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California State University, Chico
    Human Resources – Standard Procedures
	Subject:  Absence Reporting

	

	Responsible Department(s):  
· Employee
· Department

· Payroll Office
	Procedure Number:    HR 
Update Responsibility:  

	References:  Collective Bargaining Agreements
State Administrative Manual, 8539
	Issue Date:           

	Web Links:  http://www.calstate.edu/LaborRel/Contracts_HTML/contracts.shtml
	Revision Date:      N/A


I.
Purpose and Scope:  
To ensure accurate recording of leave usage and appropriate leave balances for campus employees.
II.
Responsibility:
An employee shall be responsible for reporting an absence to the appropriate administrator as soon as possible in compliance with department and campus policies.
III. Procedures:
A. Absence Reporting
1. Absences for a pay period are reported on the Absence and Time Worked form (STD 634).  Absence reports are due in the Payroll Office by the 5th working day following the close of a pay period (e.g. November 2006 absence report would be due absence is due December 7th.)

2. Accrued vacation, sick leave, can be charged in tenth of an hour increments.  Please see the chart below.

	REPORT FRACTIONS          OF HOURS                   IN TENTHS

	1-6
	-
	.1

	7-12
	-
	.2

	13-18
	-
	.3

	19-24
	-
	.4

	25-30
	-
	.5

	31-36
	-
	.6

	37-42
	-
	.7

	43-48
	-
	.8

	49-54
	-
	.9

	55-60
	-
	1.0


3. Holidays:  An hourly intermittent employee is entitled to holiday pay for each campus observed holiday in accordance with the following table which reflects proportional holiday pay based on the relationship of total hours worked in the holiday pay period to total hours in that pay period.  
	Hours on Pay Status During Pay Period*
	Holiday Pay in Hours for Each Holiday

	0
	-
	10.9
	0

	11
	-
	30.9
	1

	31
	-
	50.9
	2

	51
	-
	70.9
	3

	71
	-
	90.9
	4

	91
	-
	110.9
	5

	111
	-
	130.9
	6

	131
	-
	150.9
	7

	151 or over
	8

	*Exclusive of Holiday  Hours not actually worked


4. Exempt employees:  With the exception of Family and Medical Leave-eligible employees, exempt employees cannot be charged for absences of less than a full day.

5. Intermittent employees:  Eligible hourly intermittent employees can charge leave credits only for the number of hours they are normally scheduled to work.

6. Signatures:  The employee and the supervisor must sign the report after the last reported absence.

B. Completion of Form

Instructions for Completing Absence Report (Form 634, rev. 1/2006)
	Category
	Instructions

	Chico State ID
	Enter your Chico State ID

	Last Name
	Print/type your last name

	First Name, M.I.
	Print/type your first name and middle initial

	Pay Period
	Enter the month and year of the pay period when the leave time was used or the intermittent Employee hours were worked.

	Category
	Instructions

	Time Base
	Enter the employees Time Base: i.e. ½ time

	Department Name 
	Enter the name of the department.  

	CMS Dept ID
	Enter the department ID.

	Employee Status
	Check the appropriate box.

	Employee Status
	Indicate whether you are “exempt” or 
non-exempt.’  Refer to the Salary Schedule to determine this status.


Absence and/or Intermittent Time Worked Categories and Explanations
Refer to provisions in appropriate collective bargaining unit contract for the CSU represented employees,                or by Title V and CSU policy for non-represented employees regarding usage of leave benefits.
	Category
	Explanation

	INTERMITTENT EMPLOYEES

Time worked
	Used by employees appointed as an hourly Intermittent Employee to report hours of work and additional hours that must be paid for holidays that occur during the pay period.  The number of hours due an Intermittent Employee for holidays is dependent upon the number of hours worked in the pay period.  See chart.  

	SICK LEAVE

Self
	Used to report absences due to the illness, medical, or dental appointment.  NON-EXEMPT employees can charge their sick leave in tenths of an hour increments.  EXEMPT employees must charge their sick leave in one day increments.  (Example: An exempt employee working four 10-hour days would enter 10 hours of sick leave for one day of absence.)

