Leave Reporting Fact Sheet for UW System Unclassified Employees (effective 1/1/08)
(edited for implementation within Cooperative Extension)

Part One:  Leave Benefits Overview
· Whether you are a new or existing employee, it’s important to recognize that paid leave such as sick leave, vacation, and personal holidays are significant elements of the UW System (UWS) total compensation package. Personal responsibility and public accountability for proper leave use and reporting are essential to ensure the ongoing availability of these valuable benefits. 
· Paid leave is earned on a fiscal basis, July 1 through June 30 by unclassified staff with 12-month appointments.
· Employees are asked to give advance notice of the need/desire to use paid leave as is reasonable and practical.  Per UW System personnel guidelines, non-emergency leave may be scheduled “after reasonably considering the needs of the employer” so it does not unduly disrupt operations. 
Paid Leave (Vacation, Personal, Legal Holidays)

· Full-time employees are granted 22 working days (176 hours) of vacation each fiscal year which can be carried forward, if not totally used, into the next fiscal year.  While vacation days are awarded on July 1 and may be used at any time during the following fiscal year, they are credited to an employee’s record on a monthly basis.  This means if an employee leaves employment prior to the end of the fiscal year, vacation used in excess of vacation credited at the time of employment separation will need to be repaid.  
· If you are employed on a part-time basis, you earn vacation on a pro-rated basis consistent with your percentage of employment. 
· Personal holidays are not pro-rated for part-time employees.  
· Cooperative Extension academic staff and faculty may be located in non-State of Wisconsin buildings governed by policies that recognize different paid holidays. When this is the case, Cooperative Extension academic staff and faculty can follow the local office’s holiday schedule but are expected to not exceed the number of paid holidays that state policy permits. Paid vacation may be substituted for local office paid holidays that exceed the state policy.  More information available at: http://www.uwex.edu/ces/admin/policies/holiday.pdf
Sick Leave
· Sick leave can be used for designated personal and family situations only, including personal illness, injury, or disability; direct care of an immediate family member; death of an immediate family member; and birth or adoption of a child.  
· The WFMLA (Wisconsin Family Medical Leave Act) and FMLA (Federal Family Medical Leave Act) guarantee employees specified periods of job-protected leave when necessitated by certain family events or personal illness or injury.  When the sick leave used in these situations exceeds five consecutive full work days and is not approved in advance pursuant to WFMLA and FMLA, certification by a health care provider regarding the need for leave is required.
· New full-time employees are granted an initial entitlement of 22 working days (176 hours) of sick leave. This amount is pro-rated for part-time employees based on percentage of appointment. 
· After 18 months of service, employees with 12 month appointments earn sick leave at the rate of one day per month (pro-rated for part-time employees based on percentage of appointment), except those who, at the end of the fiscal year, have not submitted a leave report for each month of the fiscal year.  In these situations, the employee’s leave balance would be retroactively adjusted to reflect that 8.5 days of sick leave (pro-rated for part-time employees) had been earned for the fiscal year.  
· Except for the initial entitlement, sick leave may be taken only after it has been earned.  

· A physician’s or other treating health professional’s statement attesting to your fitness to return to your work responsibilities is required following leave of absences for personal medical reasons.

· At retirement from the UWS (age 55 and older), an employee’s sick leave balance is converted to dollar credits which the employee is able to use to pay for health insurance premiums. Employers contribute to fund the program.  An employee may use paid leave, e.g., vacation, personal holidays or unpaid leave instead of paid sick leave to account for an absence due to personal or family situations as designated above if they wish to preserve his or her sick leave balance.  

Part Two:  Leave Reporting Expectations
1) Communicate an “official” work schedule each week.
a. Communicate your work schedule in writing (via posted or electronic calendar) at the beginning of each week.  The schedules of full-time employees should designate at least 40 hours of work or leave hours. This is the schedule against which you are expected to report sick leave.  

b. If you do not designate an official work schedule, the default schedule for full-time employees (for purposes of reporting sick leave) is Monday through Friday, 7:45 a.m. – 4:30 p.m.   
c. You may change your official schedule and work an alternate schedule as needed to meet your work obligations.  Under Professional Time Scheduling, you may also work an alternate schedule to balance the hours you have worked as long as doing so does not create a hardship, and as long as you are not doing so on an hour-for-hour basis. 
d. You are expected to inform your designated supervisor (the person who signs your leave report) if you need to change your official schedule (i.e., the schedule against which you report sick leave) after it has been posted.  

