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Please distribute this alert to users within your agency who are responsible for Time and Attendance Administration.
Employee Actions involving Leave Accruing and Non-Leave Accruing Jobs and Quota Impact
· Information regarding employee actions involving leave accruing and non-leave accruing jobs and quota impact.
Transfers from a  Leave Accruing Job to a Non-Leave Accruing Job and Quota Impact:
Generally, employees must be paid out if hours are remaining in any of the following quotas:  *Compensatory (15), *Holiday (25), Personal Actual Quota (31) or an Actual Annual/Combined (11) quota in excess of the maximum carryover allowed.
· PA61-IT0416 – Create a quota compensation record(s) to pay earned, unused Holiday, Compensatory and/or Personal quotas and/or Annual/Combined hours above the maximum carryover.  
*NOTE:  Unused Holiday and Compensatory quota is not paid to exempt management employees.  Instead, quota corrections must be created to reduce any remaining quota to zero.

Use an effective date of the day before the employee’s last day in the leave accruing job.

Quotas must be corrected to remove unearned accruals.

· PA61-IT2013 – Create a quota correction record(s) to:

Reduce remaining unearned Holiday (25) and unused Military quotas (75/76/77) to zero.  Anticipated Annual/Combined (10), Sick (20) and Personal (30) quotas must also be reduced by the amount of unearned quota from the time of transfer to the end of the current leave calendar year.  
· Maximum Carryover - If the employee was paid for hours above the maximum carryover for Annual/Combined quota, remove these hours from the anticipated quota (10). 

· Excess Quota - If the employee transfers to a non-leave accruing position during the extension period and has an Annual and/or Personal Extension quota, correct the extension quota (12/32), not the anticipated quota.
Use an effective date of the day before the employee’s last day in the leave accruing job.

Transfers from a Non-Leave Accruing Job to a Leave Accruing Job and Quota Impact:
Review PT50 and/or IT2006 to ensure the accuracy of absence quotas.  Frozen quota is available immediately upon return to the leave accruing position.  Anticipated quota is also available immediately upon return if the employee had attained one year of service prior moving to the non-leave accruing position.  Reminder:  There is no minimum service requirement for management or confidential employees.
Separation from a Non-Leave Accruing Job when Employee has Frozen Quota:

If an employee separates from a non-leave accruing position and has frozen quota accrued prior to moving into the non-leave accruing position, it must be paid out through the following manual process:
When processing a separation for an employee with frozen quota that needs to be paid at a rate other than the employee’s current hourly rate of pay or at multiple rates of pay, contact RA-OALEAVE@PA.GOV to calculate the appropriate payout.  The Bureau of Employee Absences and Safety will coordinate the quota payout with the Bureau of Commonwealth Payroll Operations and HR Service Center/Agency HR office. 
Questions? 
If you have any questions regarding this alert, please submit an HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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