
UNIVERSITY OF CALIFORNIA, DAVIS

Staff Leave Request

Instructions

(Replaces UPAY 573)

Employee Section 
Complete the top section of the form indicating reason for leave, requested begin date and anticipated return date and estimated periods for which you wish to use sick leave, vacation, comp time and/or leave without pay.  

If you are requesting intermittent or reduced schedule, you must indicate the intermittent schedule to be worked (i.e. number of hours per day, begin date and end date of intermittent schedule).

Sign, date and return form to department.

Contact Employee Benefits (530-752-1774) regarding insurance continuation.

Department Section

Department must complete the section labeled Designation of Leave.

Indicate if application is an initial application or a revision of a previous application (i.e. extension or early return that differs from the original leave of absence)

Indicate if the leave has been approved, provisionally approved (pending medical certification) or if the leave request has been denied (explanation required).

Refer to Policy and Law below to verify whether the leave is qualified under the law as Family & Medical Leave (FML) and/or Pregnancy Disability Leave (PDL). If the leave qualifies as FML or PDL, provide employee with two forms from the FML leave kit: Your Rights & Obligations and Certification form. Once appropriate documentation has been received from the employee and the healthcare provider, indicate begin and end dates. Note: FML runs concurrent with paid and unpaid leaves. FML normally begins at the same time as PDL but may have a different ending date.

Leaves may not extend past a predetermined separation date; for example, the end date of a limited appointment.

Policy and Law

The federal Family & Medical Leave Act (FMLA) entitles employees to up to 12 weeks of leave for their own serious health condition; the birth of a child; care of a newborn, newly adopted child or new foster care placement; or the care of a spouse, child or parent with a serious health condition. (For complete information, see the personnel policies and contacts listed below.)
Eligibility Requirements

· The employee must have at least 12 months of University service.  All prior service counts, regardless of any service breaks.

· The employee must have worked at least 1250 hours during the 12 months immediately preceding the commencement of the leave.

· The employee must not have utilized their 12 weeks within the current calendar year.

The California Family Rights Act generally provides the same coverage as the federal FMLA, and runs concurrently with it.  There is one exception: it does not provide leave for pregnancy disability, because pregnancy disability leave is covered by California Fair Employment and Housing Act. 

Pregnancy Disability Leave, under the California Fair Employment and Housing Act, provides up to 4 months of leave during the time a woman is actually disabled and unable to perform her job due to pregnancy or childbirth. All pregnant employees are eligible for PDL.
Within the University, these laws are implemented through Personnel Policies for Staff Members, Policy and UCD Procedure 43, Leave of Absence, and through similar provisions in collective bargaining agreements:

	Clerical Contact, Article 13

Service Contract, Article 22

Technical Contract, Article 16

Research Contract, Article 14

Patient Care Technical, Article 22
	Health Care Contract, Article 14

Nurse Contract, Article 20

Lecturer Contract, Appendix D

Librarian Contract, Article 18

Police Contract, Article 20


University policy provides Supplemental FML to certain employees. See Personnel Policies for Staff Members, 43.D.

Payroll Personnel System Entry of Leave Transaction

· Leaves (with or without pay) designated as FML and/or PDL must be entered into PPS, with the exception of partial leaves (reduced work schedules) or intermittent leaves.  For these, adjust the Payroll Roster (“pre-list”) instead.

· PPS entry is not required for a non-FML/PDL leave without pay of less than two weeks. Adjust the prelist instead.

· Once the leave is approved, enter the leave in PPS, if required. Do not indicate medical information in PAN.
· Depending on the leave’s pay status, one of the following two bundles is used to process a leave transaction.  

	Leave of Absence with pay
	Leave of Absence without pay

	The LVWP bundle is used for this transaction

Enter the following;

Leave of absence action code – 07



 

Leave of absence begin date

Leave of absence return date

*Leave Type 

Press <enter> to perform screen edits.

Press <F11>.

If the leave of absence affects current appointment and distributions lines, enter changes on the EAPP screen.

Press <enter> to perform screen edits.

When edits are resolved press <F5> to update the Employee Database 


Enter the following information in the “Comments” section for PAN requirements:

· Title

· Leave with Pay (transaction type)

· Begin date of leave of absence and return to work date

· Your name and phone number as the preparer.

Note:  If the leave of absence affects the probation period or salary review period, you must separately enter the EPER screen to make changes.
	The LVNP bundle is used for this transaction

Enter the following;

Leave of absence action code – 08



 

Leave of absence begin date

Leave of absence return date

*Leave Type 

Press <enter> to perform screen edits.

Press <F11>.

If the leave of absence affects the probation period or salary review period, enter changes on the EPER screen.

Press <enter> to perform screen edits.

When edits are resolved press <F5> to update the Employee Database 


Enter the following information in the “Comment” section for PAN requirements:

· Title

· Leave without Pay (transaction type)

· Begin date of leave of absence and return to work date

· Your name and phone number as the preparer.

NOTE: On EAPP screen, if the employee is paid by exception (time code “R”), change to positive (time code “Z”) for the duration of the LVNP period.


*Leave Type Codes  

	Select from this column first

Family and Medical Leave without Pay (15)

Family and Medical Leave with Pay (16)


	Select from these columns if leave is not eligible under FMLA



Child bearing- non-FML eligible (04)
Personal Leave without Pay (08)

Extended Illness- non-FML eligible (05)


Worker’s Compensation- non-FML eligible (09)
NOTE: Use PPS Help Screen for add’l leave codes.


Additional Processing Requirements

Employee Document

A. Print the “Summary of Leave” Employee Document.

B. Provide copy to employee, retain copy for departmental records.

Forward to Benefits

A. Leave Request form (all leave types)

PPS Entry Timing Rules

A. Do not process more than one leave transaction for an employee on the same day (i.e. processing a leave without pay transaction immediately following the processing of a leave with pay transaction). Entries from the first transaction will not be captured in EDB History.
B. Do not process a leave transaction to change from one type of unpaid leave to another until the pay period in which the change occurs has ended. A premature entry will cause an overpayment of wages. 
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