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BP 3050:  CODE OF PROFESSIONAL ETHICS

Change is hard and can also be
frustrating (and clunky at first!), but
we ask that everyone lead with
patience and grace in understanding
that we are all working to achieve the
mission of the District. 

We strive to be partners in this forum
and remember to be professional in all
our interactions. 

Feedback is welcome and we commit
ourselves to actively promote honesty,
integrity, respect and care for every
person.

 We strive to ensure a welcoming
environment and endeavor to help
every member of our Jaguar
community feel a strong sense of
appreciation and belonging. 

http://go.boarddocs.com/ca/swccd/Board.nsf/goto?open&id=BRKVBU800095


 Self-Service is the next step in our evolution
towards a full service one-stop-shop experience for
employees (and even has functionality for students!)

Self-Service is so much more than leave accruals –
it is used for tax information, counseling, financial
management, benefits (we are using it now in Open
Enrollment!) and more! 

Moving leaves over to this platform is a necessary
and exciting progression towards the future!

WHAT IS  SELF-
SERVICE AND WHY
ARE WE MOVING
OUR LEAVES? 

WHAT AND WHO



BIGGER THAN JUST LEAVES!



MINDSET-SHIFT  
(SORT-OF) WHAT WE ARE USED TO

Non-academic employees have been requesting their vacation
time via an online system for years.

We are used to telling someone in our department (called a
“timekeeper”) to log our sick time. 

Some areas had employees send the timekeepers an email with
this information (sometimes cc’ing the applicable manager, but

not always!) while some areas accepted a verbal request. 

Self-Service combines sick and vacation requests into one system,
and it eliminates the need for a “timekeeper” - we all do it

ourselves!

 WE NEED TO MIND-SHIFT



From the SWCCD Homepage:
Human Resources            Employee Resources             Leave Documents

REFERENCE GUIDES

https://www.swccd.edu/administration/human-resources/employee-resources.aspx


Employees will receive an email notification upon a final
approval or denial (end state) of their request. 

Employees will not receive an email notification upon
submitting a leave accrual usage request – we can simply
log into our Self-Service portal and see the status of our
request.

Managers/supervisor will receive an email upon their
employee submitting a request. 

NOTIFICATIONS



NOTIFICATIONS -  EMPLOYEE (REQUEST END STATE)



NOTIFICATIONS -  MANAGER (REQUEST SUMITTED)



We are working with IT and Ellucian

(Colleague) to give managers access to enter

time only for employees out on extended

LOAs, but until then, please be patient. 

The Benefits office has a list of all employees

out on medical LOAs, and the necessary

accruals will be deducted via the Colleague

system if needed. 

More to come!

LOGGING HOURS
FOR EMPLOYEES
OUT ON LEAVES

WHAT ABOUT MEDICAL LEAVES?



Modern web experience - works on mobile
devices
Employees will be able to log their own sick
leave
Employees can “unsubmit” an approved leave
directly – no more form and wait time!
System will not allow submissions in excess
of specific accrual banks, so it has built in fail
safes 
All requests will be listed which helps
employees not submit duplicate request
and/or getting stuck if they run out of hours
in a specific plan
Batch approvals - Managers can select all the
requests for an employee review & approve
them all at once

SELF-SERVICE “PROS”



WHAT ABOUT THE TIMEKEEPERS?

There are no timekeeper duties in Self-
Service – so that role does not exist! Each
employee is responsible for entering
their own accrual usage request. As a
result, XATK is no longer active, along
with any related timekeeping functions.

Leave reports were not a part of Web
Advisor’s features. HR allowed access to
“timekeepers” as it was the only way for
managers to see if their employee had
requested to log their sick leave accruals. 

Self-Service has built-in functionality
that allows managers to see the
employees’ total leave history – just apply
the filters!



Visit the EMPLOYEE RESOURCES page
often - we are adding FAQs all the time!

All technical questions about Self-Service
can be routed to: 

Jason Abel
Systems Architect
Institutional Technology
jabel@swccd.edu

Inquiries about Sick Leave Balances:
Responsible Payroll Technician

Inquiries about Vacation Leave Balances:
Responsible HR Specialist

QUESTIONS -  CHECK YOUR RESOURCES OFTEN!

https://www.swccd.edu/administration/human-resources/employee-resources.aspx
mailto:jabel@swccd.edu
https://www.swccd.edu/administration/business-and-financial-affairs/payroll/
https://www.swccd.edu/administration/human-resources/hr-staff-directory.aspx


THANK YOU FOR YOUR PARTNERSHIP!


