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101 Applicable Policies, Statutes, and Legislation
Sick leave is an important fringe benefit available to State of Wisconsin employees. Most employees
earn and, depending on usage, will accumulate hours of unused sick leave while they are employed
with the state. If eligible, upon retirement (regular or disability), layoff, or death, unused sick leave
credits may be used to pay post-termination state group health insurance premiums for participating
employees, their spouse and/or dependents. There are two sick leave programs for State of
Wisconsin employees:

1) The Accumulated Sick Leave Conversion Credit (ASLCC) Program, which began in the

early 1970s and

2) The Supplemental Health Insurance Conversion Credit (SHICC) Program, which
became available in 1995.

The Department of Employee Trust Funds (ETF) is granted the authority to administer the SHICC and
ASLCC programs as set forth in sections 40.95 & 40.05(4)(b) & (bc), Wis. Stats., respectively. SHICC is
independently authorized under section 230.12(9), Wis. Stats. and is incorporated into the
compensation plan (typically Section H). The Division of Personnel Management (via its maintenance of
the compensation plan) provides guidance related to the administration of the SHICC Program via
Chapter 758 of the Human Resources Handbook (“Handbook”).

The sick leave programs are funded by a contribution rate levied on the earnings paid to all participating
employees by state employers and authorities who participate in the sick leave programs. These funds
accumulate into accounts maintained within the public employee trust fund, which ETF administers. The
contribution rate and accumulated accounts are necessary to ensure that both the ASLCC and SHICC
programs are fully funded to pay for the accrued benefits earned by participating employees.

Employers participating in the sick leave programs are required pay contributions sufficient to pay for
the present value of the present and future benefits authorized by the sick leave programs in
accordance with 40.05(4)(br) & (by) Wis. Stats. ETF’s actuary determines the rate that will be levied on
employers annually. For more information about the calculation of credits for eligible employees, see
Chapter 201.
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102 ETF Ombudsperson Services

The ombudsperson is a confidential resource for WRS and insurance program members and acts as a
neutral party to work for equity, fairness and compliance with program policies and insurance contracts.

ETF offers ombudsperson services to assist members who remain dissatisfied after first having
contacted the health plan and/or the Employer Services Bureau regarding a problem or complaint.
Employers should direct employees in this situation to email, write or telephone ETF's ombudsperson
at the following:

Department of Employee Trust Funds
P.O. Box 7931
Madison WI 53707-7931
1-608-261-7947

Email: ombudsperson@etf.wi.gov

ETF ombudspersons advocate for members and attempt to resolve complaints and problems on their
behalf. If unsuccessful, the ombudsperson advises the member of subsequent avenues of appeal. If a
member’s issue cannot be resolved informally, formal written complaints should be made using the
Insurance Complaint Form (ET-2405) if possible and should include an explanation of the issue the
member is attempting to resolve. Additional information regarding ETF ombudsperson services can be
found at: https://etf.wi.gov/benefits/schedule-appointment/ombudsperson-services.

103 Employer Services Bureau (ESB), Insurance Unit Contact Information

Employers can contact ESB for questions related to eligibility, enrollment, forms and other inquiries
via the methods below.

Employee Trust Funds

ili P.O. Box 7931
Mailing ]
Address Madison WI 53707-7931

Shipping 4822 Madison Yards Way
Address Madison WI 53705-9100

877-533-5020 select option 2 (toll free)

Telephone
TTY 711
Fax 608-267-4549

Website https://etf.wi.gov

Reach out to ETFSMBSTARInsurance@etf.wi.gov if the employee works for a
Central Payroll Agency.

Reach out to ETFSMBUWandUWHClInsurance@etf.wi.gov if the employee works
for the University of Wisconsin or the UW Hospital Authority

Email If the employee works for one not listed, contact
ETFSMBEmployerinsurance@etf.wi.gov

If you are sending demographic or sensitive documentation to ETF via email, it
must be sent securely. If you are unable to send securely, fax to ETF.

Office Hours
7:45 a.m. to 4:30 p.m. Monday through Friday (except holidays)
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104 Employer Access for AcSL

Employers can request access to submit sick leave certifications in AcSL with the Online Access
Security Agreement (ET-8928). This form should be completed for each person who needs access and
submitted to ETF following the instructions on the form.

There are two levels of access available for AcSL, full and restricted. Restricted access allows
employees to create sick leave certifications, but they are not able to submit those certifications to ETF.
Any certifications they create would need to be reviewed and submitted to ETF by someone with full
access. Full access allows employees to create and submit certifications to ETF without review.
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201 Accumulated Sick Leave Conversion Credit Program Overview
and Calculation

In accordance with Wis. Stats. §§ 40.95 & 40.05(4)(b) & (bc), eligible employees can convert
accumulated sick leave hours to a dollar-based credit to pay premiums for coverage under the
State Group Health Insurance Program (GHIP) (if an applicable compensation plan or
collective bargaining agreement provides for sick leave conversion).

Accumulated sick leave earned as a WRS participating employee is converted to credits only
for the payment of state group health insurance premiums. The sick leave credits are
computed as Hours x Highest Basic Pay Rate = Sick Leave Credits. The “highest basic pay
rate” for purposes of calculating accumulated sick leave conversion is the highest hourly rate
at which the employee accrued sick leave while employed in a position eligible for sick leave
conversion under s. 13.121(4), s. 36.30, s. 230.35(2), s. 238.04(8), or s. 757.02(5). In
essence, for a pay rate to be used in the calculation, an employee must have earned sick
leave eligible for conversion at that pay rate. Pay for service such as limited term employment,
or project employment that does not provide sick leave, and cannot be used as an employee's
highest basic pay rate.

Unused sick leave credits cannot be “cashed out” when an eligible employee leaves state
employment, nor can they be used to pay premiums for Medicare or for any health insurance
plans other than the State of Wisconsin Group Health Insurance Program. Sick leave credits
also don’t earn interest. Credits are not split due to divorce and cannot be transferred to
another person except in the case of death.

If an employee is transferring to another employer, please reference the Accumulated Sick
Leave Credit Transfer Between Wisconsin Retirement System Agencies grid on the ETF
website to determine if their unused sick leave hours can be transferred.
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202 Supplemental Health Insurance Credit Conversion (SHICC) Program
Overview and Calculation

In accordance with Wis. Stat. 230.12(9) & Section H of the Biennial Wisconsin Compensation Plan,
eligible employees with 15 or more years of adjusted continuous service can earn supplemental sick
leave credits.

Adjusted continuous service is defined as the number of years of service in a participating state
position excluding any breaks in service. A full calendar year is used for this calculation. For example,
if an employee’s start date is on September 13, 2011, they would need to terminate their employment
on August 31st, 2026, without any breaks in service to earn 15 years of adjusted continuous service.

In certain situations, an employee’s adjusted continuous service can be calculated differently than the
full calendar year process described in the previous paragraph. This might occur for positions like
academic staff and elected officials who are not able to work full years based on term limits or
academic years. For more information about the calculation for elected officials, see 502. For more
information about academic staff, contact UW System Human Resources.

Note: Questions about adjusted continuous service and SHICC calculations should be directed to DPM or
other internal employer resources. ETF doesn’t determine how adjusted continuous service is calculated.

202 A) Calculating SHICC
SHICC is calculated by multiplying an employee’s years of adjusted continuous service by a
standard amount to determine an employee’s SHICC eligible hours. Except for the special
500-hour restoration provision, SHICC eligible hours cannot exceed an employee’s unused
sick leave hours. The SHICC eligible hours are then multiplied by the employee’s highest
hourly rate of pay to determine the total amount of SHICC an employee is eligible for.
There are two different calculations for SHICC depending on the type of service an employee
had. Years of general service between 1 and 24 years are multiplied by 52 hours. Years of
protective service between 1 and 24 years are multiplied by 78 hours. Any years of service
over 24 years are multiplied by 104 hours. For more information on these calculations, see
the Sick Leave Credit Conversion Program Brochure (ET-4132).

202 B) 500-hour SHICC Restoration
If an employee used more than 500 hours of sick leave in the 3 years prior to termination and
that sick leave was used for the same single illness or injury, they may be eligible to have
500 hours of SHICC restored to them. An employee’s eligibility is determined by their
employer and is reported to ETF on the sick leave certification. Members are only eligible for
the 500-hour restoration if they have 15 years of adjusted continuous service and are eligible
for SHICC. See 401 for more information about adding the 500-hour restoration to an
employee’s certification.

