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(a) Submit a request in advance for each occasion to his/her supervisor to make 
up work time lost due to personal obligation. 

(b) Request must be in writing and include when work time will be lost, when 
makeup time will be worked during the same week the personal obligation 
occurs, and employee signature. 

(c) Request can be made up to 4 weeks in advance if personal obligation event is 
known in advance and regularly occurs at a fixed time over a succession of 
weeks. However, makeup time must be performed in the same week that 
work time is lost. 

 

  b.  Authorization 

(1)  Supervisor (or designee) 

(a) Reviews the written request for makeup time. 

(b) If in agreement, grants approval by signing the employee’s written request. 

 

  c.  Reporting 

(1)  Department/Division ensures that approved written request is submitted to the 
Payroll section of the Human Resources Department along with employee’s 
Bi-Weekly Non-Exempt Time and Leave Report for each applicable pay 
period. 

(2)  Makeup time where appropriate will be recorded on Bi-Weekly Non-Exempt 
Time and Leave Report using appropriate pay code. 

 

  d.  Payment 

(1)  Makeup time will be computed as regular rate of pay up to a maximum of 11 
hours in one day. 

(2)  Makeup time will be considered time worked for the purpose of computing 
weekly overtime. 

4. EXCEPTIONS 
Any exception to this policy requires the approval of the Chief Human Resources Officer or 
designee. 
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Make Up Time Request Form 
 
 
 
I request the opportunity to miss ______ hours of scheduled work time on _______________________ 
from ______ am/pm to ______ am/pm because of personal obligations, and to make up this missed work 
time during the same workweek.  I would like to make up the missed work time on 
_____________________________ from ______ am/pm to ______ am/pm.  I understand that Caltech can 
grant or deny my request. 
 
I also understand and agree that I will not be eligible for overtime pay for hours worked past eight and up to 
11 hours on any of the days when I am making up time missed or to be missed during the same workweek, 
but I will receive overtime pay if I work more than 11 hours on a make up day or 40 hours in the same 
workweek. 
 
I have certified that I have read this request, that the information it contains is fully accurate, that Caltech 
has not encouraged or solicited me to take personal time off and make up the missed time, and that I am 
signing and submitting this request on an entirely voluntary basis. 
 
 
 
______ ____________________________________ ____________________________ 
 DATE Employee’s Name Employee’s Signature 
 
 
 
Approval: 
 
 
______ ____________________________________ ____________________________ 
 DATE Supervisor or Designee Name Supervisor or Designee Signature  


