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How to submit a Time Off Request 

Myself / Time Off / Request Time Off 
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Enter your start and end date and the number of hours.  There is an option to leave 

comments and to request a response by date. 
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When your supervisor approves or denies a request, you will receive an email notifying you of such.  See example of 

an Approved request below. 
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Below is an example of the email your supervisor will receive when you submit a request: 

 

 

 

 

 

 



8 
 

TIME OFF POLICY OPTIONS 
 

STAFF (Hourly Employees): 
 

 Personal / Sick: available in quarter hour increments. 

 Vacation: available in quarter hour increments; please provide 2 weeks-notice for extended periods of a week or 
more. 

 
Note: Vacation is accrued at the end of each pay period and becomes available to use at the beginning of the next 
pay period. 
 

ADMINISTRATION (Salaried Employees): 

 Vacation: Please provide 2 weeks-notice 

/about/working-daemen/employee-forms