203 Eligibility

The following individuals are eligible to use sick leave credits to pay for post-termination health
insurance coverage. In 203 A through C below, at the time of termination, the employer must
certify the employee’s accumulated sick leave through the online Accumulated Sick Leave system
(AcSL). Refer to Chapter 4. Payment of health insurance premiums using accumulated sick leave
for permanently laid off employees in 203 D takes place through the employer. These amounts are
not certified through the AcSL system.
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203 A) A terminated employee (per Wis. Stat. § 40.05 (4) (b)) enrolled in the State Group Health
Insurance Program at time of termination who:
1) Retires with an immediate monthly annuity or retirement lump sum benefit that has an
effective date within 30 days of termination; or

2) Terminates all WRS employment at age 55 or older (50 for protective category
employees)and has 20 years of creditable WRS service; or

3) Qualifies for disability retirement benefits under Wis. Stat. §40.63, duty
disability benefits under Wis. Stat. §40.65, or Long-Term Disability Insurance
(LTDI) benefits under Wis. Admin. Ch. ETF 50.

203 B) An eligible surviving spouse and/or dependents (per Wis. Stat. § 40.05 (4) (be)). Eligibility
for asurvivor to use these sick leave credits depends on the status of the employee’s sick
leave credits at the time of death.

1) An eligible survivor who was covered under the employee’s state group
health insurance family policy on the date of the employee’s death will
automatically continue coverage. ETF will process the continuation.

2) The employee’s sick leave credits were in escrow status at the time of
death. Eligible survivors can use the credits if they were covered on the
under the state group health insurance program in the past and had
comparable coverage in force the entire time the credits were escrowed. It
doesn’t matter if the employee had family or single coverage at the time
the sick leave credits were escrowed.

3) The employee’s sick leave credits were in preserved status at the time of
death. Eligible survivors can use the credits if they were covered on the
under the state group health insurance program in the past.

203 C) A vested employee (per Wis. Stat. § 40.02 (25) (b) (6e) and (6g) who, at the time of
termination wasa(n):
1) State constitutional officer.

2) Member or officer of the Legislature.

3) State agency head or administrative official appointed by the
governor with senate confirmation.

4) Head of certain legislative service agencies.

5) Employee with 20 years of WRS creditable service, who terminated before their
minimum retirement age and did not elect a WRS separation benefit.

Note: For these employees, accumulated sick leave credits may be
preserved upon termination of employment. Vesting requirements and
eligibility to use sick leave credits will be reviewed by ETF when the
employee applies for a WRS retirement benefit. These employees do not
need to be enrolled in state group health insurance to have their sick leave
credits preserved.

203 D) An employee on permanent layoff (refer to Chapter 3). The employee must be enrolled in
state group health insurance at termination to use their sick leave credits while laid off.
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204 Escrow of Sick Leave Credits

Eligible state employees or their eligible surviving dependents may elect to escrow (bank) their
accumulated sick leave credits. They can elect to escrow the sick leave for an indefinite period

if continuously covered by comparable non-state health insurance coverage. Comparable non-state
health insurance coverage means a plan with hospital, pharmacy, and medical benefits substantially
equivalent to the state’s Access Plan (not the Access HDHP) or for Medicare eligible retirees, the
Medicare Plus plan. Comparable coverage may be an HDHP with an employer contribution to a
Health Savings Account or Health Reimbursement Account that brings the value of the plan to the
level of the Access Plan.

To escrow, the employee must complete a Sick Leave Credit Escrow Application (ET-4305). The
decision to escrow can be done, either at the time of termination of employment or at a later date
when the employee enrolls in a comparable non-state health insurance plan. The sick leave account
will be escrowed on the first of the month following receipt of the signed and completed form.

If the employee is a dependent on a spouse’s state group health insurance contract, the sick leave
credits will automatically be placed “on hold” until the spouse retires and depletes their sick leave
credits. Both spouses must meet the sick leave eligibility requirements.

If the retiree’s other coverage changes, including if the change is due to a non-state employer’s
benefit change, the retiree must notify ETF of the new coverage, using the Sick Leave Credit Escrow
Application (ET-4305). This will help ensure that they have comparable coverage, and they will not
lose their sick leave credits.

More detailed information is available in the Sick Leave Conversion Credit Program Brochure (ET-
4132). For questions on escrowing sick leave credits or to obtain forms, you can direct employees to
go online to etf.wi.gov or call ETF toll-free at 877-533-5020.

205 Enroliment Opportunities

Participants who have escrowed their sick leave or have their sick leave preserved as provided for in
statute may reenroll with any health plan without underwriting restrictions as follows. They do so by
filing a Sick Leave Credit Re-enrollment Application (ET-4317) with ETF.

205 A) Those who have escrowed sick leave credits under Wis. Stat. § 40.05 (4) (b) and (be) may
enroll during the yearly open enroliment period. Coverage is effective the first day of any
month selected by the participant in the following year.

205 B) Participants with escrowed sick leave credits who lose eligibility for other coverage or the
employer contribution towards the other coverage ceases, may elect coverage under any
health plan by filing an application with ETF within 30 days of the loss of eligibility, or notice
of loss of eligibility, and by providing evidence satisfactory to ETF of the loss of eligibility.

A participant enrolled for single coverage, though eligible for family coverage, may change to
family coverage if any eligible dependents are covered under the other plan and lose
eligibility for that coverage or the employer’s contribution towards the other coverage ceases.
The unrestricted enrollment opportunity is not available if a person remains eligible for
coverage under a plan that replaces it without interruption of that person's coverage.

Coverage shall be effective on the date of termination of the prior plan or the date of the
event. A full month’s premium is due for that month if coverage is effective before the 16th of
the month. Otherwise, the entire premium for that month is waived. See 403 in the State
Agency Health Insurance Standards, Guidelines and Administration Employer Manual (ET-
1118) for more information.
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205 C) For the participants defined in Wis. Stat. § 40.02 (25) (b) (6e) and (6g), that is:

1) Any state employee who terminates creditable service after attaining 20 years of
creditable service and is not eligible for an immediate annuity or

2) Any state constitutional officer, member or officer of the legislature, head of a state
department or state agency who is appointed by the governor with senate
confirmation, or head of a legislative service agency, whose sick leave has been
preserved under Wis. Stat. § 40.05 (4) (bc), must start their WRS retirement benefit to
use their sick leave credits. Coverage will begin on the first of the month following
ETF’s receipt of the Group Health Insurance Application/Change for Retirees &
COBRA Continuants (ET-2331) unless otherwise specified on the application.

205 D) Special employee enroliment opportunity (pre-retirement): If an employee who deferred
coverage wants to escrow or use sick leave credits in retirement, they must enroll in the
Access Plan (non-HDHP) 30 days prior to retirement. After one month of employee coverage,
they may cancel and escrow their sick leave credits or they may continue this coverage.

If the employee is not enrolled in the employer’s coverage and has sick leave that may be
converted to credits to pay for health insurance in retirement, we recommend that you reach
out to the employee to discuss this so sick leave credits are not lost. If the employee is
enrolled as a dependent under the Wisconsin Public Employers (WPE) Group Health
Insurance Program through ETF, the Local Annuitant Health Program (LAHP) through ETF,
or a non-ETF insurance plan, they must prepare in advance to be enrolled in state employer
coverage. This could be done during open enrollment prior to retirement.

206 Member Communications

206 A) After the sick leave credit certification has been reviewed by ETF staff, the former employee
will receive a State Group Health Insurance Certification (ET-4803) or a Preserved Sick Leave
Certification (ET-4803a) by mail. This form includes the employee’s total amount of sick leave credits,
their total unused sick leave hours, and information about their health insurance continuation if
applicable.

206 B) If the former employee has escrowed their sick leave credits, they will receive a letter (ET-
2382) yearly prior to open enrollment. This letter includes additional information about the
requirement to have comparable coverage while sick leave credits are escrowed. It also contains
information about the upcoming open enroliment period.

