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Summary:  How to Apply immediate leave (CYPRESS Only). This type of leave is used if you need time off 
within the next 72 hours.  
 

 

Essential Tasks: 

1.  Go to sask.staffscheduling.ca and enter your employee number and password. 

 

https://sask.staffscheduling.ca/
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2.  On the scheduling home page, select absence requests. Then click on submit absence requests from 
the dropdown menu. 
  

 
 

3.  Enter the date range for your absence. 
Click Search. 
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4.  Locate the desired shift in the search results. 
Select the checkbox next to that shift. 
Click Select Partial Shifts. 

 
5.  If your request includes a partial shift, select Yes from the dropdown menu. 

If request is not for a partial shift, skip to step 7. 
 

 
Enter the start time and end time of the absence. 
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6.  Enter the start time and end time of the absence. 

 
7.  If the absence is not partial, select No. 

Click Select Absence Type to continue. 
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8.  At the top of the page, review your banks (available balances). 

 
 

9.  Select the appropriate reason for your absence: 
• For immediate sick leave, choose Immediate Sick Notification (under 72 hours). 
• For other immediate absences, choose Immediate Absence Notification (under 72 hours). 
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10.  Enter comments, if needed. 
• Comments are not required for immediate sick leave 
• Enter the type of leave you are requesting. 
• Provide any required details based on your collective bargaining agreement. 

 
 

11.  Select Review to check your request details. 
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12.  Once confirmed, click Submit to send your request for your manager’s approval. 

 
 END 

 
 
Disclaimer: Unless otherwise stated, knowledge documents on MyConnection are based on policies, directions and/or 
processes in place at the Saskatchewan Health Authority. If you are part of another health care organization, please 
check with your organization to ensure you are following proper direction or procedure. 
 
Please do not print or bookmark MyKnowledge articles. Articles are updated periodically to ensure the most accurate and 
up-to-date information is being provided. Please check for updates to MyKnowledge articles should you have the same or 
a similar inquiry in the future. 
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