements) of their subordinates.

7. staff lllenibersare responsible for obtaining the approval of supervisors

before taking annual leave, for informing them promptly of absences due to

illness or emergency, and for providing medical certificates promptly i.,hen

these are reqUired to substantiate sick leave charges.

IV. T1.rn8 Reporting

8. Twice each month, the Accounts Division, Office of the Controller, ,,,ill

prepare a listing of staff members (Duty Status Summary) to be completed

and certified for each reporting unit designated by the individual departments

and offices. Regular hours of ,,,ork and absences not affecting a staff

member IS pay cheque will not be entered on the Summary, but certification

at the end of the Surrunary i-Till affirm compliance with established rules.

9. If the Summary does not name all of the staff members, the listing

iVill be -ccm:pleted and the effective date of the Personnel Action noted under

"Remarl-cs", and these entries processed in the same manner as if the naree had

been included originally. If less than the normal half-month is i'Torl<ed, for

instance "There the effective date of entrance on duty, leave \'Tithout pay)

loans) etc.) is other than as of the beginning of the half-month the actual. )

number of' hours vTorked will be reported under "Remarks ", and reference made

to the Personnel Action (p/5) implementing the action. If a staff member's

name is listed after a Clearance Certification (P/35) for him has been

l'orlVarded J his name "Till be cros sed eut and the c cmment TIp /"35, (date) )

submitted", entered under lIRemarks 11 • On the mid-month Summary J the reporting

unit "rill e.nter the accumulated hours of night differential and overtime for
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A. Attendance Rec 01'0. Card
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entered under "Remarks". Staff members on lOali. between payroll reporting

units will cqntipue,to be reported by the l.ending office, upon the s~bordinate

certification of tbe receiVing office.
',~. ' , ,

lLPuty status Sururaaries "Till be processed ,in accordance vith ,time,

schedules est1:l1.Jl,i9h\3!i annually by tbe' Controller •.

which paymel!1iis to be made. The overtiw€ hours repcrted will.represent the

net amo~nt: payab~e after all possible compensatory time off has.~een deducted.

10. Staff lllembers transferring bet\veen departments vriU be ,reported for

the entir,(:)pericd on t,he receiving unii{ 's Summary. If the name appears :on '
'. " ' .

the r~~inq~~s.hj,ngunit's Surrona:r;y) it vrill be crOl:\sed out) and the comment

"Transfer,red, onP/5 dated ,to (nam€ of receiving organizational unit),'"
.. ' ", . '. ,". . . . .
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12. Payroll approving offioers will be, rewponsible for the maintenance .of'·

an Attendance Record. Card for' eeoh staff member. The Card is available in

both:Kardex-size (Form F.22) Qnderilarged~s1ze'(Form F.31) formats, and

:payroll approving officers mayutllizeeither 'tY,fle. The Card is issued ort a .

leave-year basis" (March thrcugh February) and c0ntains spaces for,daily

entries of. attendance status;' Such entries "Till be made only for absences ,.

of a'half,;..day o:rmore, or when overtime and'/ornight differential'are"irivolvecl,

and vrill ;beqased ori·theccde sho1.n 'at the bottcm:·of the card.": Entries with

res:pect to overtim.e and night differential hours worked are notreguil'sd arid

\vill be e'nteredat the discretion of the u$ingoffice. vlhennoccde

indi~ati;on is given for·a J;iartictila1' 'type of'absence(e.g. travel time)'.

maternity leave, 'service-iricurred disabilities) ,a oross'~refe:rence will be

made frcmthe affected. dates to the IlRemaJ."ks ll section, \-There an appropriate"

notation 1-r111 be entered.. ,

13. The Card contains a. s1.unm.ary table for'entries of annual and sick leave

balances. ,These ",rill b'Ei computed and entered· at ,the discretion of :the

payroll approving offi'cer) exce:pt that the:'l must be brought up to· date at

I \'
.f

\
\

.. '< .

, /"".



,~/AI/112
English
Page 4

tile time of transfer or separation, and at the end of each leave year.

Annual leave is earned at the monthly rate of 2-1/2 days, and entitled staff

members ~vill be credited Hith this amount for each full month of service.

When entitlement credit commences after the first day of a month} t"o days

'will be credited for service beginning prior to the 16th day of the month and

one day for service beGinning later in the month. In separation cases,a

reverse formula ~fill apply.

