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 About unused sick leave

 How to report

 How to calculate

 How to correct
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 Question and answer
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About unused sick leave
 What is it?

 Who receives it (and who does not)?

 Why are we talking about it today?
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About unused sick leave

The Unused Sick Leave program is an optional, additional benefit that employers can 
choose to offer. 

It adds the value of half an employee’s net unused sick leave to their final average 
salary upon regular service retirement or disability retirement. 

Who participates in the program?

Currently, 688 employers. 

Participation is optional, but once you join, your organization cannot stop participating. 

To find out if your organization participates, contact your ESC representative. 

What is it?

https://www.oregon.gov/pers/EMP/Pages/ESC-Representatives.aspx
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About unused sick leave

Only Tier One and Tier Two members whose employer participates in the program may 
receive half the value of an employee’s net unused sick leave at retirement.

The Oregon Legislature did not include this benefit in the Oregon Public Service Retirement 
Plan (OPSRP) (another way of making it less expensive for employers). 

What happens to OPSRP members’ sick leave?

Or Tier One and Tier Two members whose employer does not participate in the program?

This depends on their employer’s policy. If it allows employees to cash out their accrued sick 
leave, you must report it. Go to the Reminders section for instructions on how to report 
accrued sick leave that is being cashed out. 

Who receives it (and who does not)?
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Why are we talking about it today?
About unused sick leave

Every time someone leaves employment, the employer must report:

 Final wages.
 Hours.
 Unused sick leave. 

Because unused sick leave is a more complicated topic, it is often reported incorrectly. 

Therefore, we want to provide information to help you know how to report it correctly and 
how to calculate it.

I added this slide. RRS
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Why are we talking about it today?
About unused sick leave

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 and inconsistent 
reporting persist. 

Potentially confusing aspects: 

 Must be reported for all employees, but only Tier One and Tier Two members whose 
employer participates in the program receive the benefit. 

 Calculation process is complex and, therefore, more prone to error. 

 Some employees terminate and rehire more than once, so unused sick leave is 
reported more than once if applicable.

 Working retirees do not have their leftover sick leave reported to PERS. The purpose of 
reporting unused sick leave hours is to increase the pension — remember that retirees 
do not earn benefits. 

https://www.oregonlegislature.gov/bills_laws/ors/ors238.html
https://www.oregonlegislature.gov/bills_laws/ors/ors238.html
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How to report
 When to report unused sick leave 

 Filling in the Detail 1 
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When to report unused sick leave
How to report

Every time you report a death 
or a termination for any reason, 
you must enter a number in the 
Unused Sick Leave Hours field. 
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Filling in the Detail 1
How to report

How to fill out the Detail 1

Status Code: 
 02 –Terminated 
 10 – Deceased
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Filling in the Detail 1
How to report

How to fill out the Detail 1
Status Date: The date the work status 
change became effective. 

Last Day Service: The last date on 
which the employee worked or 
received paid leave. 

Unused Sick Leave Hours: Required. 
Calculate for Tier One and Tier Two 
members who work for an 
organization that participates in the 
program.

OPSRP — Not included. 

You must enter an amount to get the 
record to post. You can choose 0.

Note about last day of service: If 
you are reporting a termination for 
an employee who is retiring from 
PERS, members always retire the 
1st of the month. Terminations 
must be no later than the day 
before the member’s requested 
retirement date. For example: If a 
member requested an August 1 
retirement date, the termination 
must be no later than July 31. 
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How to calculate
Overview of steps.

Step 1: Gather information.

Step 2: Calculate total hours.

Step 3: Check for additional hours.

Step 4: Subtract used hours.

Step 5: Report on Detail 1 record.
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Overview of steps
How to calculate

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

1. Gather all the necessary information (such as sick leave records and transferred-in 
hours). You may need to access older records, including archived documents. 

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

3. If you added any other hours (reinstated, transferred-in, or donated), subtract those 
extra hours. 

4.   Subtract sick leave hours that the employee used.

5. Report that number in the Unused Sick Leave Hours field of the Detail 1 — termination or 
death record.
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Step 1: Gather information
How to calculate

1. Gather sick leave hours and information.
Check these six items and reference what to do 
with them in the chart at right:

a) Your organization’s lowest sick-leave accrual 
rate.

b) The number of months the employee was 
employed with you.

c) The number of hours of sick leave the 
employee used.*

d) Any transferred-in or reinstated sick leave 
hours.*

e) Any donated sick leave hours (whether given 
or received).*

f) Any sick leave that the employee was allowed 
to cash out.* 

    *Not reported as USL.



Step 2: Calculate total hours
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How to calculate

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 the previous slide.

This gives you the employee’s allowed total sick leave hours.
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Step 3: Check for additional hours
How to calculate

3. Check total for reinstated, transferred-in, or donated sick leave hours (1D, 1E). 
These extra hours are not included in the number 
you will report to PERS:

 Reinstated sick leave hours.

 Transferred-in sick leave hours.

 Donated sick leave hours. 

If you have these types 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. 

REASON: If you include them, they could accidentally be added more than once. 

You can find definitions of types of sick leave in employer reporting guide 17, Calculating Unused 
Sick Leave Hours, “Definitions” section.

https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
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Step 4: Subtract used hours 
How to calculate

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 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 net unused sick leave hours number comes to zero or a negative number, 
report unused sick leave hours as 0.
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How to calculate
Step 5: Report on Detail 1 record

5. Report the number on the 
Detail 1 02/10 record.

Create (or edit) a Demographics 
and Adjustment Report and fill 
out a Detail 1 - Member 
Demographics termination 
record. 

In the Unused Sick Leave Hours 
field, enter the number from 
step 4.

The amount you enter is the net 
unused sick leave, not the gross total 
sick leave.
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How to correct
 Common errors

 If you discover an error

 How to create a DCR (overview)

 Unused Sick Leave Work List request
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How to correct
Common errors

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 is less than 
eight hours/month).

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

When responding to a data verification request, not making sure to report unused sick leave 
(USL) for the date being reported; instead, people report USL for the current date. 
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How to correct
If you discover an error

If you determine that the unused sick leave you reported on a termination record 
needs to be corrected, submit a Demographic Correction Request (DCR). 

On the DCR, enter the correct amount of unused sick leave hours in the Unused 
Sick Leave field. Explain the reason for the correction in the Comments box. 

For instructions on creating a DCR, read employer guide 20, Creating a DCR.

https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-20-Creating-DCR.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-20-Creating-DCR.pdf
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How to correct
How to create a DCR (overview)

There are two main methods of creating a DCR.
Method 1: Through the Work List function. 



Method 2: Through the View Employee Info function. 

How to correct
How to create a DCR (overview)
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How to correct
How to create a DCR (overview)

Next, enter the correct USL number 
and explain reason for change in 
Comments. 



How to correct
Unused Sick Leave Work List request

If PERS suspects a discrepancy with unused sick leave reporting, you may receive an Unused Sick Leave 
Work List request. The request asks you to verify the unused sick leave hours and/or transferred-in unused 
sick leave hours that we have on record. 

You must respond to the request as soon as possible to avoid delaying the employee’s benefits. 

Example discrepancies:

 Number adds up to more than eight hours/month.

 Number includes transferred-in sick 
leave that was already reported by a 
previous employer.

If a request to respond with details in 
the Comments box is indicated, please 
do so or we may need to reach out by 
email. 
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Reminders
 Follow the steps carefully

 Work List requests and emails

 Data verification

 Cashing out accrued sick leave
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Reminders

Avoid common errors. 

 Make sure to cap hours at eight hours/month (or your organization’s 
accrual rate if it is less than eight hours/month).

 Make sure to subtract transferred-in or reinstated sick leave hours. 

Follow the steps carefully
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Reminders

Respond to Work List requests ASAP.
PERS staff review USL. If we suspect a discrepancy, we will send an Unused Sick Leave Work List request. 
Please respond to request ASAP to prevent a delay in benefits.

If you receive a request to respond in the Comments box, please make sure to do so or we may need to 
email you for clarification.

Respond to emails ASAP.
We may still reach out to verify that transferred hours were not included in previous reporting. This is 
because of how much information was already reported to PERS.

Work List requests and emails
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Reminders

When responding to a data verification request, be careful about the dates.
 Pay attention to the date for which PERS is asking.

 Do not automatically report for the current date.

Reach out for help
 If you have questions about USL reporting, please contact your employer 

representative.

Data verification

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

If your employer allows employees to cash out accrued sick 
leave, report the payment as follows:

 On a Detail 2 - Wage and Service Record 

 In the Non-Subject Salary field.

This type of payment is shown on the Payment Categories chart. 
It is non-subject salary for all PERS programs (i.e., no contributions 
are charged nor due on that income).

Cashing out accrued sick leave

Detail 2 Wage and Service Record
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Questions and answers



Questions and answers

Raise your hand to speak (preferred) or ask in the 
chat. 

An ESC representative will answer your question if 
possible. More complicated questions may need a 
follow-up. 

Do not use employee names or any personal 
information.
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Resources
 Employer guide 17, Calculating Unused Sick 

Leave Hours at Termination or Retirement. 

 Employer guide 19, Completing Work List 
Requests. 

 Employer guide 20, Creating a DCR. 

 Detail 1 Member Demographics Fields

https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_Ch17-Unused-Sick-Leave.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_19_Completing-Work-List-Requests.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_19_Completing-Work-List-Requests.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_19_Completing-Work-List-Requests.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide_19_Completing-Work-List-Requests.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-20-Creating-DCR.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-20-Creating-DCR.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-20-Creating-DCR.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-Quick-Ref_Detail-1-Fields.pdf
https://www.oregon.gov/pers/emp/Documents/Employer-Publications/Manuals-Guides/Employer-Guide-Quick-Ref_Detail-1-Fields.pdf
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