206 C) Towards the end of the year, ETF mails annuitants and survivors an annual statement (ET-
4562, ET-5511, or ET-5512) giving the account status and the current balance of their accumulated
sick leave account. If the former employee is enrolled in health insurance at the time the statement is
generated, it will also include an estimate of how long their sick leave credits will last based on their
current health insurance premiums.
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301 Permanent Layoff

For group health insurance purposes, a state employee whose employment is terminated due to
permanent layoff is to be treated as if terminated for retirement purposes or on a leave of absence per
Wis. Stat. § 40.02 (40) and § 40.05 (4) (bm), meaning that upon termination due to permanent layoff,
health insurance coverage may be continued. In addition, all employees terminated due to permanent
layoff are entitled to an additional three months of state contribution toward the health insurance
premium. This is in addition to the premiums that have already been remitted in advance through normal
payroll deduction.

301 A) Conversion of Accumulated Sick Leave [Wis. Stat. § 40.05 (4) (b)] - This provision applies to a
state employee terminated due to permanent layoff who:

1) Begins an immediate monthly annuity; or

2) Receives a lump sum annuity; or

3) Has 20 years of creditable service and is eligible to retire on an immediate annuity but
delays application.

These state employees are eligible to convert accumulated sick leave under the provisions of
ASLCC and SHICC as follows:

1) Accumulated unused sick leave is converted at the employee’s highest basic rate of
pay while employed by the state in WRS participating employment. Accumulated and
supplemental sick leave is certified by the employer through the online system, AcSL.
Upon receipt of the employer's certification of the converted sick leave, ETF will establish
a sick leave account to be used for payment of health insurance premiums.

2) Sick leave may be used to fund the employee’s premium contribution effective the first of
the month following the date the layoff begins, if there is an employee contribution due,
including the three additional months of employer paid premium as provided in Wis. Stat.
§ 40.05 (4)(a).

3) After the three additional months of state contribution toward premiums, the employer will
certify the full unused sick leave balance to ETF along with a note stating the employee
premium contribution that needs to be deducted from the employee’s sick leave credits. ETF will
adjust the member’s account balance to deduct the employee premium contribution amount.
The full amount of the premium will then be deducted by ETF from the sick leave credits
until the credits areexhausted. See 401 E) for more information.

4) Under Wis. Stat. § 40.05 (4) (b), the employee may elect to delay using converted sick
leave credits if the employee is covered under a comparable health insurance plan.
Comparable health insurance means a plan or policy that provides hospital, pharmacy,
and medical benefits substantially equivalent to those of the Access Plan established
under Wis. Stat. § 40.52 (1). To delay using converted credits, the employee should
submit the Sick Leave Credit Escrow Application (ET-4305) to ETF.
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When creating a sick leave certification for the employee, enter the full amount of
Accumulated Sick Leave and SHICC the employee had at the time of layoff. In the
“‘Employer Notes” field, please indicate “LAYOFF,” as well as the dollar amount of sick leave
credits used through the employer to pay the employee share of health insurance premiums.
ETF will adjust the sick leave balance based on the information you provide.

Employer Notes

LAYOFF - 52,000.00 used to pay premiums,

4

01 B) Conversion of Accumulated Sick Leave [Wis. Stat. § 40.05 (4) (bc)] - This provision applies to a
state employee terminated due to permanent layoff (or a state employee otherwise terminated,
e.g., for retirement purposes) who:
1) Has attained 20 years of creditable service,
a) Remains a participant (does not take a separation benefit from the WRS), and

2) Is not eligible for an immediate annuity due to not being minimum retirement age, i.e.,
age 55 (age 50 for protective occupations).

a) Once eligible to apply for a monthly retirement annuity or lump sum retirement
annuity, these state employees are eligible to convert accumulated sick leave under
the provisions of the ASLCC program and, if eligible, the SHICC program, effective
the date on which ETF receives the employee’s retirement application as follows:

i) Accumulated unused sick leave is converted at the employee’s highest basic
rate of pay while employed by the state. Accumulated and Supplemental sick
leave is certified by the employer through the online Accumulated Sick Leave
system (AcSL). Upon receipt of the employer’s certification of the converted sick
leave, ETF will establish a sick leave account to be used for payment of health
insurance premiums.

3) At the request of the employee, the employer must convert accumulated sick leave to
fund the employee’s premium contribution, if any, effective the first of the month following
the date the layoff begins under the provisions of Wis. Stat. § 40.05 (4) (a) 3. After the
three additional months of state contribution toward premiums, the employer will certify
the remaining unused sick leave balance to ETF through the online Accumulated Sick
Leave system (AcSL), unless the employee requests the employer continue converting
accumulated sick leave under Wis. Stat. § 40.05 (4) (bm) [refer to C on the next page].

a) An employee with sick leave preserved under Wis. Stat. § 40.05 (4) (bc), may elect,
at the time they are eligible for an annuity and submit a retirement application, to
delay using the converted sick leave credits per Wis. Stat. § 40.05 (4) (b) if they are
covered by a comparable health plan. Comparable health insurance means a plan or
policy that provides hospital, pharmacy, and medical benefits that are substantially
equivalent to the Access Plan established under Wis. Stat. § 40.52 (1).

When creating a sick leave certification for the employee, enter the full amount of Accumulated
Sick Leave and SHICC the employee had at the time of layoff. In the “Employer Notes” field,
please indicate “LAYOFF,” as well as the dollar amount of sick leave credits used through the
employer to pay the employee share of health insurance premiums. ETF will adjust the sick
leave balance based on the information you provide.

Employer Notes

LAYOFF - §2,000.00 used to pay premiums.
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301 C) Conversion of Accumulated Sick Leave Wis. Stat. § 40.05 (4) (bm) - This provision applies
to a state employee terminated due to permanent layoff, including those who are:

a) not eligible for an immediate annuity; or

b) eligible to begin an immediate annuity with fewer than 20 years of creditable service
but defer application.

Note: Accumulated and supplemental sick leave are not certified by the employer through
AcSL for employees only eligible for sick leave conversion under Wis. Stat. § 40.05 (4) (bm),
i.e., termination due to permanent layoff. The use of sick leave conversion under Wis. Stat. §
40.05 (4) (bm), during layoff is the record keeping and funding responsibility of the employing
agency. The employee premium is to be remitted to ETF in the same manner as other active
employees participating in the Group Health Insurance Program.

The employees listed above may request that the employer convert their accumulated sick
leave for the purpose of paying health insurance premiums, as detailed below.

It is the employer’s responsibility to notify employees subject to permanent layoff of the
following provisions:

1) Upon request, between the date on which the employee receives notice of layoff and
the actual layoff date, accumulated unused sick leave may be converted by the
employing agency at the employee’s highest basic rate of pay while employed by the
state, for payment of health insurance premiums.

2) Sick leave may be used to fund the employee’s premium contribution effective the first
of the month following the date the layoff begins. After the three additional months of
state contribution toward the premiums, the employee is responsible for the full
employee and employer premium, although sick leave credits may be converted by the
employer to pay the entire cost.

3) An employee using sick leave credits under this provision that returns to state employment
and is eligible for reinstatement will have any unused sick leave hours reinstated.

4) The full amount of the required premium shall be deducted from the credits until the first
of the following occurs. Taking a retirement benefit does not end access to these sick
leave credits.

a) The credits are exhausted;

b) The employee accepts other employment with a comparable health
insurance policy or plan (even if the employee declines the
coverage). This coverage ends the first of the month following the
date of other employment; or

c) Five years” elapse from the layoff date.

Health insurance continuation coverage (in compliance with COBRA) using the Continuation
- Conversion Notice (ET-2311) must be offered when the available sick leave premium
contribution ends. Refer to Chapter 9 in the_State Agency Health Insurance Standards,
Guidelines and Administration Employer Manual (ET-1118) for more information.
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302 Permanent Layoff Sick Leave Conversion Reference Chart
This chart provides information regarding sick leave conversion at the time of an employee’s permanent layoff (based upon employee status at
the time of termination).

annuity with less
than 20 years of
WRS creditable
service but
defers
application.

* If requested, employing

agency converts sick leave
for health insurance until:

* Credits are exhausted;
* 1st of month following

employee’s acceptance of
other employment with a
comparable health insurance
plan or policy; or

*5 years have elapsed;
whichever occurs first.

employee premium contribution for

the first three months, effective the

first of the month following

the date the layoff begins, is lost
unless employee reinstates into
state service within five years.

exhausted if
the employee
has 15 years
or more of
adjusted
continuous
state service.
Other DPM
regulations
apply.

