SIUE employee Paid time off – Vacation and Sick leave

Vacation and Sick leave in the Banner system

Most employees earn some type of vacation and/or sick leave.  Extra help employees and student workers do not earn leave time.  Graduate students leave policies are handled by the Graduate School office and those policies are at http://www.siue.edu/graduatestudents/pdf/GA_Handbook.pdf. 
The amount, timing and types of paid leave employees earn are directly related to their position.  Leave time is grouped by Leave Category.  Appendix A, available at http://www.siue.edu/humanresources/benefits/pdf/AppendixA.xls  displays the different types of Leave Categories and the classifications they are associated with in the Banner system.

For all eligible employees, leave benefits are recorded in the Banner Human Resource System.  These are the Banner screens pertaining to leave benefits and are specific for each employee. 
PEALEAV - displays balances, accruals and time taken.  This is the screen you will access to view employee’s leave records and where you will update leave time taken for semi-monthly paid employees. 
PEILHIS - displays the history of leave code for each payroll.  This includes the dates of change, the leave accrual for each applicable type of leave, any changes or corrections, and time taken entries. 
PEAEMPL - displays the leave category history and the various employment dates which affect the years of service and the vacation accrual.
Examples of the Banner screens are included in later pages.
Employment Date and leave accruals

Employment dates affect the rate at which many employees accrue vacation leave.  When employees change employment classifications (such as changing from Civil Service to Administrative Staff), the Adjusted Service Date (seen on the PEAEMPL screen) is also changed to reflect the time worked in the new employment type. In addition, Civil Service employees who worked in the Civil Service system previously at other state universities will have an Adjusted Service Date different than their SIUE Hire Date because they are able to include their years of service in the Civil Service system so they can accrue at the higher rates of vacation accrual.  These date differences have no effect on Sick Leave accruals but do affect Vacation accruals. 
Leave Codes in the Banner system and those that carry over each fiscal year(FY):

COMP 

Comp Time 




(not an accrual, just a placeholder)
EXSK

Extended Sick for Civil Service 


(does not carry over each FY)
TEMP

Temporary Days 



(does not carry over each FY)
SN43

43 Sick days accrued at beginning of FY

(does not carry over each FY)
SK84

Sick leave earned before 1984 


 (past time earned, carries over)

SK97

Sick leave earned between 1984-1997 

(past time earned, carries over)

SICK

Sick leave earned after 1997 


(no limit to balance that carries over) 
V250

Vacation time




(carryover limited to 2 yr of accruals)
Because employees earn leave differently, not all Leave Codes are included in all Leave Categories.  Appendix A displays the Leave Category and the Leave Codes associated with that Category.
The Comp leave code is a place to enter Comp time earned and used for those employees who are eligible for compensatory time.  The Comp leave code is not an accrual but acts as a placeholder.  The Comp leave code has been added only to the applicable Leave Categories. 
Codes for previously earned sick time
There are also Leave Codes established for previously earned sick time.  Because the Sick Leave usage rules changed in 1984 and 1997, there are two Sick Leave codes; SK84 and SK97 that may or may not be present in a Leave Category. 

Employees who worked prior to 1984 and have unused sick leave from this time will have the SK84 leave code in Banner.   Employees who worked prior to 1997 and have unused sick leave from this time will have the SK97 leave code in Banner. 

The SK94 and SK97 Leave Codes are not accruals but instead serve as a place holder for the balance for each applicable employee.  The SK84 and SK97 Leave Codes (buckets) have only been added to those Leave Categories in which identified employees still hold this time.  However, because of the way the Banner system works, each employee with that same Leave Category will see the SK84 and SK97 Leave Code buckets with a zero balance even if they do not have a balance of this type of leave.   The SK84 and SK97 Leave Codes will never increase.  They should only decrease until all employees with this time, use it, terminate, or retire. 
Years of service is counted when the year has been completed.
The system considers your first year of working as year 0.  Banner accumulates years of service once the Anniversary (hire) Date has been passed and for each additional year thereafter.  So in an employee’s first year of employment, they are considered to be in Year 0 until they have worked one year.  This time is counted in a position that earns leave (for example any time worked as extra help cannot be considered).  
First year of employment in Banner appears as 

Year 0
After working more than 1 year



Year 1

After working more than 2 years


Year 2
And so on…

All leave time is earned and accounted for in hours. 

