
Information  
and Forms 

P
E

R
SO

N
N

E
L

 

Section 13 



Sacramento City Unified School District  Escape Online 

Vacancy Requisitions in Escape Online 
 
A Vacancy Requisition form, indicating the specific requirements for the position, must 
be completed by the site administrator or department manager to authorize Human 
Resources Services to fill any vacancy.  Whether the vacancy is a newly authorized 
position or an existing position that has occurred as a result of an employee transfer, 
termination, retirement, or reassignment, the Vacancy Requisition form establishes the 
vacancy and begins the recruitment process.  The Vacancy Requisition form can be 
printed from the Escape Online system once the position is authorized by Budget 
Services.  The initiator completes the form and then forwards the form to Human 
Resource Services. 
 
 
Overview of How to Prin t a Request to Fill a Vacancy Form in Escape Online 

�x Login to the Escape Online system. 

�x Under Activities, select HR/Payroll �Æ Reports �Æ Admin. 

�x Double-click on the Vacancy Request report - Pos201.  

�x Under the U2 – User OptionsU section of the Request tab, enter a Position Number to 
run a Vacancy Requisition report for a specific position, and click the Go button. 

�x Click on the Printer icon to print the report to your local or network printer. 

�x Select the appropriate printer from the Name drop-down menu, and click the OK 
button.   

�x The Vacancy Request form will start printing to the printer that you selected. 

�x Fill out the requisition form and submit to Human Resources Services. 
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Instructions on How to Prin t a Request to Fill a Vacancy Form in Escape Online 

 
1. From the logged in homepage, click on HR/Payroll and then Reports to expand 

the Reports activity. 
 
 

 
2. Click on Admin to view the HR/Payroll – Reports – Admin List tab as shown 

below. 
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3. Double-click on the Vacancy Requisition - Pos201. 
 
 

 

�o 

�n 

4. Enter a Position Number under the U2 – User OptionsU section of the Request tab 
to run a Vacancy Requisition report for a specific position, and click the Go 
button. 
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Sample Vacancy Requisition Form 
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Human Resource Services 
Per Diem Requisition Notes 

Tips for Successful Per Diem Requisition Processing 

 
 
 
 Complete and accurate Per Diem 

Requisitions will prevent delays in 
processing them. 

 





 

Human Resource Services 
Requisition for Per Diem Personnel 

 
 
For special, short-term, temporary projects or assignments, a Requisition for Per Diem 
Personnel must be completed. The Per Diem Requisition is submitted to the appropriate 
Team Personnel Technician in Human Resource Services for review, approval, and 
forwarding to Budget Services for authorization. Not until Budget has approved the Per 
Diem Requisition can a person work or be paid. In the case of a new employee, Human 
Resource Services staff must arrange for the individual to complete the necessary 
paperwork to establish the individual on the payroll. A Per Diem Timesheet is required to 
authorize payment. 
 
How to Fill Out a Requisition for Per Diem Personnel 
 
Completing this form accurately prevents delays in processing, thus assuring timely 
paychecks for hourly employees. 
 

1 . Work Locat ion  Indicate where the employee(s) will be working.  
      School/department site number. 

2 . Code Enter the work location code. 

3 . T ime Repor t-
ing  Locat ion 

State the time report location code of the site that will be 
submitting the time. 

4 . Date Enter the date when the requisition is created. 

5 . Employee 
Type 

Specify whether the employee is classified or certificated. 

6 . Pos i t ion  T i t le Indicate the employee's position title, such as Teacher, Clerk, 
Counselor, Noon Duty, etc. Only existing position titles may be 
used. 

7 . Pay  Cyc le Enter pay cycle: Classified ............................. Enter M3 
 Certificated ........................... Enter M2 
 Maintenance ........................... Enter S1 

8 . Beg inn ing  
Date 

Specify the beginning date when the employee(s) will start the 
assignment. 

9 . End ing  Date Specify the ending date when the employee(s) will complete 
this assignment. 

10 . Days/Hours Indicate the days or hours the employee(s) will work, such as 
six days or 180 hours per month. 



11. Reason fo r  
Request 



 

EXAMPLE      Human Resource Services 

Requisition for Per Diem Personnel 
 

WORK LOCATION:   1 CODE:      2 TR LOC:   3 
DATE  (mm-dd-yyyy): 

4 
We request the services of the following employees (title, dates, length of assignment, budget code, and reason) are the same. 