Any remaining
credits after
the five-year
limit under
§40.05 (4)
(bm) are lost.

Employee status at | Statutory State Health Contribution ASLCC SHICC Administrative

time of permanent Reference Program Program Responsibility

layoff.

1. Begins §40.05(4)(a)3 Up to one month prepaid plus Sick leave converted upon layoff. Available after } Employing agency pays
immediate §40.05(4)(b) additional 3 months. (For Employee can choose to use sick ASLCC is premiums for 3 months after
annuity or example, STAR agencies leave to pay the employee exhausted if layoff (not including prepaid
annuity lump should provide current month premium contribution during the the employee months) as though an active
sum. [§40.25 plus 3 months. For agencies three additional months of has 15 or employee.

(M1 that prepay, they should employer paid premium, effective | more full Employing agency certifies
provide a current month, the 1st of the month following the | years of the employee’s remaining
prepaid month plus 3 months.) | date the layoff begins. adjusted accumulated sick leave

Remaining sick leave will be continuous through the on-line system,
certified to ETF and used once the | state service. AcSL. (Instructions located
employer’s obligation under Other DPM in Chapter 4)
§40.05(4)(a)3 has been met regulations ETF deducts full amount of
unless escrowed according to apply. premium until sick leave

§ 40.05 (4)(b). credits are exhausted.

2. Eligible for an §40.05(4)(a)3 * Up to 1 month prepaid plus Any remaining sick leave after Available after | + Employing agency pays
immediate §40.05(4)(bm) additional 3 months. §40.05(4) (bm) use for the ASLCC is premiums for three months

after layoff as though
employee is an active
employee.

* Employing agency
converts sick leave and
submits health insurance
premiums to ETF as
though an active
employee.

*Employing agency
responsible for
administration, funding and
monitoring sick leave
balance.
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insurance plan or policy; or

* Five years have elapsed,
whichever occurs first.

Any remaining
credits after
§40.05(4) (bm)
use are lost.

Employee status at | Statutory State Health ASLCC SHICC Administrative

time of permanent | Reference Contribution Program Program Responsibility

layoff.

3. Eligible for an im- [ §40.05(4)(a)3 | Up to one month prepaid plus | Sick leave converted upon layoff. | Available after |+ Employing agency pays
mediate annuity [ §40.05(4)(b) | additional three months. (For | Employee can choose to use ASLCC is premiums for three
with 20 or more example, STAR agencies sick leave to pay the employee exhausted if months after layoff (not
years of WRS should provide current month | yremjum contribution during the employee including prepaid months)
creditable plus 3 months. For agencies | the three additional months of has 15 years as though an active
service, but that pre-pay, they should employer paid premium, effective | Of adjusted employee.
defers provide a current month, the first of the month following the | continuous « Employing agency
application. prepaid month plus 3 date the layoff begins. state service. certifies the employee’s

months.) Remaining sick leave will be Other DPM remaining accumulated
certified to ETF and used once regulations sick leave through the
the employer’s obligation under apply. online system AcSL.

§40.05 (4) (a) 3 has been met (Instructions located in

unless escrowed according to Chapter 4.)

§40.05 (4) (b). » ETF deducts full amount
of premium until sick leave
credits are exhausted.

4. Not eligible for §40.05(4)(a)3 [ Up to one month prepaid plus | Any remaining sick leave after Available after [+ Employing agency pays
immediate §40.05(4)(bm) [ additional three months. §40.05 (4) (bm) use is lost unless | ASLCC is premiums for 3 months
annuity with If requested, employing employee reinstates into state exhausted if after layoff (not including
fewer than 20 agency converts sick leave service within five years. the employee prepaid months) as though
years of for health insurance until: has 15 years an active employee.
creditable + Credits are exhausted; of adjusted * Employing agency
serviee: » First of month followin contlnuou§ converts sick leave and

employee’s acceptanc% of state service. submits health insurance
. Other DPM premiums to ETF as
other employment with a : .
comparable health regulations though an active
apply. employee.

* Employing agency
responsible for
administration, funding and
monitoring sick leave
balance.
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years of WRS
creditable service.

agency converts sick leave
for health insurance until:

* credits are exhausted;

first of month following
employee’s acceptance of
other employment with a
comparable health
insurance plan or policy;
or

five years have elapsed;
whichever occurs first.

*

the three additional months of
employer paid premium, effective
the 1st of the month following the
date the layoff begins.

After the three additional months

of employer contribution:

1. Employing agency
certifies any remaining
sick leave through the
online system AcSL to be
preserved by ETF until the
employee applies for a
retirement benefit; or

2. Employee requests to
continue using converted sick
leave to pay for premiums
through the employer until
credits are exhausted, the 1st
of the month following
employee’s acceptance of
other employment with a
comparable health insurance
plan or policy; or five years
have elapsed; whichever
occurs first. Employing
agency then certifies any
remaining sick leave through
the online system AcSL to
be preserved by ETF until
the employee applies for a
retirement benefit.

if the employee
has 15 years
of adjusted
continuous
state service.
Other DPM
regulations

apply.

Employee status at | Statutory State Health ASLCC SHICC Administrative

time of permanent | Reference Contribution Program Program Responsibility

layoff.

5. Ineligible for an §40.05(4)(a)3 |+ Up to one month prepaid Sick leave converted upon layoff. | Available after |« Employing agency pays

immediate annuity | §40.05(4) (om)| Plus additional three months. Employee can choose to use ASLCC is premiums for 3 months

with 20 or more ' . ; sick leave to pay the employee exhausted after layoff (not includin
§40.05(4) (bc) | If requested, employing premium contribution during yor( ?

prepaid months).
Employee can choose to
use converted sick leave
to pay any employee
share of premiums.

* Employer reports
employee to ETF as
though an active
employee.

Then:

* Employing agency
certifies any remaining
sick leave through the
online system AcSL to
be preserved by ETF for
conversion upon receipt
of retirement application.
(Instructions located in
Chapter 4)

Employing agency
responsible for
administration, funding
and monitoring sick leave
balance during any period
when the employee is
using these credits to pay
the premiums while still
covered as an active
employee.
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Department of Employee Trust Funds
Sick Leave Conversion Program Employer

Chapter 4 - Accumulated Sick Leave System (AcSL)

401 Certifying Credits through the Online Accumulated Sick Leave System (AcSL)

402 Dashboards in the Online Accumulated Sick Leave System (AcSL)

403 Generating a Sick Leave Credit Estimate through the Online Accumulated Sick
Leave System (AcSL)

401 Certifying Credits through the Online Accumulated Sick Leave
System (AcSL)

An employer must certify accumulated and supplemental sick leave credits through the AcSL
system within 30 days after an employee’s termination. Certify credits for each employee
terminating from WRS- participating state service who:

1) Is age 55 or older (age 50 if protective occupation);

2) Has applied for disability retirement benefits under Wis. Stat. §40.63 or duty disability
benefits under Wis. Stat. §40.65;

3) Has died;

4) s a public official (qualifies for delayed sick leave usage under 1991 Wisconsin Act 39
[Public Official]); or

5) Is terminating after 20 years of service but is not eligible for an immediate annuity (qualifies for
delayed sick leave usage under 2003 Wisconsin Act 33).

6) If a member is terminated due to gross misconduct, submit a balance of $0.

401 A) Access
Employers can access AcSL through the myETF Benefits for Administrators menu.

1) Log in to myETF Benefits with your user ID and password.

myETF Benefits Admin

Adminiztrator Log In

This site provides access to the online services developed by the Department of Employ=e Trust Funds (ETF) for administraiors.

Registared Usars
H you ara arasdy a ragistarad user, antor your wsar i) and passward, tan dick tha login button

Wser 10 |

Passwand:

2) Under the “Health” tab, choose the option “Accumulated Sick Leave.”

wi g
employertnte | mombers [ Life Desability

Accummmiyred Sick Leave

inquiry
Msmisar [ azolimeni
Premium

Temminatvon of Coverage
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401 B) Menu

1) The AcSL menu will appear on the left-hand side of your screen. Initially,
the menu only provides you with two options: AcSL Dashboard and
Employer Web Page.

myETF Benefits Admin

System Maintenance Administration

| Disability WRS Dther Benefits Help Lo OFf

ACSL Dashboand

Eicyer Wb Pape 5 AcSL Dashboard: Member Search |

Builkt UKKNOWH
Gumram User:
Emai

Member Draft Submitted Awaiting Retirement or | Returned
Disability Application

change amai?