All leave time balances, accruals, and time taken are recorded in hours.  Most employees either work a standard 7.5 or 8 hour day, however, there are some exceptions.
Employees must be in pay status to earn time and all non full time employees are pro-rated 

As always, employees must be in a pay status to accrue leave time.  For example, when they are out on paid sick or vacation leave employees are in pay status and still earn applicable leave time.
 Vacation or sick leave accrual is prorated to the employee’s appointment percentage.  For example an employee who works 80% receives 80% of the accrual rate.  
Banner accruals are updated with the payroll process, year-end and carry over
Leave accruals are updated with the Banner payroll process.  Each time payroll is processed for an employee group (FA – Faculty, SM- Administrative and Professional Staff, or BW – Biweekly hourly employees) leave accruals, usage and balances are updated in Banner.  
The Banner system displays leave accruals and time taken as year-to-date (cumulative) amounts. This means the accrual amount and time taken for the current pay period adds to the amounts already in these fields.  At the end of the fiscal year, the leave accrual and time taken fields are reset to zero and the employee’s ending balances for that fiscal year will become next year’s beginning balance, subject to any vacation leave code carry-over limitations and/or rules.  The Leave Category worksheet in CougarNet (Banner Self Service) specifies the carry over rules and department contacts are provided a copy of each Leave Category in their department.  
Extended Sick Leave and Non-accruable Sick Leave does not carry over to the following year.  Each year these leave accruals and time taken reset to zero and each year they accrue as new leave for the new FY.  There is no limit to the amount of regular sick leave employees can carry over.  Vacation balance carry-over is limited to an amount equal to two years of an employee’s current vacation accrual.  Limits are enforced by the Banner system at year-end.
Leaves are earned differently

Some leave types are earned (accrue) with each payroll and others are earned once a year.  Leave accrual rules in Banner are set to accrue leave either every pay period or once per fiscal or academic year as needed.  Different leave accruals have different rules.  For example, Vacation leave is accrued each pay period; however Extended Sick Leave or Non-accruable Sick Leave is only accrued once per fiscal year.  Certain Leave Categories also have a one- time grant of Extended Sick Leave and this does not accrue each year, but is only earned when a new employee is hired.  

Employees must consult their leave category worksheet in Banner self service to see the specific accrual rate.  The worksheet summary displays the type of leave time earned, when earned, and at what rate.  For some kinds of leave, employees earn an amount each pay period and they will see an increase to the leave earned amount each pay period.   For other leave accruals, the employee only earns once a year such as Extended Sick for Civil Service or Non-accruable and regular Sick for Administrative Staff, employees will only see the leave earned amount change for the payroll on which it accrues and the accrual amount will remain the same during the remainder of the year. 
** IMPORTANT** Because employee leave records are updated with each payroll process, when employee contracts are entered late into the Banner system (late = after they have started working), their year-to-date leave accruals may need to be caught up to reflect their actual year-to-date accruals.   Please contact Benefits staff who can assist with this.
Where to view and adjust leave records

Department contacts for vacation and sick leave have access to PEALEAV in Banner for specific organization numbers (to differentiate between departments).  This Banner screen displays one employee at a time, their leave category, and the types of leave they have.  The form has fields which hold the beginning and ending balances as well as year-to-date fields for accruals and time taken.  It is very important to remember the beginning balance is as of the beginning of the fiscal year.  The accrual field and time taken field are both year-to-date fields. 

Employees may view their leave records via CougarNet (Banner Self Service).  After logging in to the system, they select the Employment Tab and select Leave Balances.  Brief leave information is displayed and employees will see their leave category.  When they click on this link, a new spreadsheet will open.  The spreadsheet summary tab will explain the leave earned in their leave category.  Additional tabs for the appropriate leave, sick and vacation will display the rates at which employees accrue these leaves based on their leave category.