EMP   5 CLASS    
TYPE: CERT  POSITION TITLE:   6 PAY CYCLE:      7 

BEGINNING DATE (mm -dd-yyyy):     8 ENDING DATE (mm -dd-yyyy):  9 DAYS / HOURS:  10 

REASON FOR REQUEST:   11 

TO BE FILLED OUT BY REQUESTING PERSONNEL  HUMAN RESOURCE SERVICES USE 
NAME / SSN  %  PAY SALARY  RNG/  



 

EXAMPLE      Human Resource Services 

Requisition for Per Diem Personnel 
Location Code of Submitting time Report 

WORK LOCATION:   Your Location CODE:  Your Loc TR LOC:  �Ï  
DATE  (mm-dd-yyyy): 

Enter 
We request the services of the following employees (title, dates, length of assignment, budget code, and reason) are the same. 

EMP    CLASS �;    
TYPE: CERT  POSITION TITLE:   Instructional Aide  PAY CYCLE:      M3 

BEGINNING DATE (mm -dd-yyyy):   Enter ENDING DATE (mm -dd-yyyy):    Enter DAYS / HOURS: As Needed 

REASON FOR REQUEST:   Additional Hours  

TO BE FILLED OUT BY REQUESTING PERSONNEL  HUMAN RESOURCE SERVICES USE 
NAME / SSN  %  PAY SALARY  RNG/  

ADDRESS / PHONE (REQUIRED ONLY IF NEW) FTE COMMENTS  RATE SCH COL STP 
 
Name / Social Security Number OR PSL Number 

      

       

     



 



 



 

EXAMPLE      Human Resource Services 

Requisition for Per Diem Personnel 
Location Code of Submitting time Report 

WORK LOCATION:   Your Location CODE:  Your Loc TR LOC:  �Ï  
DATE  (mm-dd-yyyy): 

Enter 
We request the services of the following employees (title, dates, length of assignment, budget code, and reason) are the same. 

EMP    CLASS    
TYPE: CERT �;  POSITION TITLE:   Teacher PAY CYCLE:      M2 

BEGINNING DATE (mm -dd-yyyy):   Enter ENDING DATE (mm -dd-yyyy):    Enter DAYS / HOURS:  Days/Hours 

REASON FOR REQUEST:   Curriculum Writing  

TO BE FILLED OUT BY REQUESTING PERSONNEL  HUMAN RESOURCE SERVICES USE 
NAME / SSN  %  PAY SALARY  RNG/  

ADDRESS / PHONE (REQUIRED ONLY IF NEW) FTE COMMENTS  RATE SCH COL STP 
 
Name / Social Security Number OR PSL Number 

      

 
Name / Social Security Number OR PSL Number 

      

 
Name / Social Security Number OR PSL Number 

      

       

       

       

       

       

       

       

       



 

EXAMPLE      Human Resource Services 

Requisition for Per Diem Personnel 
Location Code of Submitting time Report 

WORK LOCATION:   Your Location CODE:  Your Loc TR LOC:  �Ï  
DATE  (mm-dd-yyyy): 

Enter 
We request the services of the following employees (title, dates, length of assignment, budget code, and reason) are the same. 





 

EXAMPLE      Human Resource Services 

Requisition for Per Diem Personnel 
Location Code of Submitting time Report 

WORK LOCATION:   Your Location 



 

Human Resource Services 
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Resignation and Retirement 
SSii ttee  //  DDeeppaarr ttmmeenntt   CChheecckkll iisstt   ooff     

II tteemmss  ttoo  bbee  RReettuurr nneedd  //  NNoott ii ff iiccaatt iioonnss  

Note: 
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HHuummaann  RReessoouurr ccee  SSeerr vviicceess  
Exit Interview Questionnaire 

 (Resignation / Retirement) 

To help maintain the best possible working conditions in the Sacramento City Unified School District, 
please answer the following questions concerning your feelings about your time in the district.  

Employee (Optional):  Date:  

Position:   Year(s) in District:  
 

 

1. Can you tell me why you are leaving? 
 
2. What did you like most about your job? 
 
 What did you like least? 
 
3. What job factors caused you the most stress or frustration? 
 
 What factors led to the most satisfaction? 
 
4. If you are going to a job at another school system, what does that system offer that attracted you? 
 
5. What would you list as the greatest strengths in our school system? 
 
 What suggestions do you have? 
 
 

 

Please rate your answers to the following questions by placing a 
check mark (�9) in the appropriate column. 
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1. The supervision I received was adequate.      

2. I received adequate feedback on my performance and suggestions 
for improvements. 

     

3. I received an adequate amount of supplies to do my job well.      

4. I could express complaints and grievances without fear of 
retaliation. 

     

5. I grew professionally while working in the Sacramento City 
Unified School District. 

     

 Please return completed Exit Interview Questionnaire to:  
Sacramento City USD, Human Resource Services, 5735 47th Avenue, Sacramento, CA 95824. 



 

Human Resource Services

SSeeppaarr aatt iioonn  ooff   EEmmppllooyymmeenntt   CChheecckkll iisstt 
 
 
 

Leaves Employee Benefits Office will send you a letter according to the type of leave. The letter will include 
premium amounts to continue benefits. 

