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Leave Report

| ¥ou do not need to report leave for Thanksgiving Day
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e T - e |[f there are missing leave report(s) for prior months they
are also attached in PFD format.

e All reports must be completed, dated, and signed by
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“OUTSTANDING LEAVE REPORTS”

For individuals with “outstanding” leave reports, if Human Resources Services
has not received leave statements, as outlined below, before August 15 or sick
leave will be ‘capped”.

Annual vear (12 month) appointments:

® All leave reports must be on file with Human Resources Services before
August 15 for pervious annual year - July 1 to June 30 - sick leave will be
capped at 8.5 days

Academic year (9 month) appointments:

® All leave reports must be on file with Human Resources Services before August 15 for previous year
Summer Session and previous academic year -August to May - sick leave will be capped at 6.4 days

Dates to Remember

August 15- Leave Reports due to HR for previous Year
= 7/1/08-6/30/08 for annual
= 2008 Summer Session and 8/25/08-5/24/09




Reporting time away

If your work day is 7:45 AM to 4:30 PM Monday through Friday, you would
report leave like this:

LEAVE HOURS REPORT ON UNCLASSIFIED LEAVE REPORT FORM

Less than 2 hours 2 Report nothing

2-6 hours 2> > Report 4 hours (half of the 8 hour day)

More than 6 hours-> Report 8 hours (full 8 hour day)

Reminder: Only 12 month/annual appointees earn vacation or personal holiday

Establishing a work week schedule

e Normally, salaried professionals are exempt from overtime
regulations and are not accountable for a 40-hour per week
schedule.

® Many salaried employees work far more than forty hours per week.

® |n order to simply and fairly report sick leave usage and to be
accountable to the State, it is necessary to identify a work schedule
that uses a generally acceptable standard.

® This does not imply that unclassified staff only work 40 hours per
week; it merely is a way to establish a workable means of recording
the use of sick leave that is as equitable as possible.

® |[f there is no alternative schedule on file- the default is 7:45 am to
4:30 pm Monday through Friday

e Effective with the beginning of the Spring 2008 semester, teaching responsibilities not met because of an

absence specified in UWS 19.01, Wis. Adm. Code, must be reported as leave, regardless of whether a
qualified instructor covers the aforementioned responsibilities.

Colleague coverage is not available

e Teaching responsibilities include class time preparation, actual classroom instruction, and scheduled office
hours available to students for educational guidance.



