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County of San Bernardino

eTIME ABSENCE REQUEST FOR

EMPLOYEES ON ASSIGNMENT

TO VACANT HIGHER LEVEL POSITION (AVHP)


The eTime Absence Request is used to notify EMACS-Payroll when an employee who is on an Assignment to Vacant Higher Level Position (AVHP) and requests to use available leave balances that is not valid for the higher level position.

REFERENCES

Current County Memoranda of Understanding (MOU)

	FORMS REQUIRED
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	All


General Information

The eTime Absence Request for Employees on Assignment to Vacant Higher Level Position form is only to be used by employees submitting time via eTime.

The eTime Absence Assignment to Vacant Higher Level Position must be used when an employees wants to use a TRC code that will not be allowed by eTime while on the higher assignment.  

Note: The only types of leave that may be used on the Request are comp time, annual and admin leave
When an employee wants to use their comp, annual or admin leave they must complete an eTime absence request.  The employee must list the exact date the leave is being used and the number of hours to be used. The employee must not code these hours on the eTime panel but they are required to list the hours submitted through eTime.  The form must be signed by the employee and supervisor and forwarded to EMACS-Payroll no later then the supervisor deadline.

EMACS-Payroll will manually code the eTime Absence Request hours on paylines once the approved eTime Absence request is received.

PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure the employee’s eTime Time Entry has been reduced by hours listed on the eTime Absence Request

· Verify that the employee has the available leave time on the system 

· Verify that the correct TRC Codes are used

· Ensure appropriate signatures are provided

· Retain copy for department file

· Forward to EMACS-Payroll

Deadlines

Refer to eTime Supervisor deadline
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