PA420 - Leave of Absence Rev. 01.10.2012

OSC HR/Payroll Training

Leave of Absence
PA420
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Welcome and Introductions

Welcome to the Leave of Absence course.

— Introductions
— Sign-in sheet
— Tent cards
— Restrooms
— Breaks (smoking area)
— Parking lot
— Classroom etiquette

* Cell phones off

* Internet/Email

* Quiet side conversations

— Fire safety information
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The course introduction is an opportunity to get to know the others who are
attending class as well as to agree on classroom courtesy. The instructor will
inform you about the building facilities and when breaks will occur.

Please make sure you receive the credit you deserve for attending class by
signing the attendance sheet.
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Prerequisites

Prerequisites:

BEACON Overview, BC100
SAP Basic Navigation, BC110
Personnel Administration Overview, PA200

Personnel Administration Terms, Concepts, and
Display Data PA210

Create and Maintain Employee Data, PA310

Modifying Position/Employee Data and Reporting,
PA313
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There are several pre -requisites that you must take before attending this course.
Attending these pre -requisites ensures that you are adequately prepared with

the new processes, concepts, and terms that are needed for successful completion
of the Advanced Create and Maintain Employee Data course.

BC100, BC110 and PA200 are self -paced web courses that you can take at
anytime.

PA210 is taught both virtually or as an instructor  -led class.
PA310 is an instructor -led class.

PA313 is taken in the Virtual Classroom.
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HR/Payroll Training Curriculum

BEACON Overview

BEACON SAP Navigation

| | }

Organizational Personnel Benefits Time Payroll
Management Administration Administration o
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The OSC HR/ Payroll training program comprises several courses and different
modules. Based on your HR role you will attend courses in the Personnel
Administration module.

NC OSC Training & Development Page 4



PA420 - Leave of Absence

Personnel Administration
Training Curriculum

Personnel Administration Courses

PA Overview

PA Terms, Concepts and Display Data
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Within the Personnel Administration module, there are several courses. Your
position determines which courses you may be required to attend.
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Course Map

Lesson 1: Leave of Absence (LOA) Overview

Lesson 2! Creating a Leave of Absence

Lesson 4: Benefits and Leave of Absence
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[ Lesson 3: Reinstating an Employee from LOA
{
[

Lesson 5: Course Review
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Course Objectives

Upon completion of this course, you should be able to:

* Describe the various reasons for a Leave of Absence
and determine when each is applicable to use

» Execute a Leave of Absence
* Run the Date Monitoring Report

* Reinstate an employee from Leave of Absence
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Strategy for Training

Tell me Concepts

Instructor will discuss the process,
responsibilities, and describe the transactions —

LISTEN

Show me Demonstrations

Instructor will demonstrate job-related tasks
performed in SAP — HANDS OFF

Let me Exercises
Student will complete the exercises which allows
for hands-on practice in class — HANDS ON
Support me Availability

Instructor will be available to answer questions
while the students complete the exercises
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The Leave of AbsenceSt udent s Gui de provides a copy of t
presentation used in the classroom training. You will observe that space is

available for you to write notes. You can use the guide as a reference when you

return to the workplace. For example, you can use the exercises for practicing

in the OSC HR/Payroll System training environment.

You may also find it useful to take the Employee Self -Service and Manager Self -

Service courses, although they are not required for the PA curriculum. They are,
however, mandatory for other requirements.
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Reference Materials

Student Guide

Exercise Guide

Job Aids

Bulletins

Other resources
— Online help

» Provides step-by-step procedures
by screen

* Includes links to complete step-by-step procedures
—  Work instructions
— Whats New

The materials above can be accessed through the OSC Training HELP website. ‘
Use the following link to access the HELP website:
http://www.osc.nc.gov/training/osctd/help/
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Course Map

Lesson 1: Leave of Absence (LOA) Overview

Lesson 2! Creating a Leave of Absence

Lesson 4: Benefits and Leave of Absence

[ )
[ Lesson 3: Reinstating an Employee from LOA J
{ J
( 1

Lesson 5: Course Review

e
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Lesson 1 Objectives

Leave of Absence (LOA) Action
with an LOA

and with the Time, Benefits, and Payroll modules
* List the reasons associated with an LOA Action

Upon completion of this lesson, you should be able to:

* Describe the checklist tasks you should perform before entering a
« Identify the transaction code and various infotypes associated

* Describe the interaction of the infotypes within the LOA Action

+ Describe the FMLA steps that are not part of the LOA Action
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This lesson focuses on the process and infotypes that are applicable to all Leave

of Absence Actions.
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Actions

Demotion /

Investig. w/.

.

