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OP 4161.01/4261.01/4361.01
REQUESTING LEAVE OR VACATION TIME

A formal system has been developed for employees to request time away from the office. This system provides the County Office with an explanation for an employee’s absence and allows the Human Resources Department to record and charge leave time accurately. The employee’s supervisor must approve each leave or vacation request.

Employees are required to record any absence from work, including out-of-county travel. Falsification of records is a breach of County Superintendent policy and is grounds for disciplinary action, including the possibility of dismissal. In the absence of forms completed by an employee who has been absent, the department director’s information will serve as official record.

The processing and final approval of leave due to job-related injury/illness shall be decided through the Workers’ Compensation process as outlined in OP 4157.1.01, Reporting Job-Related Injuries. 
Purpose:  To maintain accurate records on employee absences.

Timeline:  Anticipated Absence – Notice of five working days is recommended for leave requests, but 24 hours is a minimum except in emergency or special circumstances.
Unanticipated Absence – Employee makes personal contact with supervisor or the department/unit secretary as soon as need for unanticipated leave is known. The employee’s supervisor will immediately enter the time off in AESOP.

Procedures:

1. 
Employee enters requested time off in AESOP.
2. 
Supervisor will approve or disapprove time sequence. 
3. 
Human Resources Department will post dates-off to the employee’s leave record.

4. 
Employee notifies supervisor if a scheduled leave or vacation is changed. 

5. 
If change happens after time has been taken, employee and supervisor will notify Human Resources of this change.  Human Resources will make necessary change to the employee’s leave bank and AESOP.
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