
SICK LEAVE AND VACATION RECORDS 
 

Support Staff (non-exempt) will submit the sick leave and vacation record reports through 
administrative channels to the Business Office as part of the submission of the bi-weekly Time 
Report.  Administrative or exempt personnel will submit a report of sick leave, vacation and 
personal leave.  These reports are due to the immediate supervisor by the 10th day of the 
following month after the absence occurs. 
 


