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Arriving early helps you start the 
day calmly and confidently. 
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APPENDIX F 
 
FRONTLINE Electronic Time Sheets – SUBSTITUTES 

This document includes instructions on how to input your “time worked” using an electronic timesheet 
in the Frontline application. The steps to record your time include inputting, saving and submitting your 
time for “Payment Approval”. 

When you fill a vacancy in Frontline, blank time sheets are automatically created in Frontline’s Time & 
Attendance module. Record your time worked by accessing the “Time and Attendance module. 

1. Login to Frontline. 
2. In the upper left corner of your screen click on Time and Attendance from the dropdown menu. 
 

 
  
 
3. Click the Time Sheet button. 
4. Click the blue banner for the day you are inputting time. If a time sheet does not appear for the 
date you filled a vacancy, click the “Actions” button and “Add Timesheet” and select the date and 
location. (Please notify the contact person listed at the bottom of these instructions if your timesheet is 
not being automatically created each day.) 
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5. Select “Duration” from the Time Events dropdown. Input the total time worked for the day. 
6. Click “Save Changes”. 
7. Click Submit. Select the timesheets you are submitting and click Continue. 
  

 
 
Note: You may submit your timesheets each day or

pproval. All time must be input, saved and submit

.  Check the box “Certifying the timesheets a

 wait until the end of the week to submit your time for 
a ted by the pay period due date. 
 
8 re true” and click “Submit Timesheets”. 
 

 
 
If you have any questions, please contact leaveaccounting@scoe.net 
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APPENDIX G 
 
Frontline – Canceling a Job and Entering Sick Leave 

Substitute employees who work more than 30 days at SCOE during the fiscal year will accrue sick 
leave at the rate of 1 hour per 30 hours worked. Employees are eligible to use accrued sick leave 
after 90 days of employment. The maximum sick leave accrual and yearly usage is 40 hours per 
fiscal year. Sick leave balances carry over from year to year but cannot exceed 80 hours.  

To use sick leave, you must have a sick leave balance, meet the eligibility requirements and have 
filled a job in Frontline.  

Canceling a job due to sick: 

1. In Absence Management, go to “Scheduled Jobs”. Click “Cancel”. Choose “Sick” as the 
cancellation reason.  This action cancels your substitute job and generates a timesheet in Time and 
Attendance.  
 

 
 

 
 
2. Go to Time and Attendance to submit your timesheet for approval. 
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Please Note: 

• You may not be able to cancel your job if the date/timeframe is too close to the job’s start 
time. 
• You will not be able to cancel using the cancellation reason “Sick” if you do not have a sick 
balance and are ineligible to use sick leave.  
 

To view your your sick balance: 

1. Go to Time and Attendance and click “Reports”. 
2. Click “Leave Balance. 
3. If you have a balance and your “End of Wait Period” date on or before today’s date, you can 
use sick leave as your cancellation reason. 
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If you have any questions, please contact leaveaccounting@scoe.net 
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APPENDIX H 
 

SACRAMENTO COUNTY OFFICE OF EDUCATION 
School Sites 

Location and Contact Information 
Special Education Sites for Students with Behavioral and Emotional Support needs 

Site Site Address 
School Secretary 
Phone Numbers 

Leo A. Palmiter Jr./Sr. High School 2040 Ethan Way 
Sacramento, CA 95825 

916-228-2020 
 

Cyril Spinelli Elementary 3401 Scotland Drive 
Antelope, CA  95843 

916-228-3395 

Special Education Sites for Students with Extensive Support Needs 

Site Site Address 
School Secretary 
Phone Numbers 

Cal State University, Sacramento (CSUS)  6000 J Street (Between  
Lot 4B & 7A  

916-228-3395 

Center High School 3111 Center Court Lane 
Antelope, CA 95843 

916-228-3395 

Dudley Elementary  8000 Aztec Way 
Antelope, CA  95843  

916-228-3395 

Galt Head Start Preschool  615 2nd Street 
Galt, CA 95632 

916-228-3336 

Galt High School  145 North Lincoln Way  
Galt, CA  95632  

916-228-3336 

Grizzly Hollow Head Start Preschool  805 Elk Hills Dr  
Galt, CA 95632  

916-228-3336 

Vernon E. Greer (GALT) Elementary Rm. 10   248 W. A Street  
Galt, CA  95632  

916-228-3336 

Marengo Ranch Elementary  1000 Elk Hills Dr 
Galt, CA 95632 

916-228-3336 

Markofer Elementary  9759 Tralee Way  
Elk Grove, CA  95624  

916-228-3336 

McCaffrey Middle School   997 Park Terrace Drive  
Galt, CA  95632  

916-228-3336 

Monterey Trail High School  8661 Power Inn Rd  
Elk Grove, CA  95624  

916-228-3336 

Prairie West Elementary  5251 Valley High Drive  
Sacramento, CA  95823  

916-228-3336 

Wilson C. Riles Middle School  
Rm. 612 & Rm. 316 

4747 PFE Rd  
Roseville, CA  95747  

916-228-3395 

James Rutter Middle  7350 Palmer House Dr  
Sacramento, CA  95828  

916-228-3336 

Sheldon High School  8333 Kingsbridge Drive  
Sacramento, CA  95829  

916-228-3395 

Smedberg Middle School  8239 Kingsbridge Drive  
Sacramento, CA  95829  

916-228-3395 

Walnut Grove Head Start Preschool  14181 Grove Street Walnut 
Grove, CA  95690 

916-228-2240 
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Court/Community and CARE Programs 

Site Site Address 
School Secretary 
Phone Numbers 

Center High School CARE  3111 Center Court Lane  
Antelope, CA 95843  

916-228-3939 

Nathaniel S. Colley, Sr. Community School  8182 Gerber Road  
Sacramento, CA 95828  

916-228-2049 

Cordova Lane Center 2460 Cordova Lane 
Rancho Cordova, CA 95670 

916-228-2049 

Discovery PROMISE Program  3401 Fong Ranch Road  
Sacramento, CA 95834  

916-228-3939 

El Centro Jr./Sr. High School within the 
Youth Detention Facility (YDF)  

9601 Kiefer Blvd.  
Sacramento, CA  95826  

916-228-2525 

Estrellita High School  12945 Marengo Road 
Galt, CA 95632  

916-228-3939 

Folsom Middle School CARE  500 Blue Ravine Road  
Folsom, CA 95630  

916-228-3939 

Elinor L. Hickey Community School  2040 Ethan Way  
Sacramento, CA 95825  

916-228-2049 

Katherine Johnson Middle School CARE  1400 Bell Street  
Sacramento, CA 95825  

916-228-3939 

Mitchell Middle School CARE  2100 Zinfandel Drive  
Rancho Cordova, CA 95670  

916-228-3939 

North Area Community School  4000 Pinell Street  
Sacramento, CA 95838  

916-228-2049 

Riles (Wilson C.) Middle School CARE  4747 PFE Road  
Roseville, CA 95747  

916-228-3939 

Sutter Middle School CARE  715 Riley Street  
Folsom, CA 95630  

916-228-3939 
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