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 paid leave time.  The kind of paid leave and when you earn it is directly related to your 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, leave codes, the employee classifications, and on which payroll they are earned.  
Graduate students’ leave policies are handled by the Graduate School office. Those policies can be found at http://www.siue.edu/graduatestudents/pdf/GA_Handbook.pdf.

Where to view leave records

Leave records are available via CougarNet (Banner Self Service).  Log in to the system, select the Employment Tab and select Leave Balances. After reading the information displayed, you will see your Leave Category.  When you click on this link, a Leave Category Spreadsheet will open.  The spreadsheet Summary tab explains the leave earned in your Leave Category how much you earn and when you earn it.  (Note – if you have trouble viewing the spreadsheet tabs at the bottom you may need to maximize the spreadsheet in Excel before you can see the tabs).  The leave accrual field and the leave taken field are both year-to-date fields and display cumulative amounts updated with each payroll.
Year of service is earned when the year has been completed

The system considers your first year as year 0.  Banner accumulates years of service once the anniversary date has been passed and for each additional year thereafter.  So during your first year of employment, you are in Year 0 until you have worked one year.  Time is counted for positions that earn leave (for example any time worked as extra help cannot be considered).  
During first year of employment in Banner 

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 8 hour or 7.5 hour day, however, there are some exceptions.
Employees must be in pay status to earn time 
Employees must be in a pay status to earn paid leave time.  When employees are on a paid leave they are still earning (accruing) leave time.  For example, when you are out on paid sick or on vacation leave you are still earning applicable leave time.
All non full time employees’ accruals are pro-rated

 Vacation or sick leave is prorated to your appointment percentage.  For example an employee who works 80% receives 80% of the accrual rate.  
How leave accruals, time taken and balances are updated

Leave accruals are updated during the Payroll process.  Each time payroll is processed, applicable leave accruals and balances are updated in the system.  The Banner system displays leave accruals as year-to-date amounts and updates with each payroll.
Leave time taken is updated by the Payroll system for Bi-weekly employees based on the earning codes your department reported for you.  The Banner system displays Leave time taken as year-to-date amounts and updates with each payroll.  Leave time taken is updated by departments for employees paid on the Faculty and Semi-monthly Payrolls and displays also as year-to-date amounts in Banner.

Payroll dates can be viewed at : http://www.siue.edu/humanresources/payroll/index.shtml.
At the end of the of fiscal year

At the end of the fiscal year, the leave accrual and time taken fields are reset to zero and your ending balance for that fiscal year will become next year’s beginning balance, subject to any leave carry over limitations and/or rules.  Consult your Leave Category Spreadsheet in CougarNet for specific carry over rules.  Employees are responsible to monitor their leave balances.
Extended sick leave and non-accruable sick leave do not carry over to the following year.  There is no limit to the amount of regular sick leave you can carry over.  Vacation hour carry-over is limited to two years of your current accrual.

Leaves are earned with different rates during the year

Some leave types are earned with each payroll and others are earned once a year.  Consult your Leave Category Spreadsheet in CougarNet for the specific rules for each leave type that you earn.  
Previous sick time earned

There are leave codes established for previously earned sick time because rules changed in 1984 and 1997.  There are two sick leave codes; SK84 and SK97 that may or may not be present in your leave category. 
· Employees who worked prior to 1984 and have unused sick leave should see the SK84 code 
· Employees who worked prior to 1997 and have unused sick leave should see the SK97 code
The SK94 and SK97 leave codes are not accruals but only hold the balance of what you previously earned.  Due to the Banner setup, some employees will have SK84 or SK97 fields with zero balances on their PEALEAV records even though they are not applicable to their Leave Category.  As these hours are paid or used, HR will remove any unnecessary codes from the Leave Category. 
Questions?

If you have questions about vacation or sick leave, please consult your department contact.  If you are covered by a Bargaining Unit please consult your union contract.  If you have additional questions please view  http://www.siue.edu/humanresources/benefits/vac_sick_civil.shtml 
or http://www.siue.edu/humanresources/benefits/vac_sick_fac_staff.shtml, 
or  see the FAQ’s at http://www.siue.edu/humanresources/faq.shtml#benefits  
or contact Benefits in Human Resources.























































































































































































































































































































































































































































































































































































































































































































































