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County of San Bernardino

LEAVE ACCRUAL AND ADJUSTMENT

WORKSHEET


The Leave Accrual and Adjustment Worksheet is used in conjunction with a payroll adjustment to track leave balances and determine if an employee is eligible for correction.  The two (2) types of Leave Accrual and Adjustment Worksheets are Sick and Vacation and Other Types of Leave.

LEAVE ACCRUAL AND ADJUSTMENT WORKSHEET (Sick and vacation)

FORMS REQUIRED


MANDATORY FIELDS

Leave Accrual and Adjustment Worksheet (Sick and Vacation) (

All

General Information

The worksheet should be completed prior to processing a Payroll Adjustments (PA) - Miscellaneous form to determine possible potential negative balances.  Refer to Payroll Adjustments procedure
Note: If adjusting leave on a PA for more than three (3) pay periods prior to the request, a Leave Accrual and Adjustment Worksheet must be completed.

The hourly rate for the accruals the employee receives (for sick and/or vacation only) must be entered to the left of the arrow on the worksheet in order for the automatic calculations to process correctly.

DEFINITIONS

Pay Period – Indicate the affected pay periods.  Start with prior pay period and end with current pay period.

Type of Leave – Only complete the column for the leave(s) that are to be adjusted

Prior Leave Balance – List the leave balance(s) for the pay period prior to the pay period for which adjustment(s) is being submitted

Adjustment – Enter leave adjusted, negative or positive, per Paycheck Data in EMACS for pay period listed. This does not include leave coded on the Time and Labor Report (TLR) or Amended TLR.

Subtotal 1 – This field will automatically calculate based on prior leave balance(s) and adjustment(s)

Leave Used – List the leave that was used per Paycheck Data in EMACS or Amended TLR

Subtotal 2 – This field will automatically calculate based on subtotal 1 and sick and/or vacation leave used

Paid Hours – Enter the total number of paid hours (up to 80 for Non-Safety and up to 84 for Safety) for the pay period listed.  Once the total number of hours paid has been entered, the form will automatically calculate the sick and/or vacation leave accrual and the ending balance which gives the available leave for the next pay period.

Accrual – This field will automatically calculate based on paid hours and leave hourly accrual rate for sick and/or vacation

Ending Balance – This field will automatically calculate based on the sick and/or vacation leave accrual and paid hours.  Note: If a negative ending balance calculates, the leave hours must be reduced and additional PA’s must be prepared.

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete worksheet prior to preparing PA

· Attach to PA

· Retain copy for department file

· Forward original to EMACS-Payroll (0030)
· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/PROCEDURES

Leave Accrual and Adjustment Worksheet (Other Types of Leave) (
LEAVE ACCRUAL AND ADJUSTMENT WORKSHEET (other types of leave)

FORMS REQUIRED



MANDATORY FIELDS

Leave Accrual and Adjustment Worksheet (Other Types of Leave) (

All

General Information

The worksheet should be completed prior to processing a Payroll Adjustments (PA) - Miscellaneous form to determine possible potential negative balances.  Refer to Payroll Adjustments procedure 
Note: If adjusting leave on a PA for more than three (3) pay periods prior to the request, a Leave Accrual and Adjustment Worksheet must be completed.

The accruals the employee receives other than sick or vacation (i.e. holiday, administrative, annual, comp time, etc.) must be entered on the worksheet and manually calculated.

DEFINITIONS

Pay Period – Indicate the affected pay periods.  Start with prior pay period and end with current pay period.

Type of Leave – Only complete the column for the leave(s) that are to be adjusted

Prior Leave Balance – List the leave balance(s) for the pay period prior to the pay period for which adjustment(s) is being submitted

Adjustment – Enter leave adjusted, negative or positive, per Paycheck Data in EMACS for pay period listed. This does not include leave coded on the TLR or Amended TLR.

Subtotal 1 – Calculate this field based on prior leave balance(s) and adjustment(s)

Leave Used – List the leave that was used per Paycheck Data in EMACS or Amended TLR

Subtotal 2 – Calculate this field based on subtotal 1 and the type of leave used

Paid Hours – Enter the total number of paid hours for the pay period listed

Accrual – Calculate this field based on paid hours and appropriate accrual rate for the type of leave used

Ending Balance – Calculate this field based on the leave accrual used and the paid hours.  Note: If a negative ending balance calculates, the leave hours must be reduced and additional PA’s must be prepared.

PAYROLL SPECIALIST RESPONSIBILITIES

· Complete worksheet prior to preparing PA

· Attach to PA

· Retain copy for department file

· Forward original to EMACS-Payroll (0030)
· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/PROCEDURES
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