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RECORDING OF ATT ENDANCE AND LEAVE

11,e Registrar, for the purpose of es tablishing a sys tem for recording attendance and leave, pursuant to
section 3.2 of Presiden tia l Directive lCC/PRESD/G/2003/001, promulgate s the followi ng:

Section 1

Gene ral

1.1 11,e provisions of this Administrative Instruction shall apply to all staff members on fixed-term
appo intments.

Section 2

Roles and responsibiliti es

2.1 11,e immecliate supervi sor shall designate a time administrator who, under the supervisor' s authority,
shall:

a) Assist in verifying attendance and compliance with working hours of staff members within the
section oruni t and inform the supervisor of any unexp lained absences;

b) Record absences, overtime and night differential in the Court's Enterprise Resource Planning
system ( SAP);

c) Prepare reports on attendance and overtime for certification by the supervisor;

d) Ensure that any absence of a staff member on certified sick leave, emergency leave, annual
leave, compensa tory time off and home leave is su pported by the appropriate report form, signed by the
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staff mem ber and his or her immediate supervisor, or by the appropriate completed work proced ure in
SAP, and that periods of certified sick leave have been confirmed by the Cour t's Medical Officer;

e) Coordinate with the Human Resources Section to ensure proper attenda nce and leave
record ing;

f) Keep all relevan t records.

2.2 A staff member sha ll:

a) In form his or her immed ia te su pervisor and/or time ad minis tra tor of any absence;

b) Obtain written au tho riza tion from his or he r su pervisor, or his or her de signee, by means
of a leave request form before taking an nual leave. If no such au thoriza tion has bee n given in
ad vance, the absence mill' be conside red un authorized absence in accorda nce with Staff Rule
105.5;

c) In the event of change in the leave pe riod requested, submit the d uly completed leave
form to the time ad ministrat or, or complete the appropriate work procedure in SAP, on the da y
of retu rn to wo rk;

d) Comply wi th the requirem en ts im posed by the applicable ru les and proced u res on leave
and submit the approp riate me dical cert ifica tes or me dica l repor ts to suppo rt a request for
certified sick leave in acco rdance with Ad min istra tive Instruction ICC/AI/201l /005 on Cer tified
Sick Leave and Emergency Leave.

2.3 The immedia te su perv iso r, or his or her de signee, shall:

a ) Prom pt ly certify repor ts on a ttendance, night d ifferen tial, compensatory tim e off and
overtime work, an d sign indi vid ual ann ua l leave, certified sick leave and eme rgency leave repor t
forms, or complete the appropriate work proced u re in SAP;

b) Ensu re tha t a ll reports and any su pporting documentation are ad equa tely maintai ned ;

c) Promptly inform the Hu man Resou rces Section of any une xplained absence or extended
sick leave on the pa rt of staff In embers under hi s or her su pervision.

2.-1 TIle Huma n Resou rces Section shall:

a) Ensure tha t the requisite mecha nisms are in p lace th rougho u t the Court for effecti ve
internal control of atte nd ance and recordin g of nigh t d ifferen tia l, compensa tory tim e off and
over time, travel time and ad ministra tion of leave entitlements;

b) Coordi nate Cour t-w ide activi ties on a ttendance and leave issues;

c) Provide su pport to time administra tors, su perv isors and sta ff mem bers on matters of
attenda nce and leave;
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Section 3

Com puta tion

3.1 a) For the purposes of the Admin istra tive Instruction, and with the except ion of ca lcu la ting
com pensatory time off, absence from wo rk of tw o (2) hou rs or longer and lip to fou r (-I-) hou rs sha ll be
counted as one half (1/2) da y; absence of more tha n four hours sha ll be counted as one (1) full day.

b) Authorised absence of less than two hours which is mad e up by the staff mem ber at a
time mutually agreeab le to the staff member and the su pervisor need not be recorded .

3.2 Absence on ann ua l leave, certified sick leave an d eme rgency leave shall be calculated in units of
days and half da ys. Compensatory tim e off shall be calcu lated in un its of quarte rs of an hou r.

A 1l1111al lellPe

3.3 Pursu ant to staff ru le 105.2, staff members on fixed-te rm appo intments shall accrue annual leave
at the rate of two and a hal f working days for each fu ll calendar month of service. Annua l leave ma y be
accumulated, p rovided that not more than 60 days of suc h leave are ca rried forward beyond 1 Janu ary of
any year. Any leave in excess of 60 days wi ll be auto matically forfeited and the balance will be reset as at

1 January.

3...J. When service comme nces after the first wo rking da y of a month, including officia l holida ys of the
Cour t, staff members shall be credit ed for the pro-ra ta portion of the full en titlemen t that the number of
completed working days bears to the ave rage number of working da ys per month, i.e. 21.75, roun ded off
to the near est hal f da y. The followi ng formula shall app ly:

A = (B/21.75) x 2.5

Whe re:
A is the annua l leave accrua l, to be rounded off to the nearest half day; and
B is the total number of actua l completed wo rking da ys durin g the month.