 Family Leave: The district will continue your benefits while on family leave, but you will be 
responsible for any dependent portion. 

 All Other Leaves: You are responsible for all premiums to maintain your health benefits and any 
options. 

 Returning From Leave: If you do not maintain benefits while on leave or you did not continue 
dependent coverage, you must re-enroll upon returning to work. Your benefits will not automatically 
be reactivated. 

Resignation Teachers: 
�ƒ Benefits terminate the last day of the month of termination. 
�ƒ You will be sent a COBRA letter from the Employee Benefits Office to continue your health 

and/or options. 

 





HHuummaann  RReessoouurr ccee  SSeerr vviicceess  

Request for Name Change 
  

 

I wish to change my name as it appears on my records: 
 

From: 

To: 
(As it is to appear on official district records.) 

 

Social Security Number:  





SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
Position Description 

 

TITLE: School Office Manager III CLASSIFICATION: Classified Non-Management 
(SEIU) 

   
SERIES: School Office Manager FLSA: Non-Exempt 

   
POSITION CODE:  WORK YEAR: 242 Days 

   
DEPARTMENT: High School SALARY: C-45 

   
REPORTS TO: Principal BOARD APPROVAL:

BOARD REVISION:
03-15-99 

 
BASIC FUNCTION: 
 
Perform a wide variety of advanced, technical, highly complex secretarial and clerical duties to assist the Principal 
with routine administrative tasks; perform public relations and communication services for the Principal; utilize 
various complex computer programs; and coordinate the work flow of the school office. 
 
REPRESENTATIVE DUTIES: 
 

Coordinate office activities and communications regarding school activities, events and time lines; maintain 
the Principal’s calendar, maintain calendars for other administrative staff; schedule and arrange meetings 
and conferences; screen visitors and phone calls; make travel arrangements; and receive, prioritize and 
distribute mail. 
Communicate with students, parents and the public to explain policies, procedures and regulations related 



School Office Manager III / School Office Manager -- Continued Page 2 
 
REPRESENTATIVE DUTIES:   (continued) 

 
Prepare requisitions for the purchase of supplies and equipment according to established procedures; 
maintain general budgetary and inventory records related to purchases. 
 
Perform related duties as assigned. 
 

TRAINING, EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to: graduation from high school; college level course work preferred; and 
four years of secretarial experience. 

 
SKILLS: 

 
Ability to type 50 words per minute on a computer keyboard; ability to obtain a combined score of 80% on 
a computerized spreadsheet test for a program such as Excel; ability to obtain a combined score of 80% on 
a computerized word processing test for a program such as Word; ability to pass a qualifying clerical test. 

 
KNOWLEDGE AND ABILITIES: 

 
KNOWLEDGE OF: 
School office terminology, practices and procedures. 
Modern office practices, procedures and equipment. 
Record-keeping techniques. 
Receptionist and telephone techniques and etiquette. 
Letter and report writing skills. 
Correct English usage, grammar, spelling, punctuation, and vocabulary. 
Oral and written communication skills. 
Applicable sections of State Education Code and other applicable laws, polices or procedures. 
Interpersonal skills using tact, patience and courtesy. 
District organization, operations, policies, and objectives. 
Operation of a computer and data entry techniques. 
 
ABILITY TO: 
Meet district standards of professional attitude. 
Perform advanced, technical, highly complex secretarial and clerical work to assist the Principal with a 

variety of administrative tasks. 
Learn, interpret, apply, and explain school and district policies, rules and objectives. 
Understand and perform duties within scope of authority. 
Establish and implement office procedures as needed and according to established guidelines. 
Understand and interpret rules and written direction and apply these to specific situations. 
Compose correspondence independently. 
Perform duties effectively with many demands on time and constant interruptions. 
Establish and maintain effective working relationships with others. 
Take notes or minutes and transcribe accurately. 
Operate a variety of office equipment including computers and printers. 
Meet schedules and time lines. 
Plan and organize work. 
Maintain records and prepare reports. 
Work confidentially and with discretion. 
Make arithmetical computations quickly and accurately. 



School Office Manager III / School Office Manager -- Continued Page 3 
 

ABILITY TO:  (continued) 
Communicate effectively both orally and in writing. 
Understand and follow oral and written directions. 
Work independently with little direction and many interruptions. 
 

WORKING CONDITIONS: 
 
SAMPLE ENVIRONMENT: 
School office environment; constant interruptions; excessive intermittent noise. 
 
SAMPLE PHYSICAL ABILITIES: 
Hearing and speaking to exchange information in person and on the telephone; seeing to prepare and 
proofread documents; sitting or standing for extended periods of time; dexterity of hands and fingers to 
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