Vacation and sick leave Time Taken
An automatic e-mail reminder is sent after every payroll has processed to employees who update Vacation and Sick Leave records for their department. This lets you know that the last payroll has been processed and leave records may be updated or reviewed.  Please recall, in Banner leave records can be updated once per each payroll process.  Payroll dates can always be viewed at the site below if you have questions about timing. 
Payroll cutoff:  http://www.siue.edu/humanresources/payroll/index.shtml
Departments should strive to update semi-monthly and faculty leave time taken on a monthly or per pay period basis.  Bi-weekly leave time is updated by the payroll process since the specific earning codes for vacation and sick are entered during the Department Time Entry process.  When vacation hours are entered for a bi-weekly employee, the Banner system is able to update the employee’s leave records as well.  The system adds the hours to the year-to-date time taken so the employee can view their remaining balance.  If a department turns in a vacation or sick leave usage late for a bi-weekly employee, the time will be recorded on the payroll submitted, not when actually taken.  If this happens, please let the employee know there has been a timing correction.
Summary report by organization number

A summary report of employees by organization number is generated with each payroll- called PZRLEAV.  This report is available via E-print and can be printed and reviewed when needed.   Past PZRLEAV reports are available through E-print.  If you are unfamiliar with E-print, please contact Information Technology Services for helping in setting up your access.
Accessing Banner records and establishing access to Banner leave records
Employees who will maintain department records must have specific security and access set up in Banner.  You will also need to attend Banner Navigation training so you can learn how to move within Banner before you can access the system.  If you have never used Banner before and will now be responsible for updating and reviewing leave records, please contact ITS first for Banner Navigation Training.  Also to comply with internal controls, HR must receive an e-mail from the fiscal officer in order to authorize employee’s access to these Banner leave records.  Leave record access is controlled by the organization number.
To access the Banner system or e-print reports, enter the site below and log in with your user ID and password.
http://www.siue.edu/beis/
Vacation and sick leave administration requires the use of these Banner screens:

PEALEAV - displays balances, accruals and time taken.  This is the screen you will access to update semi-monthly paid employee’s Time Taken or review any employee’s leave records.  When you enter new usage, remember to add to the amount in the Taken column since Banner only has a year-to-date field.  Also, go to the Change reason field and note the dates the employee used the leave time (see the screen print examples that follow.)
PEILHIS- allows you to see the history of all leave categories per individual.  To access history, see the Options menu at the top of the Banner screen when you’re on PEALEAV. (Click on Options and a menu will drop down).
PEAEMPL - enables the viewing of leave categories and the adjusted service date.
See an example of the PEALEAV screen below:
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The Accrued field on PEALEAV is cumulative for the fiscal year.  Accruals may occur just once a year or per pay period.  However, Banner accumulates the year-to-date accrual in this field.  
The Taken field performs the same way as the Accrued field.  When leave is taken, the time should be added to the amount already in this field, so it will always register a year-to-date amount.  
After entries are made to this screen, remember to save the record (Banner will pop up with a reminder).  Leave time taken for semi-monthly and faculty employees should be updated at least once a month or can be updated with each payroll.  Remember, if a mistake is made it can be corrected during the next payroll process.
The Banner system only updates the leave records once during each pay period process.   The last entry to the Taken field, prior to the next payroll processed is what Banner will save as the new amount.  If a mistake is made, the correction can be made on the following pay period.
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PEAEMPL- This screen displays the Leave Category in which the employee is included.  It also displays various employment dates including the Adjusted Service Date.  
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The adjusted service date for certain employees may be different than the current hire date.  If a Civil Service (CS) employee worked at another Illinois university in the CS system, they are allowed to retain their years of service in the system.  For example, an employee who worked at SIUC for three years in a CS position before being hired at SIUE, will have an earlier adjusted service date.  See the example above. 
Also, if an employee worked in Civil Service for several years at SIUE, their adjusted service date will be different than their hire dates if they had past layoffs which were beyond 30 days.   If an employee started at SIUE as extra help and later started a status CS job, their Adjusted Service Date will reflect the new position, because extra help positions do not accrue leave and no time worked as extra help may be counted for leave accrual purpose.
Civil Service salaried employees (on the semi-monthly SM payroll) - 

Vacation and regular sick leave is earned evenly throughout the year during each pay period.   Full time employees  earns ½ a sick day each payroll, instead of one day at the end of the month.   Unused vacation time carries over to the next fiscal year, up to a balance of two years  of the employee’s current vacation accrual.  Unused sick time carries over with no limits.
Extended sick leave is awarded one time at the beginning of each fiscal year.  Unused time is cleared out by the system at the end of a fiscal year before the next fiscal year is earned.  Unused extended sick time does not carry over to the next fiscal year.
Civil Service hourly employees (on the biweekly BW payroll) – 

