OREGON

Calculating Unused
Sick Leave Hours
at Termination

or Retirement

Employer Reporting Guide

This guide explains how to calculote
the number of unused sick leave
hours to report for a Tier One

ar Tier Two employees.

Employer
Service
Center




Contents

[ [ oY [¥ T od 1o o T 3
About the Unused Sick Leave Program.......ccccceeveeeveveeceecceeennnn, 3
How the program affects Tier One/Tier Two benefits................ 3
How the program affects OPSRP benefits ..., 3

How to calculate net unused sick leave ......cccccivvecerrnecereneccrnnnnes 4
OVEIVIEW ..ttt sttt 4
Step 1: Gather sick leave hours information........cccccvveeeeincnn. 4
Step 2: Calculate the total accrued sick leave hours................... 5
Step 3: Check your total for any reinstated, transferred-in,
or donated sick leave hours (1D, TE)..cc.coooiiiiiiiiiieieeeeeeeeie e, 5
Step 4: Subtract actual sick leave used (1C) from gross sick
leave and subtract any hours added in step 3 (1D, 1E)................ 5
Step 5: SUDMIT O PERS ... 6
Accrual rate explaiN@d ... 9

Correcting incorrectly reported unused sick leave hours ......... 1
If you find that you reported hours incorrectly .......ccoceevevennee. n
If PERS finds that you reported hours incorrectly ...................... 12

(9 T=Y {15 T1 4T o =00 13

Published March 2024

Employer Service Center | Return to table of contents


https://www.oregon.gov/pers/EMP/Pages/ESC-Representatives.aspx

CALCULATING UNUSED SICK LEAVE HOURS

Introduction

The Unused Sick Leave Program, established by Oregon Revised Statutes (ORS) 238.350 and
238.355, has been around for nearly 50 years. However, confusion, incorrect calculations, and
inconsistent reporting persist.

This guide explains the program and breaks down the instructions for properly calculating the
net unused sick leave hours that you will report for Tier One/Tier Two members.

If you need help calculating unused sick leave or if you think you have calculated someone’s
hours incorrectly, contact your Employer Service Center (ESC) representative for help.

About the Unused Sick Leave Program

This program only applies to Tier One and Tier Two employees who work for an
organization that participates in the program. The program allows these employees to be
compensated for a portion of their unused sick leave in the form of increased retirement
benefits upon regular service retirement or disability retirement.

Employer participation is optional, but once you begin the program, your organization
cannot stop participating. To find out if your organization participates in the program,
contact your ESC representative.

How the program affects Tier One/Tier Two benefits

Half of the value of a Tier One/Tier Two employee’s net unused sick leave hours are
included in the calculation of their final average salary. These additional hours increase their
retirement benefits under the Full Formula and Formula Plus Annuity benefit calculations.
The hours do not impact the Money Match calculation because final average salary is not a
factor in this calculation. For definitions of benefit calculation methods, go to the Tier One
and Tier Two Overview and Benefit Calculation webpage, “How Is My Tier One/Tier Two
Pension Calculated?” section.

How the program affects OPSRP benefits

The program is not available to Oregon Public Service Retirement Plan (OPSRP) employees.
How their unused sick leave is handled upon termination depends on their employer’s
policy.

Employers still need to fill in the Unused Sick Leave Hours field on the Detail 1 Termination
record, however, because EDX requires it. You can enter O or enter the employee’s unused
sick leave hours as explained in this guide, even though the hours will not be included in
their final average salary.
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CALCULATING UNUSED SICK LEAVE HOURS

How to calculate net unused sick leave

There are five steps to correctly calculate and report an employee’s net unused sick leave
hours. These steps are listed below and explained in more detail over the next few pages.

Overview

1. Gather all the necessary information.

2. Calculate the sick leave hours the employee earned, capped at a max of eight
hours/month.

3. Subtract sick leave hours that the employee used.
4. If you added any other hours (reinstated, transferred-in, or donated), subtract those.

