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¶ Classified and non-exempt (hourly) employees who expect to work more than the 
standard number of hours should seek advance approval from their supervisor for 
overtime or compensatory time. 

¶ Employees must continue to request advance approval for annual or sick leave. 
Requests for annual and sick leave shall be made through Workday unless otherwise 
directed by the supervisor. 

¶ Complete job duties and responsibilities as if on campus. Work and maintain 
productivity, performance, communication and responsiveness to ensure business 
operations are continuing. This includes remaining available to participate in telephone 
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