14. Deductions from anIlUal leave balances ,·,ill be made Ol'l~y on the basis of

annual leave entries made en the Card for the month. These in turn 'viII be

based on Leave Reports (Form F. 71) supporting the entries (see section B belmr).

At the end of February each year, any days of accrued leave in excess of the

maximwn carry-over of 60 days Hill be deducted from the annual leave balance)

supported by a notation under IIRemarks".

15. Sick leave is credited annually at the l'ate of 25 iwrl(ir::g days) subject

to a maximum accrual of 125 days . An initial credit of 25 days ",ill be

granted to each staff member \Those entitlement beGins betueen 1 March and

31 August, and of 12 da;;-s i"hen it 'oe3ins at any other time. The annual credit

uill be entered on the first dS;l of each Narch thereafter. As a transitional

measure, a credit of 25 days Hill be granted to each entitled staff member

on 1 March 1956) regardless of date of previcus entitlement. As a furtl1er

such measure, non-certified sick leave ta::en in January and February 1956 trill

not be counted under the terms of Staff Rule leG. 2 (vi)) and the rule ,·,ill

henceforth apply to the annual 'period frcm March through February.

16. Deductions from sick leave balances 1;ill be mo.de only frcm sick leave

entries made on the Card for the month. These Hill be based en Leave Reports)

as in the case of annual leave. Hhen a ne~·, annual credit brin~s the sick

leave balance to more than 125 days) the excess ,·,ill be deducted frcm the

balance) supported by an appropriate notation under ItRemarksll.

17. Attendance Record Cards Hill be maintained for staff members (-n

short-term appointment) in order to reflect sick leave credits (at a rate

of 1-1/2 days per month) and absences} and overtime and niJht differential

status. Upon appointment) such staff members Hill be credited "ith the full
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amount of sick leave ,,'hich vill accrue dlll'ing the .1·lhole period of their

appointm~nt. For General Assembly appointments, Vlhere :the exact terminal

dnte is not spec ified in advance, a three months I credit, Le. 4-1/2 days J

vill be entered. The benefit of the full_ amount of the sick leave credit

Ifill be dependent upon actual ccmpletion of the whole period of service as'

stated in the Letter of Appointment. In cases of separations before the

expiry of the appointment, necessary adjustments in terminal pay ,nIl be made

by the Office of the Controller~

18. A summary table is prOVided on the card for consolidated monthly entries,

as desired, of night differential an~overtime .hours worked and overtime

hours paid and ccmpensatory hours granted.

19. Payroll approving officers l·fill be reS:Qonsible for the revielv of

Attendance Record Cards in order to prevent over-drafts of leave. Departments

vill be e}~ected to consult promptly with appropriate officials to determine

the course of action if an over-draft appears likely.

B. Leave Report

1fJS'§j
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20. A Leave RCj?ort vill be prepared in original only by the time clerk for

each period Ifhen a staff member is reported absent on annual leave or sick

leave. These forms are serially numbered to facilitate identification and

reference.

21. For annual leave J the Report Ifill be completed -vhen the staff member

returns to duty in order to substantiate the daily entries on the Attendance

Record Card and to indicate the staff member1s verification of the leave taken.

22. For sick leave, the Report will be processed upon completion of the

leave period or at the end of ten vorking days, whichever is earlier. For

pericds of sick leave not covered by medical certification, the Report Ifill

be handled in the same manner as for annual leave. -1dhen certification is

reqUired, the Report will be retained in the issuing department or office up

to the first ten vorking days of absence. If the staff member returns to

duty during this period, the date of return to duty will be entered} the

signatures of the Approving Officer and the staff member 1-1ill be secured, and

the Report ..rill be submitted to the Health Service. If the staff member has

)1',......... _
,

, r,
I

/.



JAI/1l2 ",
&lglish

----Page 6

not returned at' the end' of ten ~rorldrig days 1 the Report vrill' be sUbmHted

to the Health 'Service~rith the foll'oiving' n~tation under "Remarl:s It: "Absence"

continues u .' The' time clerk': "rill complete 'anei-T Report 'for each subsequent

ten i·rorkingdays 'of', absence and indicate the first (original) date' of absence

under "Remarks" ~" vlhen 'exte'nded sick leave results in utilization of all

sick leave credit ,8 final Report will be issued, ,and the Health Service vill

proceed ,Iith certificatlon of -sick leave which can he based on adequate

medical certificates received to that point.