5. Report that number in the Unused Sick Leave Hours field of the Detail 1 termination
record.

Step 1: Gather sick leave hours information

Step | Information needed Explanation

1A Your organization’s This is the lowest monthly accrual rate for any Tier One or Tier
lowest sick-leave Two employee at your organization who is entitled to sick
accrual rate. leave — up to a maximum accrual rate of eight hours a month.
See the “Accrual Rate Explained” section for more explanation.
1B The number of months | Count any month in which the employee worked (or received
the employee was paid leave) for more than half of the days of the month. Does
employed with you. not include their six-month wait-time.
1C The number of hours This is how many hours they’ve used throughout their
of sick leave the employment with you. Decimal numbers are allowed.
employee has used.*
1D Any transferred-in or Check if the employee’s sick leave hours include any
reinstated sick leave transferred-in or reinstated sick leave hours and make note of
hours.* those amounts. (Go to the “Definitions” section to explanations
of these terms.)
1E Any donated sick Check if any of the employee’s sick leave hours were donated
leave hours (whether to another employee or received from another employee.
given or received).*
1F Any sick leave that the | If your organization allows any sick leave to be paid out, that
employee was allowed | sick leave is considered to be used and is not reported to PERS
to “cash out.”* as unused sick leave. Any unused sick leave payoff amount
should be reported to PERS as non-subject salary for Tier
One/Tier Two and OPSRP even if the calendar/academic year
is qualifying (i.e., employee worked at least 600 hours).

*Not included in net unused sick leave total.
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Step 2: Calculate the total accrued sick leave hours
Multiply the monthly sick leave accrual rate from step 1A (eight hours or less) by the

number of months the employee has worked for you (1B). (Refer to steps in the table on
page 4 of this guide.) This gives you the employee’s allowed total sick leave hours.

Example:

Maximum Months of employment Total hours accrued
accrual rate

8 X | 62 = | 496

Step 3: Check your total for any reinstated, transferred-in, or
donated sick leave hours (1D, 1E)

Reinstated, transferred-in, and donated sick leave hours are not included in the number you
will report to PERS in step 5. Therefore, if you have these type of sick leave hours included

in your gross unused sick leave total, you will need to subtract them in the next step to get
to your net unused sick leave total.

The reason is because PERS already has on record any reinstated and transferred-in hours
reported from the employee’s prior terminated employment(s). If you include them, they
could accidentally be added more than once.

Example
Total hours Reinstated, Total gross sick
accrued transferred-in, or leave at retirement
donated sick leave
496 + | 80 = | 576

Go to the Definitions section for information about these types of sick leave.

Step 4: Subtract actual sick leave used (1C) from gross sick leave
and subtract any hours added in step 3 (1D, 1E)
Actual sick leave used is the total number of hours of sick leave the employee has used

during their career with you. If the net unused sick leave hours number comes to zero or a
negative number, report unused sick leave hours of O.

Example:
Total sick Sick leave Any hours Net unused sick
leave hours added in leave hours
used* step 3
576 - 196 - |80 = | 400

*Decimals are allowed.
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If employee doesn’t have any reinstated, transferred-in, or donated sick leave hours to add
in step 3, then simply subtract the actual sick-leave hours used from the accrued sick leave
total you got in step 2. If the difference equals O or less, report O unused sick leave hours.

Important: Make sure to subtract actual sick leave hours used from the allowed accrual
total you calculated in step 2 and not from the total sick leave hours they have remaining
(i.e., the uncapped total).

Example:

Net unused sick
leave hours

Total sick leave Actual sick leave
allowed (from step 2) hours used

496 - | 96 = | 400

Step 5: Submit to PERS

Create (or edit) a Demographics and Adjustment Report and fill out a Detail 1 Member
Demographics termination record. Enter the net unused sick leave hours in the Unused Sick
Leave Hours field.

ADD/EDIT A MEMBER RECORD

The status of this member record is: Added

DETAIL 1 - MEMBER DEMOGRAPHICS:

SSN

Status Code

AR

02 - Terminated

Status Date 07/01/2024
(MM/DD/YYYY)

Last Day Service 06/28/2024
(MM/DD/YYYY)

Old SSN

First Name JOHN

Last Name DOE

Middle Name

Name Change Indicator

Address - 1

Address - 2

Address - 3

City

1234 NOWHERE ST

PORTLAND

Continued
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State OREGON v
Zip -1 97219
Zip-2
Province
Country Code UsA v
Postal Code
Date Of Birth
(MM/DD/YYYY)
Gender v
PERS Job Class Code v
Average Overtime Hours v
Unused Sick Leave Hours 400
Contract No. of Months 00 w~

Employer Site Distribution
Code

Non PERS Data Memo
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The image below shows an example of what PERS might show in our records for this
employee. Any transferred or reinstated sick leave from the employee’s previous
employment is already in our records and is included in PERS’ final calculations.

