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Instructions
Please complete this form to initiate a request for either a Clerk or MCP employee to perform certain functions, on your behalf, within the Attendance Management Tracking System (AMTS). Once you have completed the form, select the “Submit” button to send the information to the Centre for Employee Health, Safety and Wellness. Please note that the employee name must be identical to the name recorded in WIN. If the name is incorrect, the request will be rejected and sent back to you for editing.
Please allow a minimum of two weeks for permission to be processed and uploaded into the AMTS.  Email notification will be sent to the employee from the AMTS once the permission has been provided.
Permission Request Types
There are two types of permissions – Clerk or MCP employee.
Clerk Permission – This permission provides an employee with the ability to support managers with updating employees' AMTS records.  The Clerk will be able to complete the following in AMTS:
         • Bundle or unbundle employee absences
         • Preclude or include employee absences
         • Edit employee scheduled hours
Note - Clerks will not have access to the following:
         • Run reports
         • View notes, documents, voluntary option (VO), or meeting information
         • Delegation to another Clerk
MCP Employee Permission – This permission provides all manager functionality, except delegation.  This permission allows the employee to see all employee information and gives the ability to bundle and preclude absences, save documents, run reports, record VO, notes and meeting information.
Note - Permissions will be granted for a MCP employee as defined in WIN. If the employee is not a MCP employee, the request will be rejected.
Type of Permissions
         • Single Department Permissions – A manager can request a permission for their employees. These requests do not require senior management approval.
         • Multiple Department Permissions – In a centralized service area, there may be an employee who provides AMTS support for multiple departments. The manager can request an employee to have permission to support employee records in multiple departments. These requests require senior management approval.
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Request Description
For permission where there are multiple departments requested, senior management must approve all requests. Please check the following box to indicate that the requester has received approval:
Type of Permission *
Permission Request *
Clerk or MCP Employee Information
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Clerk or MCP Employee Information
Permission that has been granted will be automatically revoked when that employee either leaves the OPS, or transfers to a new position.  
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