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Unclassified Leave Statement 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Your Unclassified Leave Statement is populated with the following information: 

1. Employee’s Name 

2. Employee’s Title 

3. The month and year the leave statement is for 

4. Employee’s Department 

5. Employee’s Appointment Type (Academic Staff, Faculty, Limited) 

6. Employee’s Person ID 

7. Employee’s Appointment ID 

8. Employee’s Payroll Percentage for their appointment 

9. Employee’s pay basis for their appointment (9 Month or 12 month) 

 

The second section will provide information on the different leave types available (Sick Leave, Vacation, 

Vacation Carryover, ALRA) for your appointment and your current balances for those types. 

 

In the example above, you will see that this employee’s prior sick leave balance was 3,252.0 (August 1, 2007).   

 

This employee then earned 8.0 hours of sick leave in August, didn’t use any sick leave in August and didn’t 

have any sick leave adjustments in August.   

 

So this employee’s ending balance (as of 08/25/07) was 3,260.0. 
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Unclassified Leave Report 

 

 

 

 

 

 

 

 
 

The first section on your Unclassified Leave Report is populated for you with the following information: 

1. Employee’s Name 

2. Employee’s Title 

3. The month and year the leave report is for 

4. Employee’s Department 

5. Employee’s Appointment Type (Academic Staff, Faculty, Limited) 

6. Employee’s Person ID 

7. Employee’s Appointment ID 

8. Employee’s Payroll Percentage for their appointment 

9. Employee’s pay basis for their appointment (9 Month or 12 month) 

10. Instructions on how to fill out the leave report 

11. Date when the leave report is due to the Payroll office 

12. Reporting requirements 

13. Check if you reported vacation, personal holiday, floating holiday, or ALRA for any time for which you 

could have used sick leave (below, page 3)  

 The intent of this statement is to provide more tracking on leave that is used.  It does not impact your 

sick leave earned or used in any way. 
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The second section of your Leave Report (page 3) is where your will report any leave that was taken for the 

month and year in box 3 above (i.e. September 2007). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Please keep the following in mind when filling out your Leave Report: 

 An asterisk (*) in front of a date means that it is a legal holiday observed by the University 

 If you didn’t take any leave for a particular type, make sure to put “0” in the total hours box for that 

leave type. 

 Make sure to sign it, have your supervisor sign it and return the completed report to Payroll before 

the due date (#11 above) 