Employer Employer
Code Name

Start
Date

Term
Date

Transferred | Net Unused

Unused Sick | Unused Sick| Sick Leave

00004 Employer #1
00003 Employer #2
00002 Employer #3
00001 Employer #4

In accordance with ORS 238.350(1)(a), PERS then applies half the total net unused sick leave

Leave Hours |Leave Hours

09/01/2015 |

06/27/2011 08/07/2015 |

06/01/2009 06/30/2011 |

07/01/2003 12/30/2008 |

hours to the employee’s final average salary.

Net unused sick
leave hours

Hours PERS
applies to FAS

992

496

576 || 80 || 400 |
512 | 128 || 80 |
576 || 384 || 128 |
480|| I 384 |

Total  992.00
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Accrual rate explained

ORS 238.350(2)(a) dictates that the sick leave hours that can be applied toward final
average salary for a Tier One/Tier Two member must be capped at an accrual rate of eight
hours/month.

Whatever rate your organization allows the employee to accrue for usage must be the
same rate reported to PERS, unless the rate is greater than the maximum eight hours per
month cap. If your organization applies a cap to sick leave accrual, that cap must also be
reflected in your reporting to PERS.

IF THEN
Organization’s lowest sick leave accrual rate = Report to PERS =
12 hours/month 8 hours/month
Organization’s lowest sick leave accrual rate = Report to PERS =
6 hours/month 6 hours/month

Different accrual rates per employee group

If you have different accrual rates for different groups of employees, the allowed
accrual rate is the lowest accrual rate for any of those employee groups.

Community college accrual rate

Community colleges have different rules for capping the sick leave accrual rate. The
yearly community college accrual is capped based upon 10 days per school year or one
day per month employed, whichever is greater. Therefore, the cap is 10 days per school
year if they’re only employed during the 10 months of the school year with summers
off, or one day per month if they’re employed more than 10 months of the school year
(e.g., if they have 11- or 12-month contracts). But there is a minimum allowance of 10
months.

Prorated accrual rates

If you have one accrual rate for all employees, but you prorate the accrual rate based
on the hours employees actually work or are scheduled to work (i.e., full time or part
time), use the accrual rate for your full-time employees or eight hours per month
(whichever is less), as shown in example 2 on the next page.
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Example 1
Police Firefighter Lowest sick leave Capped Report to PERS
employee employee accrual rate for any maximum sick
accrual rate accrual rate employee group leave accrual rate
12 hours/month | 20 hours/month 12 hours/month 8 hours/month 8 hours/month

Although the employer’s lowest rate of accrual is 12 hours per month, the employer can
only report 8 hours per month because that is the maximum accrual rate allowed.

Example 2
Lowest sick leave Prorated lowest sick leave Capped maximum | Report to PERS
accrual rate for any accrual rate for any sick leave accrual
full-time employee part-time employee group rate
group
8 hours/month 4 hours/month 8 hours/month 8 hours/month

If the employer’s lowest sick leave accrual rate for a full-time employee is eight hours
per month or less, it does not need to be capped. It is already at the capped rate.

Also, the employer may prorate the accrual rate for a part-time employee without
impacting the lowest sick-leave accrual rate reported to PERS. For example, if the rate
is eight hours per month for a full-time employee, it may be prorated to four hours per
month for a part-time employee. However, the four hours per month does not become
the lowest sick leave accrual rate because the sick leave accrual rate is based on a full-
time employee’s accrual rate.

Example 3
Employer’s sick leave policy Capped maximum sick Report to PERS
caps sick leave accrual at 6 leave accrual rate

hours a month for actual usage

6 hours/month 8 hours/month 6 hours/month

The employer’s accrual rate of six hours per month should be reported to PERS
because it is the lowest rate in effect. The PERS cap does not apply because the
employer’s actual rate is lower than the cap.

10
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Correcting incorrectly reported unused sick leave

hours

If you find that you reported hours incorrectly

The most common mistakes people make when calculating unused sick leave are:

= Not capping hours at eight hours/month (or your organization’s accrual rate if it’s less
than eight hours/month).

= Not subtracting transferred-in or reinstated sick leave hours.

If you determine that the unused sick leave you reported on a termination record needs to
be corrected, submit a Demographic Correction Request (DCR). Put the correct amount in
the Unused Sick Leave field and explain the reason for the correction in the Comments box.

For instructions on creating a DCR, read employer reporting guide 20, Creating a
Demographic Correction Request.