23 .,OriGinati~g 'officesvTill keep a chronological log; :t6r their own

reference, indicating date 'of submfssicm of Reports ·to the Health Service J

and shmring the name of the staff meroberand the period of absence covered. '

As approved Reports are 'returned,: entries ';.ril1 be stricl<en from this record.

If prefer~ed as ari alternative measure , originating offices may retain' ,'~

teIIjporar:Lly extra cop'issoi''' RepOl"ts to serve this purpose.

24. It is the responsibility 'oi'the start' member to produce a medical'

certificate, \'Then applicable} not later than the fourth i'fOrking dayfoll:mring

the initial absence frcm dut~r. The time, clerk ,.,ill ask the staff member

upon return to duty vhlether a medical cert~ficate has been or will be submitted.

The certiii~~t~ i'8 :tobe s'ent ~y thestaf~ member direc:tly t~ 'the Health '" .

SerVice} t·rhich i'rill ma~ch' it~tith' the Leave 'Report(s) for the period covered;'

The HealT,h Service w~11, then cc.mplete the Report(s) and return it to the

originator, as prcinptly ~~. pass ible '. Sho~ld a staff member prcduce a
"

certificate not required under the Staff Rules) the Health Service will
"

. request the de1?a~·tment or office to fon-rard the Leave Report for certification.

25. Absences other than annual and sick leave are not required, -Co be covered. .
by Leave, R'7'p01ts} sinCE:! another form of substantiation for them 1.,ill .exist

invariably., Naternit~r leave and spec ial leave i'Till bes1.1.ppca.°ted by Pers om:1el

Action ~p/5) .forms, and other categories of absence ivill be noted in m~morar,J.(ia

or other official issuanceS retained in the Personnel Files.

26. Completed copies of Leave Reports will be filed alphabetically by name

of staff member at the same points vhere Attendance Record Cards are maintained.

. :-

____7;;;;;;0;,.......... .....



u e

.'. , " .

ST/AI/112
English
Page 7

27. Payroll Approving Officers ~fillbe respol1s:Lble for ensuring that Leave

Repor'ts are :proce~sedand filed for 'each annual and sick leave absence

recorded on the Attendatlce Cards ~

C. Trnnsfers and Separations

28. t-Jhen a staff member is transferred fr'cm one administrative sub-division

of the Secretariat to another, th~ r~linquishL~g Payroll Approving Officer. \

will certify the balances on the Attendance Reco:t'd Card as of the effe'ctive

date of transfer and forvrard it and all leave Reports on hand to the receiving

unit. If the staff member is currentl;;T on··leave, a memorandum to the receiving

unit will be attached, setting for~.:;h the circumstance~.

29. On separat ion, the days of annual leave earned to the last working day

of employment vrill be computed and' entered on the A.tte:r...dance Record Card} in

ace c:rd~nce ~'lith the formula set forth in paragraph 13 above. The Payroll

Appro.J-ing Officer v1ill determine ~'lhether sick leave remains cutstanding which

should either be certified or charged to annual leave and ,\"ill see that an

appropriate ent-C'y is made OD tj,1e Card. Final leave balances Ivill then be

entered on the Card, uhich '\·rill be certified by the Payroll Approving Officer}

aDd forwarded to Pay and Allovrances Unit, Office of the Controller} together

vith all unaudited non-current Cards and Leave Reports. After final payment
I

has been processed, the Pay and AllowancesUnit will destroy the Reports and

retain the Card in a special file until the beginning of the next leave year,

so that it may be available for statist~cal and other use. Subsequerrcly, it

will be transferred to the Records Retirement Unit.

D. Disposal of Non-Current Cards

30. Immediately follcwing the close of the leave year, each staff member will

'be asked to revie"l and initial his Attendance Record Card for that year. The

Cards, vith related Leave Reports, vrill then be filed ;tn the department or
!

office until such time as they may be sent to the Records Retirement Unit

under schedulesvrcmulgated by the Director of General Services.

s
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E. statistics

31. The maintena~c'e of regular or periodic statistics relating to leave

will not be required. FrOIll time to time, special reports on leave usage,

either on an individual or mass basis may be required, and specific instructions

vill be issued. to Executive and Ad!uinistrative Officers as neces,sary.

(Signe~) s.n. Turner,

COI'l'l'ROLLER
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