Report Forms & Instructions – Vacation & Sick Leave Reporting
Faculty, Administrative Staff & Professional Staff Employees

Departments maintain time and attendance records that also aid in the recordkeeping of sick and vacation leave. Please view Instructions below. 

This section contains the forms used for recordkeeping of time and attendance and vacation and sick leave for faculty, administrative staff and professional. Each group of records contains individual records and a summary sheet. All totals are calculated by formulas hidden in the protected Excel spreadsheet. Instructions for completing the individual records can be found by clicking on the appropriate set of instructions listed under Instructions, Examples, and Forms on the Vacation & Sick Leave Home page. The summary sheet form will be completed automatically during the completion of the detailed portion of the report.
Before selecting a file, create a folder on your hard drive for faculty and/or administrative staff and professional staff. This is where you will place the downloaded files. Do not combine the files because there are different formulas and procedures for each type.

If you use Netscape as web browser use the following instructions:

Click on the file below that is needed for your department. This may cause a pop-up box to open that tells you it is an UNKNOWN FILE TYPE. Click on the "Save File" button and save to the folder you created previously. Open the folder and enter the data as per your instructions.

When the records have been completed for the year, attach the file to an e-mail to Deanna Taylor at dtaylor@siue.edu so that records may be received in an electronic format.  Each employee and the fiscal officer or delegate will need to sign the individual forms and  forward the paper copies to Deanna at Box 1040.

Forms
Faculty, Administrative Staff, & Professional Staff
· 10 or less records 
· 11-25 records [image: image1.png]


         (copy URL to browser:  http://www.siue.edu/humanresources/forms/pdf/FSvsl25.xls)

· 26-50 records [image: image2.png]


         (copy URL to browser:  http://www.siue.edu/humanresources/forms/pdf/FSvsl50.xls)

Complete the informational section at the top of the form:
Name: Enter full name (last, first – be sure to include comma and space). Enter name in blank cell under "Name". Tab to each cell to be completed.

Vacation Accrual Rate: Rate-A would be the rate earned July 1, Rate-B would be the rate if there is any change during the year. If there is no change Rate-A and Rate-B will be the same number.

Department: Enter the name of the department the individual is employed by.

Type of Appointment: Enter "C" for Continuing, "T" for Term, "R" for Regular, and "D" for Durational.

Member of IEA: Enter "yes" or "no" (Members of IEA have a "regular" or "durational" appointment.)

Fiscal Year: Enter the current fiscal year (i.e., 01; two digits only NOTE: Excel will not include the leading zero unless a single quotation mark " ' " is entered before the zero [example: ' 01])

Banner ID Number: Enter nine digit Banner ID number, which begins with 8. 

Employment Date (if on/after 7/1/99): We will need this information due to the change in the accrual rate of vacation for IEA employees hired on or after 7/1/99.

Account Number: Enter primary account that is in effect on 6/30/xx (last day of current fiscal year). Enter numbers only; do not enter hyphen.

Percentage of Appointment: If employee is full time, enter as 1 or 1.00; if employee is part-time, enter as .54, .67 etc.

Number of Months: Enter the number of months ( i.e., 9, 10, 12).

Date Grant Ends: Complete if applicable.

Vacation:
Enter the carryover vacation balance from last year in the July column. Use ENTER, arrows, or tab as necessary to move from field to field. Enter the days earned and used for each month and the system will calculate the balances and final total. If there is no usage, leave it blank, you need not enter zero. If the employee’s balance is more than the maximum days allowed to carryover, the system with reduce the figure to the maximum days allowed. If approval has been given to carryover vacation days more than the maximum allowed, a copy of the approval letter must be attached to the printed vacation form. Please note the system may show 50.0008 days or if a person is 50% 25.0004 days but the maximum amount allowed (50 or 25) will be the amount that is paid.

Non-Accruable Sick Leave:
Non-Accruable sick leave is granted at the beginning of the contract year. Figure the amount the employee is entitled to receive, based upon the length and percentage of their contract. Enter this figure in the month the contract begins. Enter any usage in the appropriate months; the spreadsheet will automatically subtract the usage and update the total. NOTE: Regular and Durational employees ARE NOT eligible for non-accruable sick leave.

Accruable Sick Leave - Earned Before 1/1/84:
Transfer the ending balance from the previous year (ending total of Section #2). Enter any usage in the appropriate months; the spreadsheet will automatically subtract the usage and update the total.

Accruable Sick Leave - Earned Begin 1/1/98:
Faculty & Administrative Staff
Accruable Sick Leave is granted at the beginning of the contract year.

a. Transfer the ending balance from the previous year (ending total from Section #3) as the beginning balance.

b. Enter the days earned for the year into the July column; the spreadsheet will calculate the totals.

c. Enter any usage in the appropriate months; the spreadsheet will automatically subtract the usage and update the total.

Professional Staff
Accruable Sick Leave is earned each month of the contract year.

a. Transfer the ending balance from the previous year (ending total from Section #3) as the beginning balance.

b. Enter the sick leave amount earned for each month and the sick leave amount used each month; the spreadsheet will calculate the totals.

NOTE: Professional Staff hired before 7/1/2000 were given a one time grant of 60 sick leave days. They earn one sick day per month. Professional Staff hired after 7/1/2000 were given a one time grant of 10 sick leave days. They will also earn one sick day per month. These days will be recorded in this section.

Note: The days earned are based upon their percentage of appointment.

Accruable Sick Leave - Earned 1/1/84-12/31/96
Faculty, Administrative Staff, & Professional Staff

a. Transfer the ending balance from the previous year (item #4 ending total from last year's form).

b. Enter the sick leave amount used for each month; the spreadsheet will calculate the totals.


Sick Leave Days Payable Upon Retirement or Resignation
The spreadsheet will calculate the number of days by taking half of the total earned sick days from 1/1/84-12/31/97.

Print the form and obtain the appropriate signatures. (NOTE: Employee’s Signature REQUIRED)
*NOTE: If an employee retires/terminates before June 30th and a printed copy of the final report has been forwarded to Office of Human Resources and approved, the name will still appear in your summary sheet. (Names are a protected field and can not be deleted.) As the sick leave and/or vacation has already been paid and no longer owed, the balances on the computer form should be changed to zero.

Before electronically submitting forms to the Office of Human Resources, click on Summary at the lower left of the spreadsheet to reveal the summary report. Review the information and verify that each record includes the employee's social security number, name, vacation balance, and sick leave balances, where appropriate. If an error is found on the summary sheet, go to the employee's detail record and make corrections. Verify the summary again. After all corrections have been made, submit the file(s) to the Office of Human Resources.


Extended Sick Leave Balance
This section should be completed for Professional Staff ONLY

a. Enter the extended sick leave balance from the previous year.

b. Enter any approved usage.
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