THE UNIVERSITY OF TENNESSEE LEAVE RECORD FORM

Name: ID Number (SSN): Year:
Last First ]
Title No.: Job Classification: Percent Full Time:
Respon. Acct. No: Responsible Acct. Name: College/Division:
Employment Date: Date of Termination:
Constructed Annual Leave Date: —
ANNUAL (Hours) SICK (Hours) OTHER
Annual Leave Accrual Rate Change Date: Monthly § Previous Previous AUTHORIZED
TOTAL § Balance: ___ Balance: LEAVE WITH PAY
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Reason for Absence: Yearly Totals i N y
A -Annual Leave M -Military Leave Excess Annual Leave [— /% N +
C -Admin. Closing P -Personal Leave Day //V//
F -Funeral Leave S -Sick Leave New Balances ////
H -Holiday W -Workers’ Comp. (w/Pay)
J  -Jury/Court Duty Y -Leave Without Pay Employee Signature:
O -Other

Per 12 (Rev. 11-84) Supervisor Signature:




PROCEDURES IN COMPLETING THE LEAVE RECORD FORM (Per 12)

As this form is for use in conjunction with current University leave policies and procedures, the person maintaining this
record should become thoroughly familiar with such policies and procedures.

1.

Provide all requested data at the top of this form. The ‘“Year” is the calendar year for which this record is kept while
the other data at the top corresponds with data on the employee’s current Personnel Action Form.

. Over the column headed ‘‘Annual,”’ enter the previous balance of annual leave in the amount that is carried forward

into the new year. Include in Sick Leave any excess Annual Leave transferred to Sick Leave and over the column head-
ed ““Sick’ enter the total previous balance of sick leave and excess Annual Leave in the amount that is carried forward
into the new year.

. Whenever an employee is absent for an entire day, enter on that date the appropriate code shown at the bottom of

the form. If the leave involves only a part of a day, enter the leave code and the number of hours in tenths after calculating
to hundreths of an hour and rounding up to the next highest tenth of an hour if there are any hundredths. (e.g. 3.70
remains 3.7, but 3.61 to 3.69 become 3.7.)

. Under each of the columns headed ‘“‘Annual’’ and ‘‘Sick,’’ there are three smaller columns: In the first column headed

““acc.,” enter the number of hours accumulated during the month after calculating to hundredths and rounding to the
next highest tenth if there are any hundreths. In the second column headed *‘used’ enter the amount of annual or
sick leave used that month. Deduct the amount ‘‘used” during the month from the balance of the previous month,
and add the amount accumulated during the month to compute the *‘balance’ column entry.

. In the Other Authorized Leave With Pay column, enter the number of hours used and reason for the leave.

. Atthe end of the calendar year or upon termination of employment, enter the ending annual leave balance in the ‘“‘Year-

ly Totals” block under the annual leave column. If this balance exceeds the maximum carry over amount, enter the
excess in the “Excess Annual Leave’’ block under the annual leave column and also under the sick leave column.
Subtract the excess annual leave from the total annual leave and enter the difference in the ‘“New Balances’’ block
under the annual leave column. Enter the ending sick leave balance in the *“Yearly Totals’’ under the sick leave col-
umn. Add the amount in the ‘‘Excess Annual Leave’’ block to the total sick leave and enter the sum in the ‘“New Balances”
block under the sick leave column.

. The employee and the supervisor should sign this form. Retain a copy for department files and send the original to

the Personnel Office.

. If any changes are made on this form by the Personnel Office, the person responsible for maintaining this record will

be notified.

Comments:



