
Memorandum 
Date:   4/4/19   

To:        Employees of Upper Adams School District    

From: Business Office   

RE: Recording & Entering Sick Leave Absences 

 
ENTERING A SICK LEAVE REQUEST INTO THE ABSENCE TRACKING SYSTEM: 
 
When entering an absence for sick time you are required to follow the time increment schedule that was 
previously made available to you.  The correct time for absence entry is  .25, .5, .75 or whole day into 
your absence request.  Keep in mind, if the correct time increments are not entered into your absence 
request, your available balance will not be accurate.  Entry is based on the time increments. 
  
If the time required to enter for proper calculation is not the actual time that you are taking leave, please 
enter the actual time that you worked in the NOTES TO THE ADMINISTRATOR.  
 
For example, you come to work and an hour later you have to go home sick.  You would have to put a 
whole day sick leave into your absence request.  In the NOTES TO THE ADMINISTRATOR you can put 
the hours that you worked so that it will reflect the time that you were actually here part of the day.  
 
If you need a sub to cover your absence, please use the button to add the sub report time.  
 
USE OF ODD SICK LEAVE BALANCE: 
 
Following the Association contract all sick leave will have to be taken and used in .25, .5, .75 or full day 
increments.  That is going to leave some absence balances with an odd amount of leave that remains 
after the time in the increments.  NOTE:  The odd balances will continue until used for sick leave.   
 

● For example:  You have a sick leave balance of 1.82.  Because your balance is over .75 of a day, 
you will have a left over balance of .07 of a day.   

 
● Another example:  Your sick leave balance is 2.24.  .24 is under the required .25. You may use 

the .24.   
 

NOTE:  If you are using .25, .5, .75 or all day for sick no adjustments are needed.  Refer to the 
time increment sheet provided with this memo. 

 
Each individual’s hours are different. If you are using the odd amount of your balance, please make your 
building principal aware of this as they are your first approvers.  This will eliminate the principal 
questioning your absence time upon the initial approval process.  If needed, you may contact Lois Swope 
to ensure that the correct time is entered at the absence time for these odd increments.  Lois MUST be 
notified of the odd time increment usage after the principal approves the absence, otherwise the program 
will automatically download into the payroll absence module as the corrected increment.  

“Our focus as an Administrative 
Team is decision making based on 
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