Enter the ETF Member 10, last name, of last four digits of the membecs Social Secarity Number,

Social Sacuritv Numbar | - ETF Membar ID E.“.' (h-_IJaue

Note: If you are an employer with access to submit on behalf of multiple Employer
IDs, you must select the appropriate Employer ID from the drop-down box.

358 GERELL & &

Employes D

AcSL Dashboard: Member Search |

Employer Wab Page &

AcSL Dashboard

B LikahWN Mamber Draft  Submitted Awaiting Retirement or | Returned
Cumani Lissr 105 Rl 5 r

s Disability Application

change emal?

Emter tha ETF Mambar [0, kast nama, or last feur digits of the membaer's Soclal Sscurity Numbar,

Social Sacurity Mumbar -1 | ETF Mambar 01 |

2) As you begin the process of entering a sick leave certification, additional menu options
appear. Select any of the available menu options at any time to navigate to that screen.

AcSL Dashboard

Employer Web Page &

Member Overview

Account Details

ACTIVE 12/2372013
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401 C) Member Search

1) Search for the member with the Social Security number (minimum last four), ETF Member
ID or Last Name/First Name.

2) Click “Search for Member” to initiate the search.

AcSL Dashboard: Member Search |

Member Draft | Submitted = Awaiting Retirement or | Returned
Disability Application

Enter the ETF Membar 1D, kast namae, or last four digits of the membor's Soclal Security Number.

Social Security Humber [ |-[ [ ] ETF Member D | ] Birth Date =
e T e T e ) T

3) Verify the employee and click on “View Member Information.”

4) You can sort the results by utilizing the sort function next to the field name.

Last Name First Name | Middle Name il Social Security Number | ETF Member ID i DOB 5 City 5
Doe Jane J 8888 11111111 o1fo1/in1  Stoughten

401 D) Sick Leave Certification Entry

1) Click “Start New Certification.”
Member Information Overview

Irmpdoy e Wiorrisan Hagttr Flang when iy cumeTy § R
o e e g S SAERCHTY P TR 3TN R
Tetind Sevrey B Hreh Piae Canrme ARG A T
1T Mamie K1 Comerng T [r
e i e Wi .
Tipte o Cmrth ¥y B [l ]
i ot Tmd nse
e

BT rers B il ity S o S B By rdaiemrvisy Ha b Loy ey

Vnakh Flaza mhon i currprdy » Depescind ]

B B s o S

(Rarviarw Purcing Tramactiong | |

[y —————— |
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2) Fillin the termination date and choose the reason for termination from the drop-down menu.

a. The termination date must be formatted as mm/dd/yyyy. The termination date can
neither be blank nor in the future or you will receive an error message.

b. The termination reason cannot be blank.

Step 1: Enter Termination information Step I Verity Health Flan Step 30 CalCulate Accumulated Leave Credins
r This certification has not yet been saved. J
\
Employee Information Termination Information
Mambar Hama Termination Date pesvoarry 051572014 |
Social Security Mumbar 30000 TR =
1 Tenremant Elyinle w
ETF Member 1D Kesson lor Termination | _]
e e e
Date of Deeath J
Address
Gender
F
H “ ”
3) Click “Next.

Note: If the termination reason is “Retirement” or “Death” the member must have active
health insurance coverage under the State Group Health Insurance Program in order for
the sick leave credits to be certified.

a. You will receive the following error message if the employee is not currently
covered under the State Group Health Insurance Program.

b. If you believe this message is in error, please contact ETF for assistance.
c. If a preserved sick leave account is on file, you will receive the following message:

This member has a preserved account.
Frevious certification was submitted by HEALTH SERVICES, DEPT OF based on a 12182013 termination date.

This sick leave cenification should averride and replace the previous sick leave cenification
The sick leave hours on this certification should be combined with those reporied on the previous sick leave cenification

4) You must choose one of the following:

a. “This sick leave certification should override and replace the previous sick leave
certification.”

i. “Override and replace” should be used for situations where the employee
returns to WRS participating state employment within a valid reinstatement
period and had their remaining sick leave balance from the previous period of
employment added to the starting leave balance for the current period of state
employment. See 501

b. “The sick leave hours on this certification should be combined with those reported on
the previous sick leave certification.”

i. “Combined” should be used for situations where an employee returned to WRS
participating state employment outside of a valid reinstatement period and
wasn't eligible toreceive their remaining sick leave balance from the previous
period of stateemployment. The certification that you submit should contain only
the hours earned in the current period of participating employment.

5) Then click “Next” to proceed.
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401 E) Entering Sick Leave Hours for Submission

1) Click “Enter Sick Leave Hours to Submit” at the bottom of the screen.

=Enter Sick Leave Hours to Submit

2) Enter all the necessary employee information.

a. For UW Employers Only — Employers certifying sick leave on behalf of UW
employees are required to answer the following question:

Was the employee an academic year faculty, academic staff or limited appointee at the time of termination or retirement? JYES ®NO J

For more specific details on academic staff and the required information that may be
needed for these certifications, please contact UW System Human Resources.

Termination Information

Select employer from list [EMPLOYEE TRUST FUNDS, DEPT OF v |
Termination Date (MM/DD/YYYY) |01I[]1s‘2020 |3
Reason for Termination &’ [ Retirement Eligible v

o

Accumulated Leave (ASLCC) Information

Unused Sick Leave Hours | 0.00|
Other Creditable Leave Hours | 0.00|
Highest Basic Hourly Pay Rate as State Employee | 0.[]00|
ASLCC Total $0.00
v

Supplemental Sick Leave (SHICC) Information

MNote: Do not complete this section if the employee is in a position (e.g., Crafts) that is not eligible for SHICC credits.

Seniority Date/Adjusted Continuous Service Date (MMDDIYYYY) | |3
Note: Do not use the WRS Service Date.

Bargaining Unit |

Years of Service in General/lExecutive Category

WITHIN THE FIRST 24 YEARS | 0l

Years of Service in Protective Category

WITHIN THE FIRST 24 YEARS | 0l

Years of Service in Excess of 24 Years 0

Full Years of Service/Seniority | 0l

SHICC Eligible Hours | 0.00|

SHICC, 500 Hour Restoration

SHICC Total $0.00
"

Grand Total

Certification Total $0.00

v

Submit to ETF Delete Certification
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Field Name

Instructions

Unused Sick Leave Hours

Required field.

Other Creditable Leave Hours

Optional field. Must reflect the number of hours of sabbatical or
unused vacation that eligible employees elect to convert pursuant
to a collective bargaining agreement under subchapter V of Wis.
Stats. Chapter 111. This field will be very rarely used.

State Employee

Highest Basic Hourly Pay Rate as

Required field.

Seniority Date

Required field. Date must be formatted as MM/DD/YYYY.

Bargaining Unit

Optional field.

Years of Service in General/

24 Years

Executive Category within the First

The combined total of the value entered in this field and the
“Years of Service in Protective Category” field must equal the
lesser of 24 years or the value in “Full Years of Service.”

Years of Service in Protective

Category within the First 24 Years

The combined total of the value(s) entered in this field and the
“Years of Service in General/Executive Category” field must equal
the lesser of 24 years or the value in “Full Years of Service.”

“Full Years of Service/Seniority”

Automatically calculates based on the term date and seniority
date that were entered.

SHICC Eligible Hours

Enter the total sick leave hours eligible for SHICC.

SHICC, 500 Hour Restoration

This field is only available if the retiree is eligible for SHICC.
Checking the box automatically adds 500 hours to the certification.

3) The certification contains a field for “Employer Notes” to be used for your reference, to
share info with ETF, etc. These notes will stay with the certification in AcSL but will not

appear on the printed certification.