2)  Report leave usage accurately.
a.
Effective January 1, 2008, full-time employees report sick leave, vacation and personal holidays in half-day increments, rounded to the closest half-day increment.  When the length of leave is less than .25 of the work day, e.g., less than two hours for an eight hour work day, no leave is reported.   (see Leave Reporting Chart #1 and #2)
b.
Part-time appointees report actual hours used.  
3) File a leave report each month.

a. A leave report is due monthly, regardless of whether any leave time is used during the month.

b. Submit your monthly leave report to your designated supervisor no later than the 10th of the month.

c. Indicate the amount and type of leave taken on the day or days of the month for which the report is completed, sign and date the form.  Forward your signed report form to your immediate supervisor who will submit the form to the UWEX Payroll and Staff Benefits Office in Madison.  
d. Effective January 1, 2008, if you submit less than 12 leave reports for any given fiscal year, the sick leave accrual for that fiscal year will be limited to 8.5 days for 12 month employees (rather than 12 days); pro-rated for part-time employees.  

4) 
Provide documentation for family/medical and non-medical leaves of absence longer than 
five days.  

a.
Complete and submit a Leave of Absence Request form to document leaves of absence that are longer than five days taken for family or medical (which are covered by FMLA) or personal reasons (NOTE:  a paid vacation is not considered a leave of absence, although you may use accrued vacation to cover time away from the job for an approved leave of absence.)
Part Three:  Leave Reporting Charts 
1)
Full-time employees hired to work 5 days/ week; 8 hours/day (i.e., standard salaried 40-hour work week, full-time): 
	Percentage of 8 hour workday taken as leave:
	Less than .25 of the work day
	.25 up to .75 of the work day
	.75 to 1.25 of the work day

	Length of leave taken in hours:
	<2
	2-3
	4
	5
	6
	7
	8

	Number of hours of leave reported:
	0
	4
	4
	4
	8
	8
	8


2)
Full-time employees hired to work a non-standard 40-hour schedule, for example, 4 days of 10 hours per day:
	Percentage of 10 hour workday taken as leave:
	Less than .25 of the work day 
	.25 up to .75 of the hours in a work day
	.75 to 1.25 of the work day

	Length of leave taken in hours:
	< 2.5 hrs
	2.5 to 7.5 hrs
	7.5 to 12.5 hrs

	Report leave in the amount of:
	0 hrs
	5 hrs
	10 hrs


Part Four:  Alternate Work Schedule Scenarios
1)
(Full-time employee)  On Monday, you report for work and communicate a 40-hour schedule for the week as follows:  8 am to 5 pm Monday, Tuesday, Wednesday, and Friday; 11am to 8 pm on Thursday due to a weekly early evening program:

· If you are ill Thursday morning but are able to come to work at 11 am as scheduled, no leave time is reported.
· If you miss work for illness or medical appointment for 3 hours Tuesday morning:

· you report 4 hours of sick leave or other paid leave (see leave reporting chart #1)
· If work duties are able to be adjusted without hardship, with the approval of your designated supervisor, you could adjust your work schedule for the week if you were ill or had appointments on Tuesday morning so that you work 8 am to 5 pm Monday, Wednesday, Thursday (instead of Tuesday), Friday; and then 11am to 8 pm on Tuesday. (NOTE: This would make sense only if the work duties can be accomplished on the days to be worked.)

2) 
(Part-time employee):  You have a .6 FTE appointment and communicate a 24-hour schedule for the week as follows:   work 8 am to 5 pm Monday, Tuesday, and Wednesday:

· If you miss work for illness/medical appointment for 3 hours Tuesday morning:

· you report 3 hours of sick leave or other paid leave 
OR

· with the approval of your supervisor, you could make a revision to your work schedule for the week stating that you would be working 8 am to 5 pm Monday and Wednesday, 11 am to 5 pm on Tuesday, and 8 am to 11 am on Thursday. (NOTE: This would make sense only if the work duties can be accomplished on the days to be worked.)

Part Five:  Resources for Learning More about Leave Benefits and Leave Reporting

· UWSA Unclassified Personnel Guideline (UPG#10) on Sick Leave Policy www.uwsa.edu/hr/upgs/upg10.pdf.

· UWSA web site for sick leave: www.uwsa.edu/hr/benefits/leave/sick.htm.

· UWSA sick leave presentation www.uwsa.edu/hr/benefits/leave/unclasssickleave.ppt. 

· UWSA unclassified employees benefits presentation www.uwsa.edu/hr/benefits/newemp/orientunclass.ppt
· Leave reports are required by www.legis.state.wi.us/statutes/Stat0040.pdf
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