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Process Shared Leave/Giving and Receiving
Overview
The State of Oklahoma allows employees to give accumulated annual leave and accumulated sick leave to another employee with a long-term medical emergency that has used all of their own accumulated leave.  This giving and receiving is referred to as Shared Leave.

The amount of hours given from one employee to another has to be subtracted from the giving employee’s leave balance to reduce it.  It also has to be added to the receiving employee’s leave balance so that they have the time available to be taken.

Two Compensatory Time Plans manage the limits established for Shared Leave. The Comp Plans are SHLFNOTERM – Shared Life Non Term with a maximum lifetime limit of 261 days or 2088 hours and SHLFTERM – Shared Life Term with a maximum lifetime limit of 365 days or 2920 hours.


NOTE: An employee should be enrolled in only one of the limit Shared Leave Plans.  An employee cannot be active in both plans at the same time.

The receiving employee must be enrolled in comp plan SHARED and SHLFNOTERM or SHLFTERM.

An audit performed during the HCM 9.0 upgrade identified many errors existed for both enrollment and limit tracking time entry.  To help reduce the reporting errors, a rule was created to generate the appropriate Shared Leave Service Limit TRC based on the entered Shared Leave Taken. This eliminates the need for duplicate Taken/Limit TRC reporting and helps ensure accurate Shared Leave Service Limit tracking for an employee. 

Below are Time Reporting Codes (TRCs) set up to record Shared leave transactions.

Use the time reporting codes in the following table to transfer from one employee’s annual or sick balance to another employee’s shared leave balance.

	TRC
	Short Description
	Purpose

	GIVAN
	Give AnnLv
	Annual Leave Given is used to reduce the annual leave balance of an employee giving leave to somebody else.

	GIVSK
	Give SicLv
	Sick Leave Given is used to reduce the sick leave balance of an employee giving leave to somebody else.

	SHREC
	ShrLv Recd
	Shared Leave Received is used to add hours to an employee’s shared leave balance.


Use the time reporting codes in the following table to post shared leave taken.

	TRC
	Short Description
	Purpose

	SHLTH

SHLVT

SHLVP
	ShrLv Takn
	Shared Leave Taken is used to post time taken.  Enter a positive number to reduce the employees shared leave balance.


The following Shared leave TRC’s are automatically generated based on shared leave comp plan enrollments.

	TRC
	Short Description
	Purpose

	SHLNT
	ShrLvNonTr
	Shared Leave Non-Terminal is used to track the use of the non-terminal leave.  The limit is 2088 hours.  This TRC and hours are automatically generated based on the number of hours entered using SHLTH and the employee is enrolled in Shared Leave Non-Terminal comp plan.

	SHLTR
	ShrLv Term
	Shared Leave Terminally Ill is used to track the use of the terminal leave.  The limit is 2920 hours.  This TRC and hours are automatically generated based on the number of hours entered using SHLTH and the employee is enrolled in Shared Leave Terminal comp plan.


Use the following time reporting codes to make adjustments to the shared leave balances.  If Shared is adjusted, then the non-terminal or terminally ill values must also be adjusted.
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