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1.0 SCOPE:   

1.1 This procedure discusses the process that is used to allow 
an employee to go out on a leave of absence at 
Sacramento City Unified School District. 

e  u n o f f i c i a l  c o p i e s .  
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7.0 RECORD RETENTION TABLE: 

Identification Storage Retention Disposition Protection

Medical Notes Binders at POA 
desk 

Three years Discard as 
desired 

Access limited to 
HRS Office 
Assistants (POA) 

Leave Request 
and Documents 

None Scanned Discard as 
desired 

Access to 
Human 
Resource 
Services 

 

8.0 REVISION HISTORY: 

Date: Rev. Description of Revision:

12/03/04 A Initial release 

 10/08/07 B Responsibility change  

Approval Authority department name change 
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