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      FLSA Exempt


Management / Executive / Prosecuting Attorney Employee


    Request for Professional Recognition Leave


Definition of Professional Recognition Leave:
An employee may be awarded leave with pay by a Director or supervisor in recognition of outstanding achievement or performance under Rule 4-30-040, which may take the form of:

a. Extraordinary performance of work outside normal work hours by employees working a professional workweek who do not qualify for overtime compensation;  or

b. Other achievement or performance determined by the Director or supervisor that makes an outstanding contribution to agency goals and objectives.

Recognition leave may not exceed 80 hours in a fiscal year.  This leave is not an entitlement, is not to be automatically granted at the beginning of a fiscal year, and is to be judiciously awarded.  It is compensable only in the form of leave, and must be used by the end of the fiscal year or forfeited.  Remaining hours are not paid out at time of termination.

Central Payroll will create a Professional Recognition Leave Bank for this employee upon receipt of this completed and signed form.  This bank will not show up on the employee’s TAR or remuneration statement.
Prosecuting Attorneys:  May be awarded up to four weeks (see contract).

Date:


Employee Name:


Total hours being awarded:
Professional Recognition Leave is being requested for the above employee for the following reason:

Supervisor’s or Director’s signature: ________________________________________ 
Title:

PLEASE PRINT NAME: __________________________________________________
Work #:

Codes to be used on Timesheet:
PRØ1 (Prof. Recog. Leave),  PRØ2 (Prof. Recog. Leave FMLA)  or





PRØ3 (Prof.Recog.Leave OFLA)

FOR PAYROLL USE ONLY 

Request Processed:  ________________________________ 
Confirming e-mails sent:  ___________
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