Procedure

Procedure 5.1202

Absence Report Procedure

Absences from work must be charged to the appropriate leave account and reported by
completing the Absence Report for Professional Staff and Faculty or the Time
Sheet/Absence Report for Custodian, Maintenance, Clerical and Technical Staff.
Record all absences by the hour, the half-hour, or in fifteen-minute increments.
Absences are to be approved in advance except in cases of unforeseen circumstances
and should be approved by whatever means the supervisor deems acceptable.
Absences are tracked on a monthly basis and supervisors are responsible for
submitting to the appropriate department indicated on the Absence Report by the 5th of
the following month. If the 5th day of the month falls on a weekend or holiday, Absence
Reports are due the following business day. Leave time is deducted during the payroll
process in the month following the dates the leave was taken.

In situations where a known or projected absence within the current month will result in
the employee’s available leave balance becoming negative, the College may apply
Leave Without Pay (LWOP) within the month the leave occurred rather than deferring
the adjustment until the subsequent payroll processing cycle. This ensures accurate
leave accounting and prevents the carryforward of negative leave balances.
Supervisors should communicate such situations in advance to Human Resources and
Payroll Department to ensure timely and accurate payroll processing.
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