








I. PURPOSE

The purpose of this FSSP is to document how Facilities Services employees are notified of leave balances and payroll adjustments due to negative leave balances.      

II. PROCEDURES

A. Monthly Notification:

1. Main Campus

Each month, the Leave Clerk prints out a copy of the leave record for each FS employee indicating the balance of available leave at the end of the preceding month.  The Leave Clerk also prepares a Summary by shop listing the names of the employees and each employee’s leave balance at the end of the month for each Supervisor.  Any negative leave balances are highlighted. The Leave Clerk groups the copies of the leave records by shop and attaches the Summary.  The Summary and leave records are distributed to the appropriate Assistant Director. It is the responsibility of each Assistant Director to distribute the Summaries and leave records to the appropriate Supervisor.  It is the Supervisor’s responsibility to distribute the copies of the leave records to the employees and counsel employees on the use of their leave.
2. Health Sciences Campus

When an employee’s sick or vacation leave balance falls below 40 hours, the Leave Clerk shall forward a copy of the employee’s leave record and a Notification of Leave Balances below 40 Hours Form (FSSP 21-0005.1) to the appropriate Assistant Director.  The Assistant Director is responsible for distributing the leave record to the employee’s Supervisor.  The Supervisor shall review the leave balance(s) with the employee.  Both the Supervisor and the employee will sign the form.  The Supervisor will forward it to the Assistant Director.  Then, the Assistant Director forwards to the Director, Facilities Services, HSC.  The Director will review the Form, sign the Form, and forward the Form to the Leave Clerk.  The Leave Clerk will file the Form in the employee’s personnel file.  It is the Supervisor’s responsibility to counsel the employee on the use of their leave.   

3. Housekeeping Services

Each month, the Leave Clerk prepares a Summary listing the names of the employees and each employee’s leave balance at the end of the month.  Any leave balances of less than 10 hours are highlighted.  The Summaries are distributed to the appropriate Supervisors with the paychecks.  It is the Supervisor’s responsibility to counsel employees on the use of their leave using the Housekeeping Services Record of Employee Counseling form (FSSP 21-0005.2).   
4. Facilities Engineering & Architectural Services and specific administrative Facilities Services employees on Main Campus, Health Sciences Campus, and in Housekeeping Services whose leave records are separate from their associated departments

Most of the other staff members of Facilities Services are exempt employees.  Since the timesheets used by exempt employees indicate leave balances and require the Supervisor’s signature, the Leave Clerks do not routinely report leave balances to the staff members or the Supervisors. If the leave balances fall below a reasonable level, it is the Supervisors responsibility to counsel employees on the use of their leave.     
B. Paycheck adjustments

1. Main Campus
Upon conferring with Assistant Director and/or Supervisor as appropriate, the Facilities Service Center Office Manager prepares the following memo to Payroll with the employee’s name, Banner ID number, and hours to be deducted from the employee’s next paycheck.  The memo is emailed to Payroll and copied to the Payroll Director, the employee’s Assistant Director, the employee’s Supervisor, the employee’s Leave Clerk, and the employee’s Personnel File. It is the Supervisor’s responsibility to counsel employees on the use of their leave.  The Leave Clerk documents the payroll deduction on the employee’s Leave Card.      
MEMORANDUM

TO:

Payroll

FROM:
Leave Clerk


DATE:  


SUBJECT:
Payroll Deductions

Please adjust the payroll check by deducting the number of hours listed below for the following semi‑monthly employee listed below:

Name               
 Banner ID Number#


 Hours

Please deduct this from their next paycheck.  This is necessary because these employees are overdrawn on annual and/or sick leave.   If you have any questions or need further information, please contact me at XXXX.

cc:
Employee

Human Resources-Benefits Counselor

Personnel File

Supervisor 

2. Health Sciences Campus

Upon conferring with the Supervisor, Assistant Director, and the Director, the Leave Clerk emails Payroll with the employee’s name, Banner ID number, and hours to be deducted from the employee’s next paycheck.  The email is copied to the employee’s Assistant Director and the Director.  It is the responsibility of the Supervisor to notify the employee that their paycheck will be adjusted and to counsel the employee on the use of leave. The Leave Clerk documents the payroll deduction on the employee’s Leave Card. 

3. Housekeeping Services

Upon conferring with the Supervisor, Manager, and the Director, the Leave Clerk emails Payroll with the employee’s name, Banner ID number, and hours to be deducted from the employee’s next paycheck.  The email is copied to the employee’s Supervisor, Manager, and the Director.  It is the responsibility of the Supervisor and Manager to notify the employee that their paycheck will be adjusted and to counsel the employee on the use of leave using the Housekeeping Services Record of Employee Counseling form (FSSP 21-0005.2).  The Leave Clerk documents the payroll deduction on the employee’s Leave Card. 

4. Facilities Engineering & Architectural Services and specific administrative Facilities Services employees on Main Campus, Health Sciences Campus, and in Housekeeping Services whose leave records are separate from their associated departments
Upon conferring with the Supervisor and the Director, the Leave Clerk emails Payroll with the employee’s name, Banner ID number, and hours to be deducted from the employee’s next paycheck.  The email is copied to the employee’s Supervisor and the Director.  It is the responsibility of the Supervisor to notify the employee that their paycheck will be adjusted and to counsel the employee on the use of leave. The Leave Clerk documents the payroll deduction on the employee’s Leave Card.

C. Related FSSPs

1. FSSP 21-0004, Advancement of Leave, outlines guidelines associated with advancement of vacation and sick leave for Facilities Services employees.

2. FSSP 35-0022, Housekeeping Services Vacation Leave Requests, outlines procedures associated with vacation requests by Housekeeping Services staff members.
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