DEMOGRAPHIC CORRECTION REQUEST

Start Date

Term/End Date

Last Day Service

Job Class

MNew Position Type

Average OT Hours

Contract No. of Months

Hire Intent

From 09/05/2022 To

From To Remove Term/End Date

From To

From  School Employee To ~ Start Date
v Start Date End Date

Unused Sick Leave

400

Review Contribution Start
Date

Delete Position

Comments

| realized | calculated Colin's USL incorrectly on his termination
record dated 2/29/2024. Please change the 496 hours
reported on that termination record to 400.

0 Tell Me More

End Date

Please contact your ESC Account Team representative if you have questions.

1
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If PERS finds that you reported hours incorrectly

PERS staff members review unused sick leave hours when processing the following:

= Retirement.
= Membership withdrawal.

= Data verification.

If we suspect that the unused sick leave reported may be wrong (e.g., it adds up to more
than eight hours/month or it includes transferred-in sick leave already reported by a
previous employer), they will send an Unused Sick Leave Work List request.

The request will ask you to verify the unused sick leave hours and/or transferred-in unused

sick leave hours that we have on record.

You will need to respond to the Work List request as soon as possible to avoid delaying the

employee’s benefits.

WORK LIST

o Tell Me More

Below is a list of employees for which PERS is requesting Information. The Work Item Type indicates the type of information that is required. Please complete and

return each Work Item. Click on the SSN to enter salary information.

Click on the leftmost column to get the detail of the dicked record.

(]
(il
Z

PERS ID Last Name First Name Plan

PERS-Tier 2

OPSRPDB

PERS-Tier 1

PERS-Tier 1

PERS-Tier 1

OPSRPDE

Year

Request Date

03/13/2024

10/05/2023

03/08/2024

03/14/2024

07/17/2023

1/27/2023

Work Item Type

Status

Termination New
Termination New
Employer Data Verification Request Mew
Unused Sick Leave New
Unused Sick Leave New
Demeographic Correction Request Returned

Please contact your ESC Account Team representative if you have questions.

12
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Definitions

Look for additional terms in the “Glossary” quick-reference guide.

Donated sick leave

Gross unused sick
leave hours

Last day service

Month of employment

Net unused sick leave
hours

Reinstated sick leave
hours

When an employee is on an extended sick leave, your
organization may allow them to use sick leave hours donated by
another public employee. Your organization may also convert
donated vacation leave or compensatory time to sick leave.
Some organizations also allow unused donated leave to be
returned to the donor (this is usually determined by a collective
bargaining agreement).

To find out your organization’s policies for donating and
receiving sick leave hours, contact your Human Resources
department.

Including donated hours in unused sick leave at termination:

= Recipient — Leftover donated sick leave hours cannot be
included.

= Donor — Only unused donated sick leave returned to the
donor can be included (only Tier One and Tier Two
members). Unused donated vacation leave or
compensatory time returned to the donor may be used by
the donor. Any lump-sum payment made for the unused
leave is reported to PERS.

Accumulated total of unused sick leave, up to the PERS allowed
limit (which is the lowest rate of accrual for any full-time
employee of the employer who is entitled to sick leave; may not
exceed eight hours per month and may be less). Includes all
transferred-in, reinstated, and accumulated unused sick leave
hours remaining at termination.

The last day a member is physically on the job or is on paid
leave.

A month of employment is any month in which the employee
worked most of the days and, thus, earned service credit. For
example, for a month with 21 working days to be counted, the
employee would have to work (and/or be on paid time off) for 11
days or more.

Gross unused sick leave hours capped at eight hours a month
minus any transferred-in, reinstated, donated, and used sick
leave hours.

Unused sick leave hours retained by an employer when an
employee departs employment that are credited to that
employee if they return to work for that employer.

Continued
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Sick time

Sick time, a provision added to state law in 2015 to cover
employees who were not eligible for an employer sick leave
program, is not counted as sick leave for PERS purposes. Learn
more in Employer Announcement #96.

Transferred-in sick Unused sick leave hours that were transferred in from a former

leave hours

Wait time

PERS employer to a current PERS employer. The hours must be
available for use by the employee. The amount of unused sick
leave hours a hiring employer will accept, if any, is based on the
hiring employer’s personnel policies or union contract
agreements.

The initial six-month trial period that a new qualifying employee
serves before they become a PERS member and start earning
PERS benefits. The employee’s first day of membership after
wait time is called their contribution start date (CSD).
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