Transfer

Band
Revision
A /

Appt.

pay
—

Career
Progression
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As discussed in the PA Terms, Concepts and Display Data course, the life cycle of
an employee comprises many different events. The OSC HR/Payroll system
defines those events as a specific infotype called Actions (ITO000). Actions for

the State of North Carolina are shown above.

An Action combines logically related infotypes into one infogroup. The infotypes
in the infogroup are sequentially arranged and automatically display. This helps

to simplify the data

particular infotype should be included

entry

for the Acti

fi the OSC HR/Payroll system

automatically includes the infotypes that are associated with a particular Action.

Depending upon the
each of the infotypes presented in the Action.
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LOA in OSC HR/Payroll

* LOA in the OSC HR/Payroll system

— Employee is active in the system: employee is not withdrawn from the
system

— Time, benefits, payroll, State Service and longevity are dependent on
entries made for action, reason and infotypes

* Best Business Practice

— Time (leave) is entered only by agency; employee does not enter time
(leave)

— One agency person should be responsible for both Time and Personnel
Administration

» Agency can made agency-wide decision that time is entered by Time
Administrator

— Only applicable leave code or 9400 (unpaid leave) is entered; not code
9500

SLIDE 13 yaOthice ot the Stag,

ev. 0112201 . b\b‘ Jraining %
of North C ] c O)evolopment %

=z

There is only one Action 0 Leave of Absence in the OSC HR/Payroll system. That
one action is used for both leave with pay and without pay. The combination of
the Action/reason and data entered on the infotypes indicate to  the OSC
HR/Payroll system whether to pay the employee or not.

In the OSC HR/Payroll system, an employee out on leave of absence, both paid
and unpaid, is still active in the system (the employee is not in withdrawn
status). Time, benefits, payroll, State Service and longevity are programmed to
act in specific ways depending upon the entries made on the Action/reason and
the infotypes that are part of the Action.

The OSC HR/Payroll system is designed for one person, usually Personnel (PA)
Administration, to be responsible for time entry for an employee on leave of
absence. However, while it is a best practice that time is entered in PA, each
agency can make an agency-wide (not individual user) decision that time is
entered by the Time Administrator when the employee is on LOA. Regardless of
which decision the agency makes (entered by PA or Time), it should be
remembered that:
A An employee should make no time entries while on LOA. The entries are to
be made only by the agency (either PA or Time).
A Under no circumstances should code 9500 (time worked) be entered when
an employee is on LOA. An employee should not be on LOA and also be
working.
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Before You Begin LOA Checklist

« PA20
— IT0000 — Actions

o View employee’s last Action
o Verify eligible for requested leave

+ CATS_DA to see if time prior to LOA has been
entered, released and approved.

» Ifemployee is using leave for LOA, access PT50 to
ensure that employee has enough in quota balance.

¢ Communicate with the Benefits Representative
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Before processing any type of Leave of Absence (LOA) use the above checklist.

Actions
View Actions to verify that the employee has a hire date and is in a status that
qualifies him or her for LOA.

CATS_DA

All time prior to LOA must be entered, released and approved before an
employee goes out on LOA. After the LOA Action has been entered, the employee
should not be entering and releasing time. It is especially important for time to

be entered, released and approved if the employee plans to use any leave
accruals while out on LOA.

PT50
If the employee has indicated a certain type of leave usage while on LOA, use
this transaction to verify that enough of that quota type is available to use.

Benefits

The Benefits Representative will have to take certain steps to communicate with
the employee who is going out on leave, especially unpaid leave. Be sure to
inform the Benefits Representative when an employee is out on LOA (more about
Benefits in a subsequent lesson).
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Leave of Absence Process

[@. Personnel Actions
®

Personnel no. C: 0008326

Name Kumar Reinaldo@1

EEGroup A SPA Employees PersA 4601 Cultural Resources
EESubgroup A1 FT N-FLSAOT Perm CostC 4699999999 CULTURE RESOURC
From 01/01/2011
Personnel Actions
Action Type Personn... EE group EE subg.. [

New Hire (NC) -

-

Quick Entry (NC)
Investigatory WiPay (NC)
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A Leave of Absence occurs when an employee is out of work on paid or unpaid leave. You will observe
there is only one LOA Action with no indication about whether it is paid or unpaid (LOA replaces

