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Work Instruction on REQUESTING TIME OFF

IM-WI-001	 	 Revision 1.1.	     	Revision Date: 7.13.26		Issue Date: 01/05/26

1. Purpose
The purpose of this work instruction is to provide clear and consistent guidance to employees on the proper procedure for requesting time off. This ensures that all requests are submitted in a timely manner, accurately documented, and reviewed in accordance with organizational policies, enabling effective workforce planning and uninterrupted business operations

2. Scope: This work instruction applies to all staff who intend to request time off, including but not limited to vacation, sick leave, and other forms of planned and unplanned absences. It covers the submission process, approval workflow, and general expectations for communication and notice periods. This instruction does not cover unplanned absences such as bereavement and short-term or long-term disability.

3. Applicability
This procedure applies to Infrastructure Management (IM) full-time, seasonal, and temporary workers.

4. Effective Date and Date Reviewed/Updated
This procedure went into effect on July 13, 2026. 

5. Procedure
a.  Employee ensures the sufficient leave is available for the requested time off period.
b.  Employee submits requests in accordance with required notice periods:
		i. Routine vacation days: minimum of 1 business days’ notice.
ii. The number of days’ notice is to be equal to or greater than the number of days requested off. i.e., if requesting 5 days, a minimum of 5 business days’ notice is required.
iii. For exceptions or short-notice requests, consult with your manager prior to submission.
c. Minimum requirements for a time off request
i. Employees must have a positive balance of hours/days to take time off. 
ii. It is against lab policy to take time off unpaid. 

d. Employee submits Request for approval via Outlook calendar. 
i. Enter your request in the Outlook calendar (ISD FM calendar) in appropriate time slot area (Vacation. Floating holiday top portion, Family Sick or Sick bottom portion.
ii. As you enter your requested time (example: last name – request type) then add Facilities Program Group Leader to “invitee” up on top tab area.
iii. The IM Facilities Program Group Leader will receive the request and check against existing time off approved for the team. 
iiii. If approved, the IM Facilities Program Group Leader responsible for maintaining time off records will submit the approval to the IM Admin to add the time to the IM Tracker.
f. Discuss any critical tasks or coverage necessary during your absence with the IM Facilities Program Group Leader responsible for field coverage.
g. Notify any relevant stakeholders, (SOC, Tenants, other IMs) of your planned absence, if applicable. Along with updating your out-of-office message to match the intended absence and turn on the Out-of-Office calendar notice for other employees who might want to send an invite to your calendar for the days absent.
		
6. Definitions
Fermilab is the physical site and property that is the Fermi National Accelerator Laboratory.
Fermi Forward Discovery Group, LLC is the operator and manager of the Fermi National Accelerator Laboratory under Department of Energy Prime Contract No. 89243024CSC000002 and is the principal employer of personnel working at Fermilab.

7. Owner and Subject Matter Experts
IM Facilities Program Group Leader is the owner of this procedure. 

Note: ownership of lab-wide procedures may be delegated by the ALD/Senior/Office/Project Director only with approval of the Policy Oversight Board; otherwise, the owner of a lab-wide procedure (procedures that impact individuals outside a specific Division/Office/Project) should be the relevant owner.
IM Facilities Program Group Leader is responsible for reviewing, updating, and communicating changes to this procedure.

8. Review Cycle
This procedure shall be reviewed every 2 years.

9. Communication Plan 
This procedure will be communicated by IM Facilities Program Group Leader to all IM staff during onboarding. This Policy shall be available on the IM Teams Page. IM Facilities Program Leader is responsible for communication of this policy.
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