Quick Guide
Employees Transferring from Affiliates and Using Accrued Sick or Vacation Leave in the First Pay Period of Hire  7-31-2026
Transfer of Accrued Leave Balances
When an employee transfers from an affiliate to a state agency, their accrued sick leave balance will transfer with them. If the receiving agency accepts accrued, unused vacation leave, those vacation balances will also transfer. 
However, employees transferring from affiliates may experience limitations when attempting to use these balances during their first pay period with the state agency due to system processing rules.
System Processing Rules for Sick Leave and Vacation
The system processes absence takes before processing entitlement accruals and adjustments for Sick Leave and Vacation. Because of this processing sequence:
· Sick Leave: The system does not allow employees to use sick leave until the leave has been accrued. For example, if an employee earns 5 hours of sick leave in Pay Period 12, those hours are not available for use until Pay Period 13. For an adjustment relating to sick leave, the forecasting of the take is completed prior to the adjustment being processed. 
· Vacation Leave: The system does not allow employees to use vacation leave during their first pay period of hire for employees who are unclassified or classified employees with six months or more of classified service. For an adjustment relating to vacation, the forecasting of the take is completed prior to the adjustment being processed. 
Because absence takes for Sick Leave and Vacation are evaluated before entitlements and absence adjustments, the system does not recognize the sick or vacation balances from the affiliate in the first pay period of hire.
The system does recognize Personal Holiday and Legal Holiday balances immediately in the first pay period of hire. That is why any employee is able to use PH or LH in the first pay period of being hired or in a pay period with an absence adjustment to increase the balance.  
Using Transferred Sick or Vacation Leave in the First Pay Period
If an employee transferring from an affiliate needs to use their accrued sick or vacation leave they are bringing with them from the affiliate during their first pay period of hire, the agency must submit a JIRA ticket to Absence Management.
Absence Management can enter an override on the Supporting Element Override screen using one of the following Element Names:
· WI_SICK_BAL_OVRIDE 
· WI_VAC_BAL_OVERIDE
[image: Screen shot of Supporting Element screen entry for WI SICK BAL OVRIDE]
The override allows the employee to immediately use their transferred sick and/or vacation balances from the affiliate. Use the date range of the first pay period hired and the number of leave hours transferring. 
Previous Workaround No Longer Needed
Previously, agencies were instructed to enter Personal Holiday or Legal Holiday when an employee needed to use paid leave during their first pay period instead of entering Sick Leave or Vacation. This workaround is no longer required.
Instead, agencies should submit a JIRA ticket to Absence Management if an employee needs to use transferred sick or vacation leave during their first pay period of hire.
Scenarios Requiring Manual Intervention
The following scenarios have been identified where system processing will not produce the expected results without intervention.
Scenario 1: Rehire With More Than a Five-Year Break in Continuous Service with Existing Sick Leave Balance in System 
An employee who is rehired into a leave-earning position after a break in continuous service of more than five years may have a sick leave balance showing in the system on the Results by Calendar Group screen.
The system is programmed to automatically zero out sick leave balances when an employee has more than a five-year break in service, with the exception of an employee who terminated from a Career Executive appointment and is being rehired into a Career Executive appointment.
However, because of processing order:
1. The employee enters a sick leave take during their first pay period.
2. The system forecasts the leave take and sees the prior sick balance.
3. The sick leave take is approved and shows eligible.
4. The automatic adjustment then processes and zeros out the prior sick balance.
5. This creates a negative sick leave balance.
In this situation, the employee did not actually have sick leave available to use.
Agency Action
The agency must remove the sick leave take and replace it with another appropriate absence type, such as:
· Personal Holiday (PH)
· Legal Holiday (LH)
· Leave Without Pay (LWOP)
If the agency is aware of this situation before the first pay period processes, submit a JIRA ticket to Absence Management. An override can be entered using:
· WI_SICK_BAL_OVRIDE
This allows the automatic sick adjustment to process before the employee’s absence take.
Scenario 2: Prior State Service Sick Leave Balance Combined With Affiliate Transfer
An employee is showing prior state agency sick leave balance that is more than five years old and is also transferring from an affiliate with unused sick leave. You need to verify if the sick leave balance from the previous state job was transferred to the affiliate at time of hire. 
· If the sick leave was transferred to the affiliate, we need to let the system zero the sick leave balance that still exists in the system.
· If the sick leave was not transferred to the affiliate, and the hire to the affiliate was within the 5-year period; the sick leave balance needs to be added to the balance the employee is bringing with them from the affiliate. 
The system is programmed to automatically zero out sick leave balances when an employee has more than a five-year break in service, with the exception of an employee who terminated from a Career Executive appointment and is being rehired into a Career Executive appointment.
In this scenario in the first pay period:
1. The system creates an automatic adjustment to zero out the prior state sick leave balance.
2. The agency enters a manual absence adjustment to add the employee’s transferred affiliate sick leave balances.
3. Because manual adjustments override automatic adjustments within the same pay period, the prior sick balance is added back instead of being removed. (This is what we would want to happen for bullet 2 above. No action would be required.)
Example:
· Prior state sick leave balance from 2020 (more then five years old): 100 hours
· Affiliate transferred sick leave balance: 128 hours
The system would incorrectly display:
100 hours + 128 hours = 228 hours sick leave balance
The system cannot automatically correct this because manual adjustments override automatic adjustments within the same pay period.
Agency Action
The agency must identify these employees and enter a manual adjustment for the net amount:
Transferred affiliate sick leave balance minus the prior state sick leave balance that should be removed
Using the example above:
128 hours affiliate balance
· 100 hours prior state balance
=28 hours manual adjustment
If the employee needs to use transferred affiliate sick leave during the first pay period of hire, follow the instructions in the “Using Transferred Sick or Vacation Leave in the First Pay Period” section above. 
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