Indicate the following in the Employer Notes area:

a. If this employee was not eligible for SHICC (i.e. Craftsworker),

b. If this retiree’s spouse is a State employee and will be picking up active health
coverage due to loss of coverage.

c. If the employee is subject to an academic year exception.

d. If the employee with preserved sick leave has returned to work and their sick leave

hours will be restored to them. Enter a note when you submit a cert for $0.

e. If this employee was part of a permanent layoff but has decided to retire instead.

Please include the amount of premiums that were paid for by sick leave.

Employer Notes

4) If you need to save the certification for completion later, click “Save Draft.”
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5) If you have finished the certification, click “Submit to ETF.”

Note: If you have restricted access, you will not see the “Submit to ETF” button. You
must click on “Submit for Review” to send the certification to your central payroll office
for review. Your central payroll office will then submit the certification to ETF.

Submit for Review

401 F) ETF Review and Acceptance/Rejection of Certification

1) Once you submit the certification, ETF will review it and then either approve the
certification and set up a sick leave account or reach out to have it amended.
a. While in Draft status, you can change the certification values as often as needed
before submitting to ETF.
b. Once you “Submit to ETF” the values are frozen. If you determine that something
needs to change, you will need to amend the certification.

2) In some situations, ETF may reach out to the employer to have the cert amended (e.qg.,
missing information or incorrect amounts).
a. If the employee is not vested or employee did not take an immediate annuity, etc.,
ETF will close the sick leave certification due to ineligibility.

3) ETF regularly audits the sick leave programs and sick leave accounts and reserves the
right to make changes at any point in the future if further information is discovered. This
may result in the employee losing credits that have already been certified.

401 G) Printing a Certification

1) Once a certification has been submitted, you can print a copy. Choose “View Certification’
from the Member Info Overview page and select the “View Printable Certification” button.
You can keep a copy of the certification for your records or give it to the employee.

| View Printable Certification 28
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401 H) Example of PDF:

STATE OF WISCOMSIN T e
Et Department of Employee Trust Funds | Ve s e
v Eibiaiil | il 1-8FT-513-E10] [iod s
._._;_ TR TR

TOY [ ST
L L RLTE -

SICK LEAVE CREDIT CERTIFICATION
Submitted -01/08/2014

Ermgicnpin Inbimmation
Marvibas W3
Nt S50 OO
Menmber 10
Eiarth D
Ackiresd
Cnnchi MLALE

Tirrcton Dt 0RG10012
Trrrurcitaen Foiirion Rt errnl Elcplis

Heahh Flan @ Date of Termination
Hoalt Plan Camar  UMITY VW MEALTH
Corapengs Typa FANLY
(rowp Mumber ERedE
Corevrage Bagn Dabe  OLO1200%
Coreprage End Date
Plan Subscriber

St Lasves (ASLCC) Information

Employin Informaticon
Employer Marme  LINIVERSITY OF WISCONEIN SYSTEM

Ubriesaed Siac Lt Fhoaars 500 00 o
Ot Cracitabie Hours 0.00 Si..lrrm::r mtmu
Fisgharst Bassc Hourty Pary Raaie £ 5000
ASLOC Total § #5000 00
Supplemenial Sick Leave (SHICC) Informmation Saafus [t Unar
s"“"".““. :[:LE. n— f"'“ Submitied W14 12MPM  BuscT
Bargrairang Lint
Yoars of Saradi f I
e firsd 24 years)
Years of Sereoe in Protece 0
Catinginty{vanliun By il 24y
Years of Serace in Excess of M years. 0
Full Yaars of Sanacaansanty 5.0
SHICT Eliglbls Hours 50000
SHCT, SO0 Mhour Fiveslosrabon (i1 ]
SHICC Total § 25,000, 00
Grand Total
Cmtification Total §i S 0. W)

Gersrated o (53N

ET-4563 (REV 112012)
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4011) Amended Certification vs. New Certification

1) Creating a New Certification: If there are additional sick leave hours to
report (That is, when an employee who retired and had his/her hours
reported to ETF returns to work as a rehired annuitant, becomes a
participating WRS employee, and then retires again. The sick leave
earned during that second period of employment should be reported on a
new certification.)

Note: Only hours earned as a participating employee in the WRS are
eligible for conversion upon re-retirement. Hours earned as a non-
participating employee are not convertible on re-retirement because no
employer contributions have been paid on sick leave earned in non-
participating status.

2) Amending: If you determine that any value (term date, term reason,
ASLCC hours or pay rate, SHICC seniority date, etc.) originally keyed was
incorrect and needs to bechanged, make an amendment as follows.

401 J) Amending a Certification
A certification can be amended (corrected) after it has been submitted to ETF.

1) Toamend a certification, click, “View/Amend Certification”, located to the right of the
submitted sick leave certification (This button will not appear until a certification has
been submitted to ETF.)

View/Amend Certification

2) Any field on a certification can be amended. At the top of the screen, you will see a
statement regarding the status of the certification. Choose “Amend Certification” to
make changes.

This certification has been submitted to ETF for approval and is read only. J

[ e Cortnion_))

View Printable Certification B3

3) Indicate “Yes” if you want to amend the certification.

Thin ceatification has bews spproved by FTF and i oead only J
e you sure that you want to amend this cenificase? “ |

i

a. You can amend a certification as many times as needed. The print version of an
amended certification will also display “This is an AMENDED certification” at the top
of the page and in the status tracking at the bottom of the right-hand side of the form.

Example on next page.
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[Thlluﬂlﬂuﬁmhubﬂnmﬁnlm. ]

This is an AMENDED centification. J

Was the employes an academic year laculty, scademic stalf or limived appointes ot the time of termination of reliremem 7 YES ™ NQ‘J

Termination Information

Employer I UNWVERSITY OF WISCONSIN SYSTEM (0001131)
Termination Date (MWDDTTYY) 07 CER012 =
Reason for Termination ¥ :Rtll'm'ﬂ Elupbie El

r

Accumulated Leave [ASLCC) Information

Unused Sick Leave Hours [ 3105
Othar Craditsble Lesva Hours [ 0.0
Highest Basic Hourly Pay Rate as State Employes 40457
ASLCC Total $123.59

"

Supplemental Sick Leave (SHICC) Information
Hobe: Do not complete this section ¥ the employes is in a position (e.g., Crafis) that is not eligible for SHICC credits.

Senlovity Date/Adjusted Continsous Service Date [eD0YYYY) _—
Rzt Do rod w8 WH § Service Dade. L —_

Bargaining Unix

Years of Service in GeneralExecutive Category —
WITHIN THE FIRST 24 YEARS L -
Hm:'f;s";ﬁsﬁ; ;L":'E:ﬁ.“n'; —— g
Years of Service in Excess of 34 Years ]
Full Years of Sarvics!Seniority ]
SHICC Eligible Howrs 000
SHICC, 500 Hour Restoration [ 0.00
SHICC Total £0.00

J
Grand Total
Cenification Tatal $122.38

&

b. Any field the employer has entered on the certification can be amended.

4) If you need to save the amended certification for completion later, click “Save Draft.”

5) Once you have finished amending the certification, click “Submit to ETF.”
Submit to ETF

Note: If you have restricted access, you will not see the “Submit to ETF”
button. You must click on “Submit for Review” to send the certification to
your central payroll office for approval.
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402 Dashboards in the Online Accumulated Sick Leave System (AcSL)

There are various dashboards in AcSL that keep track of the certifications you may be working on.

402 A) Dashboard Tabs
Member Tab:

1) There are multiple tabs on the AcSL Dashboard page. The first is labeled “Member
Search,” where you search for your employees.

Member Draft Submitted Awaiting Retirement or Returned
Disability Application

The other tabs serve as a work queue to help employers track their certifications. At any
time, an employer can view certifications in any of the following statuses:

402 B) “Draft” Certifications:
1) “Draft’ Certifications are those the employer started but has not finished.

2) Also includes certifications keyed by employers with Restricted Access that have been
“submitted for review” for their central payroll office.

a) An employer representative with Full Access needs to open these certifications,
review them, and then choose “Submit to ETF.”

