
 
 
 

 
LOGGING AN ABSENCE/LEAVE REQUEST ON THE WEB 

 
 Go to Burnaby School Districts home page at https://burnabyschools.ca/  
 Select the “Staff” Tab located at the top of the page and then click on the  
 “Absence Logging” link near the bottom of the page.  
 At “Login” screen, enter the User ID, tab and enter password that have 
 been assigned to you, then click  on the “Login” Button.  (If you do not have a 
 user name and password – please contact the Human Resources at 
      (604-296-6900 Extension 661071) 
 
On the “My Absences” tab, click on “Time & Attendance” and select “Enter 
Absence”. 
 

 
 
 
This will take you to the first screen of “Absence Entry”.  Here is where you will choose 
the reason for; length of and dates of your absence.   

A HELP document is 
available with step by 
step instructions on 
how to log an absence. 
Click on the ‘?’ icon.  



 

 
 
 



 

 
 
 
 
 
Replacement Details 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Employee Search 
 

 
 
 
 
 
 
 
 
 
 
 
Replacement Schedule 
 
If you selected the option to enter a different replacement schedule, you will be taken to 
this screen to make adjustments.  You will click on the ‘Date’ Link to make adjustments.  
If you do not need a replacement for all the days of your absence, you may unselect the 
appropriate days by clicking in the appropriate boxes.  The check mark will disappear 
indicating that the replacement employee will NOT be dispatched for those dates. 
 
 
 
 
 

Click the NEXT button to move to the next page. 



Dispatch Details 
 
If you are a teacher and you need a replacement employee, you will need to choose the 
Subjects and Levels you require coverage.  Use your mouse to click the drop-down 
menu under both the Subject and Level columns to list the available choices.  Not all the 
subjects may appear in this window, so use your scrollbar to move down through the list.  
It is very important you enter the Subjects in your priority order, with the first Subject 
being your most important or greatest FTE subject area. 
 
 
 

 
 
 
 
 
 
 
 



If the absence you are logging requires a Leave of Absence Request – the form will 
automatically be generated at this point.   Please complete the pertinent information 
required and proceed to next screen. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Summary Page 
 
You are now at the end of the Absence/Leave Request entry process.  The choices you 
have made will be listed on this page. If everything is correct click the Submit Absence 
Button.  If you wish to make changes, click the Previous link to move back through the 
pages.  You can also click the Restart link to return to the first page of Absence Entry 
and begin the process again.  Remember that the Restart option erases all of your 
choices made previously. 
 
 

 
 
 
 



Confirmation Screen 
 
Congratulations!  You have successfully submitted your absence/leave request.  You will 
see a Job ID number displayed at the top of this page.  You will need this number to 
make inquiries/changes or cancellations to your absence/leave request through the View 
/ Change option.  Once your absence has been dispatched you can inquire about your 
replacement by going into View / Change.  Clicking on the Job ID number will allow the 
name of your replacement employee to appear. 
 
 
 

 
 
 
 
You will receive e-mail confirmation via your Burnaby School District Outlook email 
account when your leave request has been processed. 
 
 
 
 
 
 
 


