ADP Vacation and Sick Leave tracking:

Some parishes have been using ADP to track the accrual of vacation time, but have not yet used it to limit vacation time.  On December 31 of each year, ADP can limit employees to the amount of vacation time they are allowed to carry over into the next year according to Archdiocesan policy.  Your ADP representative can assist you.  You may find the chart below helpful as you work with them on this.  Of course, to complete the leave tracking system it is important to have each employee who accrues paid leave to submit monthly leave forms indicating when they have taken paid leave.
Call ADP if you would like to have the balances print on the employee pay statement.  However, please monitor the balances closely for accuracy.  Employees will expect to be able to take the amount of vacation time that is reported to them on their pay statement. 
Accrual Parameters

Vacation – Regular full-time employees will accrue Vacation every payroll from the chart below, based on their Hire Date. Part-time employees that work at least 20 hours per week will accrue vacation on a pro-rated basis.

	Years
	Days
	Hours
	Accrual Factor Per Hour
	Carryover of Unused Hrs.

	0 through 2 years
	10
	80
	.038462 per hr.
	80

	Beginning at 3 years
	12
	96
	.046154 per hr.
	96

	Beginning at 5 years
	15
	120
	.057692 per hr.
	120

	Beginning at 6 years
	16
	128
	.061538 per hr.
	128

	Beginning at 7 years
	17
	136
	.065385 per hr.
	136

	Beginning at 8 years
	18
	144
	.069231 per hr.
	144

	Beginning at 9 years
	19
	152
	.073077 per hr.
	152

	Beginning at 10 through 15 years
	20
	160
	.076923 per hr.
	160

	Beginning at 16 years
	21
	168
	.080769 per hr.
	168

	Beginning at 17 years
	22
	176
	.084615 per hr.
	176

	Beginning at 18 years
	23
	184
	.088462 per hr.
	184

	Beginning at 19 years
	24
	192
	.092308 per hr.
	192

	Beginning at 20 and more years
	25
	200
	.096154 per hr.
	200


Sick – Regular employees will accrue Sick Leave every payroll from the chart below. 

	Days Per Year
	Hours Per Year
	Accrual Factor Per Hour
	Carryover of Unused Hrs.
	Maximum Balance

	12
	96
	.046154 per hr.
	All
	520.00


Employee Coding

	Benefit
	Service Date
	Policy Qualifier Clock Number
	Reset Year for New Employees

	Vacation
	Hire Date (Date 1)
	Position 1 = V
	Current Year

	Sick Leave Parish
	
	Position 2 = S
	Current Year

	Sick Leave Teachers
	
	Position 2 = T
	Current Year
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