




Time, Attendance & Travel- BSB 0104-23 R9 

NCDOL policy also states that, "Approval and continued use of a flextime 
schedule is subject to the work needs of the work unit and an employee 
performing at the Meets Expectations or above performance level with a good 

attendance record. "Flextime" does not mean the Supervisor should allow the 
employee to determine what hours he/she will work on any given day or any 
given workweek." 

4.1 Work From Home 

Working from home is a privilege, not a right. An employee that is meeting or 
exceeding performance expectations in all areas of their workplan and is not on 
any active documented counseling, performance improvement plan, or 
disciplinary action is eligible to work from home as set forth in this policy. All 
duties performed in the office, with the exception of print and mail, should be 
accomplished while working from home. 

4.1.1 An employee may work from home no more than two (2) days within one 
week. 

4 .1.2 All work from home days must be approved by the supervisor. 

4.1.2.1 Working from home must be noted on the Boiler Safety Bureau 
shared calendars. 

4.1.3 In the event of Adverse Weather, the employee may work from home with 
the approval of the Supervisor. Adverse weather days will not count 
toward the two (2) work from home days permitted in this section. 

4.1.4 Work from home days may be revised or terminated at any time. 

4.2 Leave Notification 

Except in an emergency, all leave shall be approved in advance by the Supervisor. 
The requested leave shall be documented on a Leave Request Form (Attachment 
1) and submitted electronically to the Supervisor before the leave is taken, but in
no case later than seventy-two (72) hours after returning to work.

4.3 Overtime/Compensatory Time 

The Bureau standard work week is from Saturday through Friday. Every attempt 
should be made to keep the work week to 40 hours and avoid overtime. All 
overtime must be approved in advance by the Supervisor. If longer than normal 
days are worked at the beginning of the week, the employee should adjust their 
schedule for the remainder of the week to avoid overtime. 

Division/Bureau: St2",dc'"□ S and I 

Document Name: Beiler Po'.icy 0104-23 

�,dcption date: 01/27/2017 

Revision date: 06/12/2023 

Page3of5 








