SOUTHWEST MINNESOTA STATE UNIVERSITY

Human Resources Internal Procedure

Time and Leave Reporting

Uniform Time Report/Verification of Employment

1. All classified employees are to complete the Uniform Time Report each pay period, sign and submit to their supervisor for signature.   

2. Unclassified employees are to complete the Verification of Employment form each pay period, sign and submit to supervisor for signature. 

3. Uniform Time Reports and Verification of Employment forms are submitted to Human Resources by area offices on a bi-weekly basis.  

Leave Request Form

1. The Leave Request Form is to be used by all classified employees requesting vacation leave, sick leave, comp time, floating holidays, or leave without pay.  Vacation leave, scheduled sick leave, comp time, floating holidays and leave without pay must be requested and approved by the immediate supervisor, in advance.  Unscheduled sick leave should be reported and approved by the immediate supervisor following return from such sick leave.  This form is attached to the employee’s timesheet and submitted to the appropriate office collecting timesheets for Human Resources.   

2. Unclassified employees are to use of the leave Request Form in reporting of sick leave, vacation leave, floating holidays and personal leave.  This form is submitted along with the timesheet to the appropriate office collecting timesheets for Human Resources.  

Leave of Absence Without Pay

1. Any leave of absence without pay for classified employees should be discussed fully with the employee’s supervisor.  A written request specifying the leave dates and reason for the leave of absence should be submitted by the employee and approved by the immediate supervisor.  This written request and approval should be filed with Human Resources and the office submitting the timesheets, so that proper notations can be made on the bi-weekly timesheets.  Reference should be made to appropriate articles in bargaining unit contracts.  

The Uniform Time Report Form, Verification of Employment Form and Leave Request Form are available at no charge from Central Stores.  The are also available at the following Website:  http://www.southweststate.edu/hr/hr_view.cfm?id=7

