Enterprise Services Communication – 12-19-2013

What?          Annual Sick Leave Buyout Processing Information
Who?           HRMS HR and Payroll Offices
Why?           Instructions for Buyout Reports
When?         Distribute immediately
Message:     If your agency maintains leave activity in HRMS, Enterprise Services will process Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2013. (This message does not apply to DOL, L&I, and DOR) 

Please review the information, instructions, and schedules below.  (This communication does not apply to agencies that do not maintain leave activity in HRMS.)

· We will provide two test runs for you to review and make corrections, and a final processing. The statements will be centrally printed and distributed, or you may pick them up. 
· Each test will include: 
· A spool file for employees who are eligible to participate in the buyout program (Report 681- Buyout eligible), and
· A spool file for employees who have sufficient quota balances but who used more sick leave than was earned in 2013 (Report007- Buyout Ineligible). 
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Note:  You can access and save these spool file reports and sort or parse out as desired.
The final processing will include reports for Buyout eligible and Buyout Ineligible. You are advised to save these reports as your final record.
The Sick Leave Buyout statements will be printed centrally and available for distribution to you. 
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Key Dates 

	Dec 23 - 8PM:  
	DES will run Sick Leave Buyout reports – Test Run #1
Processing the reports for Report 681 and Report 007. These reports will be available for review next morning


	Jan 08 - 8PM:
	DES will run Sick Leave Buyout reports – Test Run # 2
Processing the reports for Report 681 and Report 007.  These reports will be available for review next morning.


	Jan 13 - 8PM:
	Final Processing: DES will process final reports for Report 681 and Report 007 and the Sick Leave Buyout statements.


	Jan 14:
	Final spool files will be available for you to save.
Sick Leave Buyout statements will be available for distribution or pickup - you will be notified when statements are ready for pickup.

You are advised to save these reports as your final records.


	Jan 31:  
	Signed Sick Leave Buyout statements from employees are due at agency payroll offices.


	Feb 1:  
	Agencies to start processing quota buyouts for the Annual Sick Leave Buyout. (Instructions for creating quota compensation for the annual buyout will be provided later in January.)



Understanding the Sick leave Buyout process:
The information below outlines 
· How employees are selected 
· How buyout eligibility is determined 
· How buyouts are calculated for the Annual Sick Leave Buyout process

Remember, all quota records are effective dated.

· The Sick Leave Buyout reports extract and report hours that are effective dated in the year that is being reported.

· All accruals, quota corrections, quota compensation records, and absences that affect sick leave and have an effective date within the reporting year are included in the Sick leave Buyout reports. 

· A change was made to sick leave buyout reports during the November 2011 release. The reports now read the accrual start date instead of start deduction date for December sick leave accrual to differentiate whether the December accrual should be/not be included as earned in the current year.

· For example, the changes in employment status from salaried to hourly, or full time to part time during 2013 could cause an employee’s December of 2013 accrual to be effective on 01/01/2014. The sick leave buyout reports take the December 2013 sick leave accrual in the total sick leave earned for 2013 even it’s effective on 01/01/2014. This is consistent with how sick leave earned was reported in the Pay1 system and the WAC for this provision.

· Quota corrections are generally reported as adjustments to quota accruals and are included in reported summary for sick leave accruals unless indicated otherwise with a specific formatted text note (See 12/17/2009 Updating Prior Year Quota Corrections). These instructions are also included in the OLQR for returning donated shared leave and creating quota corrections. If an employee has more hours reported as sick leave accrual on the Sick Leave Buyout reports than is allowed, it is likely due to quota corrections for a prior year.  Adding the text note as instructed will exclude these records from the accrual column on the report.


Frequently Asked Questions

1. Who is reported on Report 681, Sick Leave Buyout Statements and List?

Employees who have at least 480 hours of remaining sick leave balance as of the last day of the calendar year and who have accrued more sick leave during the calendar year than they have taken.

1. Who is reported on Report 007, Sick Leave over 480 – Non Eligible?

Employees who have at least 480 hours of remaining sick leave balance as of the last day of the calendar year but who have used more sick leave during the calendar year than they have accrued.

1. What is reported as YTD sick leave accrued?

2. Monthly accruals generated from the regular period time evaluation.

2. Quota corrections (increases and decreases) are generally regarded as adjustments to accruals and included in the YTD sick leave accruals. Quota corrections with a start date within the 2013 reporting year will affect what is reported as sick leave accrued for 2013.

(Please note: When creating quota corrections to adjust sick leave that was earned in prior years, you should consider the impact to the annual sick leave buyout reporting)

You can exclude IT2013 Quota Corrections that are adjustments for prior years from what is reported for year to date sick leave accrual for 2013 by adding a text note **YYYY where YYYY indicates the prior year that the quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)


1. What is reported as sick leave used?

3. Sick Leave Absences with effective dates in 2013.

3. Donations to shared leave from Sick Leave that are effective dated in 2013 Sick leave donations create quota compensation records.

3. Donations returned from Shared leave to Sick Leave that are effective dated in 2013 are considered as returning sick leave that was donated in 2013 and will reduce the amount for sick leave used for 2013.  

Returned sick leave that is for a prior year donation should not adjust what is reported as sick leave used for 2013.

Agencies can exclude IT2013 Quota Corrections that are sick leave returns for prior years’ donations from what is reported for year to date sick leave used for 2013 by adding a text note **YYYY where YYYY indicates the prior year that the returned sick leave quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)

3. All Time Quota compensation records (Infotype 0416) for sick leave that have an effective date in 2013.

Exception:
1. Quota compensation records with Comp Method 9005_Sick Leave Buyout Annual will not be reported as sick leave used. These records are prior year buyout records and are excluded from being reported as sick leave used for the current reporting period.

1. Can agencies run the annual sick leave buyout reports for individual employees to verify corrections?

Yes, you can run these reports for individual employees. We will provide specific instructions about how to run these reports in a later communication.

You can also identify which of the employees on the sick leave buyout reports have quota corrections or donated sick leave that is returned to the employee by running the ZHR_RPTTM084-Attendance system Change Report for these employees.  

You should verify what is reported for “Adjustments” or “Returned” and then check the employee’s quota corrections dated for the buyout year to make sure that they are correctly reported for the buyout year.  If the quota corrections should not be considered in the buyout year, you will need to add the specified text note (see referenced communication above) to exclude these records.

We will include a Sick Leave Buyout form in a later communication for agencies that prefer to manually calculate eligible hours for buyout.

Questions? Contact:
DES Service Center: (360) 664-6400
[bookmark: _GoBack]Email Contact: servicecenter@des.wa.gov
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