
HOW TO EFFECTIVELY
USE TIME OFF IN LIEU



Time off in lieu lets employees take
paid leave instead of overtime pay,
helping balance work and rest.
When used right, it boosts morale,
avoids burnout, and keeps teams
productive. This guide shows how to
manage it effectively for everyone’s
benefit.
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Promote Work-Life
Balance

Set Clear Policies and
Eligibility Rules

Track Hours
Accurately

Define who qualifies, how time
off in lieu is earned, and when it
can be taken to ensure
transparency and fairness.

Use reliable tools to monitor
overtime and time off,
preventing misuse and
ensuring compliance.

Encourage employees to use
TOIL regularly to reduce
burnout and maintain
productivity.
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When implemented with clear policies and accurate
tracking, time off in lieu can be a powerful tool for
supporting employee well-being without sacrificing
productivity. By encouraging its proper use, organizations
can build a healthier, more engaged workforce.
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