Vacation and regular sick leave is earned based on the number of hours worked per each pay period (overtime hours are never not included).  Full time employees earn 12 sick days a year with the accrual rate spread over 26 payrolls during the year.
Extended sick leave is  awarded one time at the beginning of each fiscal year.  Unused time is cleared out by the system at the end of a fiscal year before the next fiscal year is earned.  Unused extended sick time does not carry over to the next fiscal year.
Faculty, Administrative staff, and Professional staff (on the semi-monthly SM or FA payroll) - 
The Banner system accrues leave time every pay period for sick and vacation time, unless earned at the beginning of the fiscal or academic year such as non accruable sick leave and accruable sick leave for Administrative staff and Faculty on Administrative appointments. 
Negative leave balance
The Banner system will allow negative balances.  However, this means that an employee has taken more leave than they have earned or carried over.  If you see negative balances, please review to ensure that the correct time used has been entered in the proper leave code.  If you still believe that an employee has used more leave than they should have, please contact Benefits staff and they will assist you.  Benefits will also be monitoring exception reports to review for negative balances and contact departments to follow-up.  If an employee is found to have used time they should not have, a dock pay code may be needed to correct the excess leave time taken.
If employees have a dock pay code during any pay period, they will not receive their full leave accrual rates for that pay period because they are not in pay status for this time.  This is a correct processing of the Banner system.  If you have questions please contact benefits staff.

Employees who do not start at the beginning of an accrual cycle
Leave accrued for fractional pay periods/fiscal years will be determined based on percentage of appointment and hours worked.  For example a Civil Service employee with an 80% appointment who does not work full time, receives 80% of the extended sick leave annual accrual (or 120 hours  80% x 150) The accrual rate should be adjusted accordingly.  An Administrative Staff Continuing employees does not receive the full 43 non-accruable sick days if they started half way during they year.  The accrual rate should be adjusted to the time worked.  Contacts Benefits staff for assistance.
The Banner system requires that a new employee be processed though one payroll, before leave accruals can be adjusted.  If a new employee needs their beginning accrual rates adjusted, we have to wait until after payroll processes.  
The accruals that happen with each pay roll work very well in Banner. The accruals that occur only once a fiscal or academic year are the accruals that most often need manual correction.

Viewing leave time through Banner Self Service
All employees are able to view their leave balances, accruals, and time taken on CougarNet (Banner Self Service).  They Select the Employment tab, then select Leave Balances. If leave time taken is not updated timely, the employee’s available balance may be overstated. 
A statement is displayed on the Self Service leave page to remind employees that leave time is only available to the extent updated.  
Below is a short example of how the leave balances appear in CougarNet.
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Entering leave time taken

The Banner system updates leave accruals when time is earned and for time taken by hourly (bi-weekly) employees.  Banner enters a leave accrual for all employees during the appropriate payroll, according to the accrual rules and accrual frequency.  As departments enter sick and vacation time for hourly paid employee through department time entry, the system will deduct from the employee’s available balance, the time taken during the payroll in which the time is submitted.  Only non-hourly paid employee’s usage needs to be updated in the Banner system.  
Departments need to enter time taken on the PEALEAV record.  Go to the Taken field for the leave code you need to adjust, add the usage for this pay period or month to the amount in this field, since this a cumulative field and enter the date in the Change Reason field.  Banner will update the Balance available. Save the record.   Banner saves the history so employees and you will be able to go back and review previous leave taken.  We advise that you enter the specific dates the employee was either on vacation or sick, so that you both may refer back to this later if needed. 
Entering Buyouts and unused leave time

When an employee retires or terminates, we need to ensure that their leave balances are reduced to zero.  Employees will be paid for unused vacation time to the maximum allowable per their current accrual schedule.  Departments need to verify that all sick and vacation time used was entered into the PEALEAV record before the final balance of payable time is reported on the Vacation/Sick Leave Reporting form.  Employees also need to be terminated timely in Banner, or they might accrue leave for time they are not entitled too. This can be accomplished by submitting a Termination form in a timely manner with the Vacation/Sick Leave form.  If this occurs, an adjustment to the employee’s leave time needs to be entered before the payable time is calculated.  If you are unsure about adjustments, please contact Benefits staff who will assist you.  
When Human Resources complete the buyout, they will enter the total hours in PEALEAV to clear out the balance in the Taken field.  
There is only one kind of sick leave payable and that is the SK97 code.  For employees who have payable sick leave (SK97), remember only 50% of the total hours is payable.  
If the employee has Comp time, the department should accommodate so the employee can take time off before terminating, as this time is not payable at termination.  That is up to the employee and the department depending on termination or retirement notice and timing. 
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