
Community Unit School District 200 

FAQ’s for Aesop and Absences 

  

When should an absence be submitted? 

An absence should be entered as soon as the employee is aware of the need to be out.  This will ensure that 

Aesop has time to work to secure a guest employee for positions requiring a substitute in a timely manner. 

  

What if I have trouble logging into Aesop? 

Contact the Aesop Help Desk at x2404. 

  

How late in the day can an absence be entered? 

An employee can enter an absence in the Aesop system up until an hour before their scheduled start time for 

an unforeseen absence that occurs early in the morning.  If it is after that time, the building secretary will need 

to enter the absence for them. 

 

What if I enter an absence into the Aesop system and then don’t need to be off? 

If it is before the day of the absence, the employee should go in and delete the absence.  The AESOP system 

will then notify the guest employee that they are not needed.  If it is the day of the absence, the employee 

should notify the building secretary to have the absence deleted. 

 

How do I make a change to the type of leave that I entered? 

If it is prior to the day of the absence, you can log in to Aesop and edit the type of leave that you will be taking.  

If it is after the absence, contact the Aesop Help Desk at x2404. 

  

Can I assign a guest employee for my absence? 

Permanent guest employees will be assigned to absences first.  

When creating an absence, clicking Save completes the process and Aesop will automatically find a guest 

employee. Clicking Save and Assign will allow you to assign a guest employee with whom you have made 

pre-arrangements with regarding your absence.  

What is this heart icon on my preference list? 

When setting up your preferred substitutes list, you’ll see a small heart icon next to each name. While you’re 

able to add any number of guest employees to your preference list, Aesop allows you to rank five guest 

employees on that list to receive advanced notification of your absence. All of the guest employees on your list 

can log in to see the absence at the same time, but your “favorite five”  guest employees will be notified by 

email and phone that there is an absence available to them. 

                                                                  

How do I attach a file to all my absences? What types of files can be attached? 

With each absence you create, you have the option to upload a single file to that absence. However, you can 

also have Aesop automatically attach a file to each absence you create within a specified date range. To 

upload this file, simply navigate to the "Account" tab and click Shared Attachments. Here, you can choose a file 

from your computer or drag and drop a file for upload. Files that can be uploaded must be in .doc, .docx, .pdf, 

.xls, .xlsx, .ppt, .pptx and must be less than 256 kb in size.  

 

How do I know how many days I have? 

Current leave balances are populated in the Aesop system.  When you log in to Aesop account click on the 

“Account” tab.  On the left hand side of the page you will click on the “Absence Reason Balances” tab.  You will 

be able to view your Absence Reason Balances. 

http://help1.frontlinek12.com/customer/portal/articles/1516454?b_id=3397
http://help1.frontlinek12.com/customer/portal/articles/1516454?b_id=3397


 

Which days can I use for medical related absences? 

Eligible employees will receive 15 days annually (13 sick, 2 personal) for absences due to personal illness or 

serious illness or death in the immediate family or household. 

  

Who are immediate family members? 

Immediate family is defined as parents, spouse, brothers, sisters, children, grandparents, grandchildren, 

parents-in-law, brothers-in-law, sisters-in-law, civil union partners and legal guardians.  Aunts, uncles, cousins 

and nieces and nephews are not considered immediate family members. 

 

How many personal days do I receive each year? 

Eligible employees shall be entitled to two (2) days of personal leave to be deducted from annual sick leave 

without loss of pay, for matters which cannot be handled during non-school days or hours.  Personal leave 

should be submitted for approval at least 48 hours prior to such leave, provided that, in extraordinary 

circumstance, such request may be made at a later time with a written explanation. Except in the instances of 

family events, an extraordinary circumstance or for observance of recognized religious holiday, personal leave 

shall not be granted during the first ten (10) or the last ten (10) days of the school year or a work day 

immediately preceding or following a school holiday or recess period.  

 

What leave days do we have available for funerals? 

Sick days are to be used for bereavement leave.  You must use your available sick days when you need to be 

off to attend a funeral.  The sick leave-bereavement code is in the Aesop system. 

 

Which absences require prior approval? 

Absences for personal days, vacation days and unpaid days require prior approval of the principal/supervisor.  

When an absence for these reasons is entered, an email is sent to the supervisor indicating the need for 

approval.  If a day is denied, the supervisor will notify them of the reason for the denial. 

 

What happens when I run out of sick, personal and/or vacation days? 

If you have exhausted your leave days any unpaid time off would have to be approved.  Upon approval, it will 

be unpaid and your earnings will be adjusted accordingly.    

   

Which days roll over from year to year? 

Sick days roll over from year to year.  Unused personal days are converted into sick days at the end of the 

school year and are rolled forward as sick days.  

 

What happens to my sick days when I separate employment with the district? 

The final balance of your sick days is submitted to IMRF or TRS and is recorded on your service record/service 

credit for your pension.  


