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Centreli is currently used by many of us to work and keep track of data. But did you know that
when you sync your Basecamp users, all of their contact information shows in our tool's
employee directory, allowing you to quickly access employee information? See this video to
learn more about the Time Tracking_Software for Remote Employees.
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A STEP-BY-STEP GUIDE
FOR MANAGING LEAVE
FOR REMOTE WORKERS

STEP 1

1.Create and document your policy

Employees may be more flexible
M’ with their schedules if they work
from home, which can benefit your
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organization. It does, however,
necessitate a higher level of
confidence and verification. .

STEP 2

2. Communicate your policy

Include your policy in your
employee handbook without a
doubt. Make the new policy
known and make it simple for
your personnel to evaluate it.

STEP 3

3. Use PTO tracking software

Automated timekeeping with PTO tracking
is a must. Especially if PTO increases with
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e—— tenure or hours worked. Certainly,
. “ calculating it with spreadsheets is difficult.
n;; Many small businesses turn to Excel
spreadsheets for PTO. Managers enter
attendance data into spreadsheets.

STEP 4
4.Apply the policy consistently

Ascertain that supervisors are aware that
all requests must be approved equitably.
Take necessary action if you detect
management favoring one employee
over another, Other workers will notice,
and it will not be pleasant.

https://www.centreli.com/paid-time-off
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