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Workday configuration
guide: intermittent leave
and time off plans

GETTING STARTED
When a worker returns from a medical Leave of Absence (LoA), there may be
further doctor or physical therapy appointments required that are related to
the reason for their LoA. Since the business process for starting and ending a
LoA is much more cumbersome than the process for a worker taking time off,
it is recommended you configure a time off plan to track these appointments.
The time off plan is associated with the leave type in Workday to track time
against the same entitlement.
This guide is intended to provide details for configuring leave types and time
off plans in Workday to accommodate intermittent leave functionality.
Intermittent Leave is time taken in separate blocks of time for a single illness
or injury. This may be used to account for:
• A worker returning to work after a leave in a part-time status.
• To account for follow-up doctor appointments after a worker returns
from leave.
Coordinating a leave and time off accounts for this time and they work against
the same entitlement amount of days and hours.

Breaking down the basics
Before we dive into how to accomplish this, let’s start with establishing
how leave and time off work.
1. A leave type is used to indicate the time a worker is on leave and the
entitlement of days and hours allowed are counted against this leave.
2. An intermittent time off plan can be used to account for the doctor
appointments and other similar needs when a worker has returned to
work. The time they take is counted against the leave balance.
3. It’s important to note:
• The leave type and time off plan must use the same unit of time.
• You can associate the time off plan with only one leave type.
• Time off requests are subject to the eligibility rules on the leave type.
• Workday will reduce a worker’s leave balance by the sum of the leave
days and time off taken.

A functional overview:
intermittent leave and time off
You’re looking to create a new regulatory medical leave type and intermittent time
off plan with the goal of associating the two together. Examples of this include:
1. Creating a medical leave type for Canadian employees that meets the following
requirements:
• It is associated with the regulatory leave family.
• Does not allow the request to be approved if the amount of leave requested
exceeds the entitlement balance (LOA validation rule).
• The leave must be requested in days not hours.
• The maximum leave entitlement per event is 60 days.
2. Creating an intermittent leave time off plan that meets the following requirements:
• No balance tracking is required.
• Days included in a time off request should be weekdays only (i.e. Monday–Friday).
• Can be entered through time off only and not time tracking.
• The unit of time is in days only.
• The period schedule is monthly.

Step-by-step guide on
creating the leave type
and time off plan
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Create Leave Type =
‘1-Medical Leave’
under Leave Family =
‘1-Regulatory Leave’.
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Create a Time Off Type for
1-Intermittent Medical.
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Create a Time off for
1-Intermittent Medical.
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Create a Time off for
1-Intermittent Medical Plan.
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Associate the Medical Leave
Type with the Intermittent
Medical Time Off.

6

Verify that the Eligibility
Rules and Validations
Defined for the Medical Leave
are automatically inherited
by the Intermittent Time Off.

Have questions?
We’re here to help.
Get in touch with our Workday experts at
workday.solutions@alight.com.
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