	SICK LEAVE

Family illness
	Used to report absences when attending to matters related to an immediate family member’s illness or medical or dental appointment.   NON-EXEMPT employees can charge their sick leave in tenths of an hour increments.  EXEMPT employees must charge their sick leave in one day increments.  

	SICK LEAVE

Death in family
	Used to report absences when attending to matters related to the death in the family.  Refer to appropriate collective bargaining unit contract for details.

	BEREAVEMENT/

FUNERAL LEAVE
	Used to report absences for the bereavement to attend a funeral of a member of the employee’s immediate family.  You must indicate relationship of family member on the form.   Refer to appropriate collective bargaining unit contract for details.

	VACATION LEAVE
	Use to report absences for an approved vacation period.  NON-EXEMPT employees can charge their vacation in one-hour increments.  EXEMPT employees must charge their vacation in the number of hours that is equivalent of one working day for one day of vacation.  (Example:  A half-time exempt employee would enter 4 hours of vacation time for one day of absence.)

	USING OVERTIME CREDITS
	Used by NON-EXEMPT employees for absences charged against available CTO (compensatory Time Off for overtime worked) hours.

	USING PERSONAL HOLIDAY
	Used to report Personal Holiday usage for eligible employees.  A Personal Holiday is one (1) working day and it must be used by December 31 or it will be lost.

	SHORT-TERM MILITARY LEAVE
	Used to report “ordered” military service absences of 30 days or less.  Absences greater than 30 days must be processed as a formal leave.  You must attach a copy of your military orders.

	MATERNITY/          PATERNITY/          ADOPTION LEAVE
	Used to record the allowable paid absence days of an employee who was approved for maternity, paternity, or adoption leave.  Use this section to record the number of paid days allowed and used by the employee.  Record all other absences above and beyond the allowable days in their appropriate leave categories.  Provisions for the number of paid leave benefits days are outlined in your bargaining unit agreement.

	UNPAID LEAVE GRANTED (DOCK)
	Used to record approved unpaid absences of 15 days or less (informal leave).  Absences greater than 15 days must be processed as formal leave.  Exempt employees must record their absences in whole days.  An informal eave resulting in more than 11 days of pay in the pay period may impact benefits and other bargaining agreement or MPP entitlements.  Submit advance copy to the Payroll Office by the 15th day of the pay period.

	AWOL

Absence without leave
	Used to record all unscheduled and unapproved unpaid absences by the employee.  Submit advance copy to the Payroll Office by the 15th day of the pay period.  Departments with employees in AWOL situations should contact Staff Human Resources or Academic Human Resources.

	JURY DUTY
	Used to report an absence for jury duty (selection process and jury panel service).  To be eligible to receive full pay while on jury duty, you must attach a certification indicating the dates and time of service or a signed statement to that effect AND you must request payment of court fees and submit a specified portion of the fees you received the Cashiering Office (Kendall Hall).  If fees are not surrendered to the University, you must charge vacation time for the absence or be docked in pay.  Exempt employees cannot be charged for a partial day’s absence.

	SUBPOENAED WITNESS
	Used to report an absence for serving as an expert witness for the State of California for State business.  To be eligible to receive full pay while serving as a witness for State business, you must accept court fees and submit a specified portion of the fees you receive to the Cashiering Office (Kendall Hall).  If fees are not surrendered to the University, you must charge vacation time for the absence or take a dock in pay.  If you were subpoenaed as a witness and are a party to the suit, or you were subpoenaed as an expert witness for non-state business, you must charge paid vacation time for the absence or be docked in pay.  Exempt employees cannot be charged for a partial day’s absence.

	OTHER ABSENCES
	Used to report absences not listed on this form.  Example Holiday Informal Time Off (HITO) credit when granted by the Governor.  Indicate date, hours used or earned, and reason for the absence.
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