LWOP).
A FMLA A Education
A Parental (not FMLA) A Short -Term Disability 60 day waiting period
A Family lliness Leave A Short-Term Disability (Leave)
A Extended lliness A Short -Term Disability (lump sum)
A Reserve Active Duty (leave) A Short-Term Disability Regular
A Reserve Active Duty (lump sum) A Short-Term Disability Extended
A Reserve Active Duty (30 days) A Other
A Reserve Active Duty A Emergency Layoff
A WC 7 day waiting period A Extended Military
A WC Leave of Absence w/supplement A Military Care Giver
A WC Leave of Absence A Military Training
A WC LEO Continuation Pay A Civil Air Patrol
A WC Non Sworn Officer Continuation Pay A sState Defense Militia Duty
A Injury Leave A Long-Term Disability (Leave)

NOTE : The agency can determine whether or not an employee is placed on LOA with pay to track long -
term leave usage for available approved leave (for example, an employee is using vacation for 4 weeks).
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Leave of Absence Reasons

Reasons for Leave of Absence

FMLA *liducation -

*Parental (not FMLA) Short-Term Disability 60 day |

*Family [llness Leave waiting period ‘
+Extended lness «Short-Term Disability (Leave) Covered
*Reserve Active Duty (leave) *Short-Term Disability (lump sum) M;lhe,
*Reserve Active Duty (lump sum) «Short-Term Disability Regular course
*Reserve Active Duty (30 days) *Short-Term Disability Extended

*Reserve Active Duty *Other -

*WC 7 day waiting period *Emergency Layoff

*WC Leave of Absence «Extended Military

w/supplement *Military Care Giver

*WC Leave of Absence *Military Training

*WC LEO Continuation Pay +Civil Air Patrol

*WC Non Sworn Officer «State Defense Militia Duty

Continuation Pay *Long-Term Disability (Leave)

sInjury Leave

SLIDE 16 yaOtticeol the g,

20 Rev.01.12.2012 ) £ #° Training
e of North Carolina All Rights Res: ; Fyevelopment %

=z

Although the reasons are shown in the OSC HR/Payroll system in a list, you can mentally
group them into four categories as illustrated above.

Short -term disability is not discussed in this course. It is covered in a separate course
entitted PA370 Short -Term Disability.

Time/Leave Administration and FMLA

It is very important for HR to enter the LOA Action before the Time/Leave Administrator
enters the event into the FMLA Workbench. The LOA Action is not automatically connected
to the FMLA Workbench; therefore, HR should coordinate with the Time/Leave
Administrator when an LOA Action is entered. Time/Leave Administration is responsible for
the tracking of FMLA eligibility and number of hours that the employee has used related to
FMLA.

When the FMLA event is entered into the FMLA Workbench by Time/Leave, the Workbench
automatically checks an employee's eligibility for FMLA. Based on OSP policy, an employee's
eligibility is related to his or her length of total State Service and hours worked during the
previous 12 months.

After an employee has exhausted all of his or her leave entitlement, the FMLA Workbench
will also manage the employeeds eligibility for s

Intermittent FMLA

If an employee is absent intermittently on FMLA, you do not execute a LOA Action. In that
case, the Time Administrator enters the FMLA event using PTFMLA. The Leave
Administrator tracks absences associated with the FMLA event.
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Additional Resources

Training
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It is very important to choose the correct reason associated with each LOA. The
PA Actions - Reasons -Definitions job aid, located on The OSC Training HELP
website, contains a detailed explanation of each reason for LOA. Use the
following path to locate the job aid:

http://www.0sc.nc.gov/training/osctd/help/

Personnel Administration > Job Aids > PA Actions  dReasons dDefinitions
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LOA is used to track various activities regarding
result, you may need to make more than one entry for the Action (along with the

associated reason) when an employee is on LOA (refer to the LOA BPP online at the OSC
Training HELP website ). In the OSC HR/Payroll system you will now have a complete
history of the activity for a particular LOA (because of the various entries) whereas in the
previous system, there was only one entry. Comments can be entered during the Action on
many of the infotypes (for example IT0000, IT0019, IT2001). Also, you can run reports

based on reasons. Take, for example, an OSC HR/Payroll system employee who is going
on an 18-month military leave. At the end of his or her orders, the employee volunteers for

an additional six months. In OSC HR/Payroll, four LOA entries, with applicable reasons,
would be required to record the leave history:

1. LOA Action 0 reason-use either: Reserve Active Duty (Leave) or Reserve Active Duty
(Lump Sum) i depending upon whether or not the employee will use leave or will be
paid for leave prior to the 30 days paid by the State.
2. LOA Action -reason: Reserve Active Duty (30 days).
3. LOA Action 0 reason: Reserve Active Duty (entered on the 31 st day of duty).
4. LOA Action 0r eason: Extended Military (entered after
were completed and the employee volunteered for additional duty) --granted for all
uniformed service duty that is not covered by military leave with pay as defined by
policy for active/inactive duty training, physical exams, and reserve active duty.
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