GLIDING SCHEDULE
EMPLOYEE MAINTAINED ATTENDANCE LOG
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I certify that the information above is accurate as indicated and understand that falsification of any information on this form may be grounds for disciplinary action, up to and including removal.


							Employee Signature: _________________________  Date ___________

							Employee Typed/Printed Name:                      

INSTRUCTIONS:  Employees on Gliding Schedule must complete this form on a daily basis.
(1) Arrival Time - Employee should record time upon reaching their workstation.
(2) Departure Time - Employee should record time right before leaving work.
(3) Regularly Scheduled Hours Worked - Hours must be kept on 15 minute basis and should be reflected on the form as fractions.  Unless otherwise approved, hours must be between the hours established for each organization.   A  lunch period should be subtracted.  This must equal the number of hours regularly worked (i.e., 8 to 10), unless leave or credit hours were taken.
(4) Credit Hours Earned - Number of hours earned that was previously approved by supervisor.  NOTE:  Employees on Compressed Work Schedules cannot earn credit hours.
(5) Leave Used - Should reflect the number of hours of leave as previously approved using the Automated Time Attendance and Production System (ATAAPS) at Employee Self Service or the U.S. Office of Personnel Management (OPM) Form OPM-71.
(6) Leave Type - Since the specific type of leave (i.e., Family Medical Leave Act, Care of Family Member, etc.) was previously approved by the supervisor in ATAAPS or on OPM-71, the employee can just enter:  AL (annual leave), SL (sick leave), etc.
(7) Credit Hours Used - Should reflect the number of hours previously approved using ATAAPS or Form OPM-71.
(8) Total Hours - Should equal total hours worked plus leave used, credit hours used and any earned credit hours.
(9) Submission - Completed logs should be submitted to supervisor at end of each pay period.
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