Member Draft Submitted Awaiting Retirement or = Returned

Search Disability Application

Social Security Number ETF Member ID Member Name Updated Reason Created On  Updated By MNotes Action
92 1042 090372013 P Edit'Delete Certification
47 1101 01/08/2014  mas EditDelete Certification
k] 10231 01/0872014 mE Edit'Delete Certification
59 10086 12/23/2013 ma Edit/Dalate Carification
20 12/05/2013 P EditDelete Certification

402 C) “Submitted” Certifications:

1) “Submitted” Certifications are those the employer submitted to ETF but have not been
reviewed and accepted.

Member | Draft Submitted Awaiting Retirement or | Returned
Search Disability Application
Social Security Number ETF Member ID Member Name Updated Reason Created On  Updated By Notes  Action
47 104 01/08/2014 Eu View Certification
27 100 12232013 ma View Certification
59 1008 0172972014 ma View Cenification
B1 1021 01/3072014 C View Cartification
63 1032 02/0472014 c View Certification
"

402 D) “Awaiting Retirement or Disability Application”:
1) ETF is waiting for additional information from the employee before we can approve the
certification..

Member Draft Submitted Awaiting Retirement or Returmed

Search
Social Security Number ETF Member ID  Member Name Updated Reason Created On  Updated By Notes Action
23 1027 AWAITING RET/DIS APP 120042013 GR View Centification

ra
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402 E) “Returned” Certifications:

1) Certifications rejected by ETF and returned to the employer: ETF no longer
uses this queue and will reach out by email if additional information is
needed to process a certification.

Member  Draft Submitted = Awaiting Retirement or  Retumed

Search Disability Application

Social Security Number  ETF Member |0 Member Name Updated Reason Created On  Updated By Notes Action
00 1104 022013 CU Edit'Delete Cenification
r 1027 09/26/2013  But EditDelete Certification
78 1041 112172013 CA Edit'Delete Cerification
42 1107 11272013 JUF Edit'Delete Cerification

403 Generating a Sick Leave Credit Estimate through the Online
Accumulated Sick Leave System (AcSL)

Employers can generate a sick leave credit estimate for their employees in AcSL. The estimate will
provide a sick leave certification total based on what the employer enters as the estimated hourly
wage and sick leave hours. You can either print a hard copy of the PDF to give to your employee, or
you can save a copy of the PDF to your desktop to email the document to the employee. Please
emphasize to the employee that this is an estimate only and not an official certification of the amount
of sick leave credits that may be available.

403 A) Generating an Estimate

1) After searching for and selecting a member in the “Member Search” tab, click the
“Generate Estimate” button on the Member Information Overview screen.

Member Information Overview :
Employee Information
Member Name
Soclal Security Number XXX
ETF Member 1D
Birth Date
Date of Death
Address MNo address on file
Gender FEMALE
Employment History
Employer Number Employer Nama Bagin Date Termination Date
0001131 UNIVERSITY OF WISCONSIN SYSTEM 083111938
J

2) Enter in the projected future termination date and reason for termination.
3) Click “Next.” AcSL will display current health insurance information.
4) Click on the “Enter Estimated Sick Leave Hours”button.
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Step 1: Enter Termination Information Step 2: Verify Health Flan Step 3: Calculate Accumulated Leave Credits

[This is an ESTIMATE only. ]
Employee Information Terminetion Information
Member Name Termination Date (MMD [06/30/2015 Jici)

Social Security Number X00C-XX-

P
ETF Member ID Reason for Termination .2

Retirement Eligible E

Birth Date

Date of Death

Address No address on file

Gender FEMALE

Health Plans where is a Subscriber as of termination date
is not a subscriber on any state health plan contract.

Health Plans where is a Dependent as of termination date

Mot a dependent on any other subscriber's health plan

Enter Estimated Sick Leave Hours )

— —_—

403 B) Generating an Estimate for UW Employers

1) For UW Employers only — Employers generating estimates on behalf of UW employees are
required to answer the following question:

Was the employee an academic year faculty, academic staff or limited appointee at the time of termination or retirement? ) YES ® HDJ

2) Enter the employee’s ASLCC and SHICCinformation.
a. Refer to subchapter 401 E) for instructions on the sick leave certification’s input fields.

3) Click the “Print Copy for Member” button. A PDF of the sick leave credit estimate will be generated.

[ This is am ESTIMATE only. ]

Employee must be covered by the staie group health Insurance program on the retirement date i be eligibde for these crediis. J
Was the employes an academic year faculty. scademic stalf or Bmited appointee af the time of termination or retirvement? ' YES '® HOJ

Termination Information

Emploryer ID UNIWERSITY OF WISCOMNSIN SYSTEM (0001131}
Termination Diste MDY 08302015 13
Reason for Termination ¥ [Feramant Elgtin ]

’

Accumulated Leave (ASLCC) Information

Unused Sick Leave Howrs [ 1270.00)
iser Croditable Lesve Hours | .00
Highest Basic Hourly Pay Rate as State Employes [ 25.000
ASLCT Todal §31,750.00

Supplemental Sick Leave (SHICC) Information
Nate: Do not complete this section if the employes i in a posigion (0.9, Crafts) that s not efigible for SHICC credits

Seniority Date/Adjusted Continuous Service Dabe (MMDDY Y,

e D et e the WS Servace e, 01011881

Bargaining Unét

Years of Sarvice in GenerslExecutive Category r 7

WITHIN THE FIRST 24 YEARS

Yaars of Sarvice in Protective Category [ [

WITHIN THE FIRST 24 YEARS

Years of Service in Excess of 24 Years 0

Full Years of Sarvice/Seniarity 34

SHICC Eligible Howrs 1270.00

SHICC, 500 Hour Restocation [ 500.00]

SHICC Tots! §44,250.00
4

Grand Total
Cadtificstion Totsl §76,000 DnJ

1 Print Copy for Member |
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Note: Sick leave estimates cannot be saved in the AcSL system. You can save a copy of the PDF to
your computer.
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Department of Employee Trust Funds
Sick Leave Conversion Program Employer Manual

Chapter 5 - Other Sick Leave Certification Situations

501 Restoring Unused Sick Leave hours

502 Elected Official SHICC Adjustment

503 Employment in Two State Positions

504 Certifying Sick Leave Credits following an Employee Death

501 Restoring Unused Sick Leave Hours

If an employee with preserved sick leave credits is returning to work in an eligible position, their unused
sick leave hours may be restored to them when they return to work. When this occurs, those hours
should be removed from AcSL when they are restored to the employee. For more information about
restoring unused sick leave hours, please talk to your leadership. ETF doesn’t determine if hours can
be restored.

Note: Unused sick leave hours may or may not transfer between various employers. Please reference
the Accumulated Sick Leave Credit Transfer Between Wisconsin Retirement System Agencies grid on
the ETF website to determine if their unused sick leave hours can be transferred.

Sick leave hours can only be restored if the employee has not taken an annuity. To determine this,
check the Previous Service and Benefit Inquiry Application. If the employee is a rehired annuitant, their
unused sick leave hours cannot be restored and will be held until they re-retire.

If the employee is over minimum retirement age (50 for protective service or 55 for non-protective
service) reach out to ETF before restoring their unused sick leave hours. It's possible the employee
may have used a portion of their sick leave credits already. In this case, ETF staff will calculate the
amount that was already used and provide you with the amount that can be restored to the member.

This process should not be used if the member’s preserved sick leave was from time as a public official.
Sick leave credits earned as a public official can be restored, but ETF needs to keep a record of any
credits that were preserved as members may be eligible to use them in the future without 20 years of
service or an immediate annuity.
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501 A) Creating a $0 certification if sick leave is preserved

1. In AcSL, create a new certification.
2. You should receive a message indicating that the employee has a preserved account.

This member has a preserved account.
Previous certification was submitted by HEALTH SERVICES, DEPT OF based on a 1218/201] termination date.

This sick leave centification should override and replace the previous sick leave cenification
The sick leave hours on this centification should be combined with those reported on the previous sick leave centification

3. Select the top option to override the previous certification.
4. Update the Unused Sick Leave Hours Field to 0.
5. The grand total for this cert should be $0.

Termination Information

Select employer from list |CORRECTIONS DEPT OF v~
Termination Date (MM/DDIYYYY) 01/03/2023 &
Reason for Termination -2/ [20 years of WRS Coverage, under MRA v

J

Accumulated Leave (ASLCC) Information

Unused Sick Leave Hours ﬁ
Other Creditable Leave Hours ,7000
Highest Basic Hourly Pay Rate as State Employee IW
ASLCC Total $0.00

J

Supplemental Sick Leave (SHICC) Information

Note: Do not complete this section if the employee is in a position (e.g., Crafts) that is not eligible for SHICC credits.

