
How to submit 
an Absence 

Request



Where to find the forms
 www.rsccd.edu

 Self-Service

http://www.rsccd.edu/


Choose a Supervisor

From the list…

Or search by name



Academic Job Categories 



FARSSD Update from New Contract 
If Absent for a Portion of the Day, Partial Day absences 

will be calculated and deducted in 30-minute 
increments.

Full Duty Days Missed

This chart does not apply to 
incidental late arrivals.

All full-day absences will be 
deducted at the rate of
8 hours.

All full-week absences will be 
deducted as 5 days (a 
deduction of 40 hours).



Classified - Job Categories

 If you are full time, you should only have one drop down

 If you are part-time, you will have the following options:



Enter Code 1

Choose date of absence

Enter hours (must be 1:00 or 0:30)



How to add additional codes to one request:

Click on Add Code  

This will open another option:



Most used Absence Codes and how they 
are used:

 Vac – Vacation used mainly for fun in 
the sun

 Sick – used when you, the employee, 
are too sick to work

 PRN – used for personal reasons
e.g., kids, parents, running late,
car issues

 MDA – used when employee has a 
doctor or dental appointment  

 FCL – Family Care Leave used for 
taking kids, partner to 
medical/dental appointments

 ESL – Extended Sick Leave or 50% 
pay, used when employee is out on 
an extended leave and has used all 
available sick leave 



Tracking Vacation 
Accruals for Cap



Links to 
RanchoTIME - 
Quick guides 
on leaves, 
accruals, and 
more! 

 https://intranet.rsccd.edu/Accounting
/Payroll/Documents/RanchoTIME%2006
-09-2025%20ACADEMIC-FAC%20FT-
PT.pdf

 https://intranet.rsccd.edu/Accounting
/Payroll/Documents/RanchoTIME%2006
-09-2025%20CL-MGT-SPR-CONF-
ADMIN.pdf
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