DES Information Systems Communication – 01/15/13

What?          Annual Sick Leave Buyout - Final

Who?           HRMS HR and Payroll Offices
Why?           Instructions for Annual Sick Leave Buyout 
When?         Distribute immediately
Message:     DES completed the final Sick Leave Buyout process last night, and Spool Reports are now available for your review. You may save these reports as your records of the final process.

We will print the Sick Leave Buyout Statements and mail them to you (using Payroll labels) in the next few days.

If you need to make corrections or adjustments for eligible Sick Leave Buyout information that is not reflected in the final processing, you can create manual Sick Leave Buyout Statements using this blank copy of the Sick Leave Buyout Statement form. 

Employees who wish to participate in the annual sick leave buyout must return signed Sick Leave Buyout Statements to their agency payroll offices by January 31.

Important Notes to explain the Temporary Salary Reduction (ESSB 5660) impact on the buyout hourly rate:

If the employee received a temporary salary reduction on or after July 1, 2011, the estimate on the Sick Leave Buyout Statement is based on the employee’s current salary including the temporary salary reduction. Because sick leave buyout is not affected by the temporary salary reduction, the actual payout will be calculated on the employee’s unreduced salary. This information has been included on the employee’s Sick Leave Buyout statement.

Instructions to process the annual sick leave buyout
Use the Time Quota Compensation method 9005 Sick Leave Buyout–Annual:
	1. Transaction: 
	PA30

	2. Select: 
	Time Quota Compensation Infotype 0416

	3. Select: 
	“Create”

	4. Select: 
	Comp Method = 9005 Sick Leave Buyout–Annual

	5. Enter: 
	Start date for period that buyout will be processed

	6. Enter: 
	** No. to Compensate = total eligible hours (i.e., 96 if employee earned 96 hours and had no sick leave deductions or absences)

	7. Save Record 
	


**Enter total eligible hours. HRMS will pay eligible hours at 25 percent and will deduct all eligible hours from the employee’s sick leave balance. 
Sick Leave Buyout Calculation Instructions

We are providing information about how sick leave buyout hours are determined and calculated in HRMS if you need to create or make corrections to a Sick Leave Buyout Statement. (See WAC 357-31-150 for rules.)
An active employee may be eligible in January of each year to buy out 25% of any accrued sick leave hours in excess of 480.0 that were accumulated during the prior year if:

· The employee’s sick leave balance at the end of the prior calendar year exceeded 480.0, and 

· The employee’s sick leave accrued was greater than the sick leave taken for the prior calendar year.

The maximum payment is 25 percent of 96.0 hours = 24.0 hours paid. Compensation for this program will be made at the employee’s rate of salary at the time of payment without a 3% reduction, as sick leave buyout is not affected by the Temporary Salary Reduction per ESSB5860.
To calculate Sick Leave Buyout:

1. Determine available hours:  end of buyout year sick leave balance minus 480 hours.

2. Determine available hours:  buyout year sick leave earned minus buyout year sick leave taken/used (“taken” includes donations).

3. Eligible buyout hours = the lesser of the results from 1 or 2.

Example A: Employee has 547 hours of sick leave balance as 12/31/2012, has earned 96 hours and taken 8.

· 547 – 480 = 67 

· 96 – 8 = 88 

· 67 is less than 88; eligible buyout hours is 67 
Example B: Employee has 800 hours of sick leave balance as 12/31/2012, has earned 96 hours and taken 8.

· 800 – 480 = 320 

· 96 – 8 = 88 

· 88 is less than 320 so 88 are the eligible buyout hours 
	Sick Leave Buyout Calculation

	Determine Available Hours

For Employee 

	Formula #1
End of buyout year (2012) sick leave balance minus 480 hours
	Formula #2
Buyout year (2012) sick leave earned minus buyout year sick leave taken/used (taken includes donations)
	Eligible buyout hours = the lesser of the results from Formula #1 or Formula #2

	Employee A has 547 hours of sick leave balance as of 12/31/2012, has earned 96 hours and taken 8
	 547 hours
-480 hours
   67 hours
	96 hours
- 8 hours
88 hours
	67 is less than 88
67 = eligible buyout hours for Employee A

	Employee B has 800 hours of sick leave balance as of 12/31/2012, has earned 96 hours and taken 8
	 800 hours
-480 hours
 320 hours
	96 hours
- 8 hours
88 hours
	88 is less than 320
88 = eligible buyout hours for Employee B


· There is no rounding up. If the result of the eligible hours is not evenly divisible by 4 (25 percent) the calculated result beyond 2 decimal places is truncated.

· All of the eligible buyout hours are entered into HRMS using Quota Compensation type 9005. HRMS will deduct all eligible hours entered from the employee’s sick leave quota, but will pay 25 percent of the hours.

· The rate of pay is based upon the employee’s hourly rate if the employee is hourly. If the employee is salaried, the hourly rate is determined by dividing the period salary by 87 (2088 annual hours / 24 payroll periods).

Questions? Contact:
DES Service Center: (360) 664-6400
Email Contact: ServiceCenter@DES.WA.GOV
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