DES Information Systems Communication – 01/09/12

What?          Annual Sick Leave Buyout Processing and Reports for Second Test

Who?           HRMS HR and Payroll Offices

Why?           Sick Leave Buyout reports from second test process are ready for review
When?         Distribute immediately

Message:     Review this communication for important information about Annual Sick Leave Buyout, including test run results, corrections, special information, and reports.  

Second Test Run: We created a second test and processed Sick Leave Buyout Reports on January 6. Spool reports are now available for review. Please review the results from the second test reports and make any necessary adjustments. Final processing for Sick Leave Buyout statements and reports begins after 6:00 p.m. on Thursday, January 12, 2012. 

Actions Required:  

· See #2 (adjustments to earned leave calculation) in Notes for Year to Date (below)

· See #4a (report data corrected in 1/6/12 report) in Notes for the Year to Date (below)

· All corrections must be completed by 6:00 p.m. January 12

Notes for Year to Date (YTD) Sick Leave Earned and Used:

1. 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.
Example:  Changes in employment status from salaried to hourly or full-time to part-time during 2011 could cause an employee’s December 2011 accrual to be effective on 01/01/2012. The sick leave buyout reports take the December 2011 sick leave accrual in the total sick leave earned for 2011 even it is effective on 01/01/2012. This is consistent with the WAC for this provision.

2. Action Required --  Please review cases where an employee’s accrued sick leave earned is less than 96 hours.  In some instances, an accrual of less than 96 hours may be appropriate. However, if there has been a sick leave quota correction that effective dated the last day of the month, further research is recommended. 

The monthly accrual is not being included in the “earned” calculation for months when there is:
a. A quota correction record dated the last day of the month, and 

b. A text note indicating that the record should be excluded from current year buyout “earned” or “used” calculation

The current workaround is to change the quota correction “Start” date to a day other than the last day of accrual month. This will allow the quota correction to be excluded, but allow the accrual to be included in the “earned” calculation. The calculation will be corrected in the final buyout job if the corrections are made by January 12, 2012. 

3. Quota Corrections affect reported Sick Leave Earned for 2011.
Quota corrections affect what is reported as sick leave accruals on Sick Leave Buyout reports. Sick leave accruals are used to determine the number of hours eligible for buyout. Like other types of records in HRMS, quota corrections, are date effective. If a quota correction is dated for 2011, it will be reported as an adjustment to YTD sick leave accruals for 2011.

Employees reported with more than 96 hours of sick leave accrued for 2011 may have a quota correction dated for 2011 that is an adjustment for a date earlier than 1/1/2011. Pay particular attention to these hours and determine whether or not quota corrections should be reported as adjustments to sick leave earned for 2011.

Please see 12/17/2009 Updating Prior Year Quota Corrections for updating quota corrections that are adjustments for prior years.

4. Shared Leave (Sick Leave returned to donors): Effective dating in HRMS for returned sick leave can have an impact on the way HRMS calculates sick leave hours available for the Annual Sick Leave Buyout process. Please review the following information to understand the impact and determine whether or not you will need to take action to ensure your Annual Sick Leave Buyout calculations are accurate. This applies only to those employees who are eligible for Annual Sick Leave Buyout.

a. Attention:  Report data corrected during the second test run spool processed on 01/06/12. -- Leave returned to donors -- During the test run for the 2011 annual sick leave process on 12/22/11, the return of shared leave to the donors’ sick leave hours was not reflected on the sick leave buyout ZHR_RPTPY681 report. If an agency has employees who fit this situation, disregard the first test run spool report for those employees. 

b. Sick Leave that was donated in 2010 or prior, but was returned in 2011:

I. If the returned sick leave was effective dated in HRMS on or before 12/31/10, the calculation for the 2011Annual Sick Leave Buyout won’t be impacted. The returned hours from a prior year will not be considered in the current year’s buyout calculation. No further action is required.

II. If the returned leave was effective dated in HRMS 01/01/11 or later, the calculation for 2011 Annual Sick Leave Buyout will be impacted because the returned leave will reduce the hours that are reported as sick leave used for 2011.

Please see 12/17/2009 Updating Prior Year Quota Corrections for updating quota corrections that are adjustments for prior years.

5. Reporting: To check who will be reported for sick leave buyout or who will be reported as “not eligible,” you can run the two reports listed below:

ZHR_RPTPY007 – Sick Leave over 480 – Non Elig 

Selection Criteria:

Period: 1/1/2011 – 12/31/2011

Personnel Numbers: As needed

“Sick leave balance” is already defaulted at 480

ZHR_RPTPY681 – GAP 681 – BUYOUT STATEMENTS

Selection Criteria:

Period: 1/1/2011 – 12/31/2011

Personnel Numbers: As needed

From Return date: 1/31/2012

“Test run – List only” button should already be defaulted 

6. If you represent a “Reporting Only” Agency, you do not report leave accrued/taken activity, but you may see a spool report for a few employees. This is informational only for the test runs to display employees who transferred to your agency from an agency that uses HRMS to process sick leave activity.

If you determine that an employee’s sick leave earned or taken is not reported correctly on the Sick Leave Buyout statement, (possibly due to master data changes), rather than making retroactive changes, you have the option of modifying or creating a Sick Leave Buyout Statement with the desired information. 

Tools and Information

· A blank electronic copy of the Sick Leave Buyout Statement form is provided for your convenience. 

· All Sick Leave Buyout information that has been released for 2011-12 is available on the Year End Website.

Questions? Contact:
DES Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