3.5 TIle same calculation for accrual of annual lea ve un der section 3...J. ap plies w hen staff member s
separa te from ser vice before the last worki ng day of a ca lendar month.

3.6 Staff members on pa rt-time employme nt accrue an nua l leave pro rata, as se t ou t in section 10 of
Adm inistra tive Instruction lCC/AI/2008/006 on Par t-time Emp loyment of Staff Members.

Sick leape

3.7 Sick leave shall be computed and recorded o n a calendar-month basis to allow compu ta tion
under section 3.9.
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3.8 Sta ff members ap poi nted for less than one yeilr sha ll be credited tw o days of sick leave per mon th
a t the beginn ing of the appoin tment on the basis of the length of their per iod of app ointment. Shou ld
separation occur before the end of expira tion of the appointment . sick leave cred its sha ll be recalcula ted
on the basis of actual peri od of service.

3.9. The following shall apply in a ll othe r cases:

a ) 11,e consecu tive periods refer red to in staff ru les 106.4 (b)(ii) and 106.4 (b)(iii) shall be
coun ted on the basis of ca lendar months and sha ll end on the last da y of each successive twelfth
(12) or forty-eight h (48) month, as appropriate . Such period s shall be counted as runni ng period s
covering the preced ing eleven (11) mon ths or forty-seven (47) months, respe ctively, p lus the
mon th in which fu rther sick leave is calcula ted and granted :

b) If any of the consecutive per iods referred to in staff rules 106.4 (b)(ii) and 106.4 (b)(iii) is
in terru pted by full periods of more than twent y (20) consecu tive working da ys of specia l leave
wi th partia l pay or without pay, it shall be extended by the same period ;

c) A staff member' s sick leave entitlemen t shall be exhausted wh en the total nu mb er of
working da ys on sick leave in an y of the consec u tive periods referred to in staff ru les 106A (b)(ii)
and 106.4 (b)(iii) reaches the maximum en titlement, either on ful l payor on half pay.

cl) TIle staff member' s en titlement, either on full payor on half pay, will ar ise again when,
in a success ive pe riod of twe lve (12) or forty-eight (-l8) calendar mon ths, as appropri ate , the
am ount of sick leave granted falls be low the staff member's maximu m entitlement. \rVith the
passing of each month, it is possible for the entitlement to sick leave on full payor on half pay to
accrue again as the time bracket of the entitlement (twe lvetl Z) or forty-eight (48) mo nths) moves
ahead.

3.10 In case of exten sion of the appoi ntment, the sick leave entitlements will be recalcu lated as of the
beginning of the in itia l appoin tment on the basis of the duration of the entire appointmen t pe riod .

Travel time on home leave or/amily visit

3.11 For tra vel on both the ou tward and the retu rn journey on home leave or family visit staff
member s sha ll be granted a fixed amount of trave l time not chargea ble to an nua l leave, subject to
gu ide lines established by the Registrar, in consu ltatio n with the Prosecut or .

Section 4

Spedal provisions

-l.I \rVhen it is decid ed by the Regist ra r, in consu lta tion with the Prosecut or, that severe weather or
other emergency condit ions warrant a release of mo st or all staff, the resu lting absence from work shall
not be charged to an nua l leave or other leave. Sta ff members who were absent from work with
authorization shall not receive add itional leave time as a result of the release of staff who would
otherwise be p resen t <i t work.
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4.2 A staff member serving jury duty in his or her home country shall be granted special leave with pay in
units of full da ys or half days as certified by the court. Outside court appearance on behalf of the International
Criminal Court shall be record ed as absence on official business. Cour t ap pearance as a party in the staff
member's persona l capacity and not on behalf of the International Criminal Court shall be charged to annual
leave to the extent possible and thereafter to special leave wi thout pay. For court appearance as a witness in the

staff member's personal capacity, the Registrar or Prosecutor, as appropriate, upon the recommendation of the
Human Resources Section shall decide whether the absence is to be charged to annual leave or special leave
without pay, or special leave with pay, depending on the circumstances of the case.

Section 5

Internal transfer and se pa ration

5.1 Upo n transfer of a staff mem ber from one organ, di vision or section to ano ther with a different allocated

time administrator, the releasing organ, division or sec tion shall ensure that all relevant attendance records are
transferred to the receiving office and the former supervisor of d,e staff member shall certify the ann ua l leave and
sick leave balances as of the effective date of transfer.

5.2. Upon separation from service of a staff member, tile releasing organ, division or section shall ensure
that the attenda nce record s of the staff member are complete, and that the Court's SAP, has been fully updated so
as to allow the necessary adjustments to be made in the final pay of the former staff member. The updated leave
records shall be transferred to the Human Resources Section to be archived with the Official Status file of the

former staff member.

Section 6

Final p ro visions

6.1 The present ad ministrative instruction sha ll en ter into force on 25 July 2011.

~c:::)L
Si lvana Arbia

Regis trar
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