UNCLASSIFIED LEAVE REPORTING REQUIREMENTS
In response to a Legislative Audit Bureau (LAB) report, in 1987 the state legislature imposed a cap on the amount of sick leave faculty, academic staff, and limited appointees could use to pay for health insurance upon retirement, layoff, or death. With the cap, accrued sick leave would be limited to 8.5 days per year for annual employees and 6.4 days per year for academic-year employees. 

In order to obtain a waiver to this cap, each UW institution independently agreed to identify a standard 40-hour work week for reporting purposes, distribute a monthly statement, and collect monthly reports, even if no leave has been used. Accurate leave reporting is part of the UW System’s responsibility to the public. It is important to remember that you are a part of a larger community and your actions can affect not only you but also your colleagues and your institution. 

· You must establish a standard work week for reporting purposes. 

· Your official schedule should total 40 hours per week (pro-rated for part-time), and should include all classes, office hours, other regularly scheduled obligations, and time for research or other self-directed work required by your appointment. 

· The default schedule for all unclassified employees is Monday through Friday, 7:45 a.m. – 4:30 p.m. 

· With the approval of your department chair or supervisor, you may file an alternate schedule. With the approval of your department chair or supervisor, you may change your official schedule whenever necessary. 

· A leave report is due monthly, regardless of whether any leave time is used during the month. 

· Submit your monthly leave report to your department chair or supervisor, whichever is applicable, no later than the 5th of the month. 

· Indicate the amount and type of leave taken on the day or days of the month for which the report is completed, and sign and date the form. 

· Part-time appointees report actual hours missed. 

· Full-time employees report leave in half- and full-days. 

	During an 8-hour work day, if you miss:
	< 2 hrs
	2-6 hrs 
	>6hrs

	Report leave of: 
	0 hrs
	4 hrs 
	8 hrs


Additional Information 

Unclassified Personnel Guideline (UPG) on Sick Leave Policy: www.uwsa.edu/hr/upgs/upg10.pdf
UWSA web site for sick leave: www.uwsa.edu/hr/benefits/leave/sick.htm
UWSA presentation on leave reporting: www.uwsa.edu/hr/leave/unclassleavereprting.ppt
