REMINDERS FOR RECORDKEEPING ON TIME OFF EMPLOYEE REQUEST

All employees, with the exception of teachers, will submit a Time Off Request on
Skyward.

Employees using Frontline to request a SUB will continue to do so.

Time Off balances will not be posted on Frontline.

It is the employee’s responsibility to forward a copy of the approved request to their
campus/department designee for recordkeeping on the employee file.

Paper submissions to the payroll department will no longer be submitted for processing.
Attachments must be submitted when needed for support on the requested TIME OFF.
(i.e. Jury Duty, Bereavement, and School Business.) It is the record-keeper’s
responsibility to ensure correct documentation is submitted.

Do refer to district policy DEC(LOCAL) for approved categories of “immediate family.”
It is the employee’s responsibility to know where they stand on leave balance. Once
leave is exhausted, docks will be processed according to the employees’ pay whether it

be daily or hourly.