Seniority Date/Adjusted Continuous Service Date (MMWDD/YYYY) r B
Note: Do not use the WRS Service Date. 08/30/1999 |E

Bargaining Unit I
Years of Service in GenerallExecutive Category

WITHIN THE FIRST 24 YEARS [
Years of Service in Protective Category

WITHIN THE FIRST 24 YEARS 23
Years of Service in Excess of 24 Years 0
Full Years of Service/Seniority 23
SHICC Eligible Hours 962.76
SHICC, 500 Hour Restoration E)
SHICC Total $0.00

J
Grand Total
Certification Total $0.00

6. Submit the cert as usual.
7. ETF staff will accept the cert and update the employee’s sick leave credit balance to $0.

501 B) Creating a $0 certification if sick leave is not preserved

In this situation, you may need to create a new certification for the member for $0 or amend the
certification that was previously submitted.
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502 Elected Official SHICC Adjustment

Elected officials who are serving a fixed term in office can have their years of adjusted
continuous service updated by one year to give them credit for their final year of service if
needed. Because term dates are beyond the control of individual elected officials, and they do
not have the option of extending their termination date like other employees do, ETF has made
the following accommodation. Elected officials will be deemed to have served a full year of
adjusted continuous service for their final year in office if they serve until the inauguration date
of the new term. If they leave office before that inauguration day, they will not receive this
accommodation. They must be terminated from WRS employment on the inauguration date of
the new term. This applies only to elected officials elected for full terms in a regular general
election; it does not apply to officials elected in special elections who take office at any time
other than the beginning of a term.

This adjustment applies to the following positions:
e Governor

Lieutenant Governor

Attorney General

Secretary of State

State Treasurer

Secretary of Public Instruction

Legislators

Judges

When submitting a certification in AcSL for an elected official who qualifies for this adjustment,
include a note in the employer notes section on the certification to indicate that an adjustment
is needed. ETF staff will add the extra year of service to the certification based on that note.

503 Employmentin Two State Positions

Some employees might work in two state positions at the same time. In this case, if the employee
terminates from both positions on the same day, both employers should submit a sick leave certification
to ETF.

Follow these tips to correctly certify the employee’s sick leave if terminating from both positions on the
same day:
¢ Include just the unused sick leave hours the employee has accrued with one employer.
¢ Use the employee’s highest hourly pay rate, regardless of what position that payrate was from.
e Use the earliest possible adjusted continuous service date, not the date the employee started
with a specific employer.
e ETF will combine both certifications when they are submitted.

If the employee leaves one position before the other, the first employer should transfer the employee’s
unused sick leave hours to the second employer if possible. See the Accumulated Sick Leave Credit
Transfer Between WRS Agencies guide on ETF’s website for more information about which employers
accept sick leave transfers. If the employee’s unused sick leave hours cannot be transferred to the
second employer and the employee has 20 or more years of WRS service, their unused sick leave
hours can be certified. ETF will hold onto those hours until the member retires. If the employee’s
unused sick leave hours cannot be transferred to the second employer and the employee has less than
20 of WRS service, their unused sick leave hours will be forfeited unless the second employer agrees,
in writing, to accept the transfer. Any agreement to accept a transfer of sick leave that would otherwise
be forfeited must be provided to ETF.
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504 Certifying Sick Leave Credits following an Employee Death

In the event an employee dies, please contact the Department of Employee Trust Funds
immediately to report the death if this hasn’t already been done. Contact ETF via phone at 1-
877-533-5020 or by visiting our website at etf.wi.gov and using the Contact ETF function. See
1301 in the State Agency Health Insurance Employer Standards, Guidelines and
Administration Manual (ET-1118) for more information.

Unused sick leave hours should be certified as soon as possible following the death. The
certification should be submitted even if the employee wasn’t vested at the time of death.
Unused sick leave hours may only be certified if the employee had family health insurance at
the time of death. See 1302 in the State Agency Health Insurance Employer Standards,
Guidelines and Administration Manual (ET-1118) for more information about survivor health
insurance after an employee’s death.

After the sick leave certification has been reviewed by ETF staff, the sick leave credits will be
transferred to surviving dependents. Sick leave credits cannot be split between surviving
dependents. The eldest dependent, usually the spouse, will inherit the credits first. If the eldest
dependent is a child, that child will remain the subscriber on the health insurance contract until
they turn 26 and lose eligibility for health insurance coverage. At that point, the sick leave
credits are transferred to the next eldest child until all children have turned 26 and lose
eligibility for health insurance coverage.

Health insurance will continue automatically for survivors and will first be paid for with sick
leave credits. When the sick leave credits run out, the survivors can continue coverage as long
as they are eligible but will pay for their coverage with an annuity deduction. If their annuity is
too small to cover the premium, they would pay the health plan directly. Survivors can also
escrow their sick leave credits if they have other comparable coverage. See 205 in this
manual for more information about escrowing sick leave.

If the surviving spouse is also an eligible state employee, they can choose to enroll in
coverage through their employer instead of using the sick leave credits they inherited. While
enrolled through their employer, the inherited sick leave credits would be put on hold. They
would be eligible to use those credits in the future if they have an involuntary loss of coverage
(i.e. termination of employment) or after retirement. If the surviving spouse terminates state
employment and gains other comparable coverage, they can also escrow the inherited sick
leave credits until they wish to use them. See 1303 in the State Agency Health Insurance
Employer Standards, Guidelines and Administration Manual (ET-1118) for more information.

If a former employee passes away while their sick leave credits are preserved or escrowed,
any eligible dependents who were covered by the former employee on a state group health
insurance contract at any point in the past will be eligible to use deceased’s sick leave credits.
See the Sick Leave Credit Conversion Program Brochure (ET-4132) for more information.
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Chapter 6 — Glossary of Definitions

Access Plan: The nationwide health care benefit plan available to all participants offered by the Board
as provided by § 40.52 (1).

Annuitant: Any retired employee of the State of Wisconsin: receiving an immediate annuity under the
Wisconsin Retirement System, a currently insured recipient of a long-term disability benefit under Wis.
Adm. Code § ETF 50.40, a currently insured recipient of a disability benefit under Wis. Stat. § 40.65; or
a terminated employee with 20 years of creditable service.

Board: The Group Insurance Board.

Dependent: As provided herein, the subscriber’'s
1) Spouse.

2) Child.

3) Legal ward who becomes a permanent legal ward of the subscriber or subscriber’s spouse
prior to age 19.

4) Adopted child when placed in the custody of the parent as provided by Wis. Stat. § 632.896.
5) Stepchild.
6) Grandchild if the parent is a dependent child.

a) A grandchild ceases to be a dependent at the end of the month in which the dependent
child (parent) turns age 18.

b) A spouse and a stepchild cease to be dependents at the end of the month in which a
marriage is terminated by divorce or annulment.

c) All other children cease to be dependents at the end of the month in which they turn 26
years of age, except that:

i. An unmarried dependent child who is incapable of self-support because of a
physical or mental disability that can be expected to be of long-continued or
indefinite duration of at least one year is an eligible dependent, regardless of
age, as long as the child remains so disabled and he or she is dependent on the
subscriber (or the other parent) for at least 50% of the child’s support and
maintenance as demonstrated by the support test for federal income tax
purposes, whether or not the child is claimed. if the subscriber should decease,
the disabled adult dependent must still meet the remaining disabled criteria and
be incapable of self-support. The health plan will monitor eligibility annually,
notifying the employer and ETF when terminating coverage prospectively upon
determining the dependent is no longer so disabled and/or meets the support
requirement. The health plan will assist the ETF in making a final determination if
the subscriber disagrees with the health plan determination.

ii. After attaining age 26, as required by Wis. Stat. § 632.885, a dependent includes
a child that is a full-time student, regardless of age, who was called to federal
active duty when the child was under the age of 27 years and while the child was
attending, on a full-time basis, an institution of higher education.
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d) A child born outside of marriage becomes a dependent of the father on the date of the
court order declaring paternity or on the date the acknowledgment of paternity is filed
with the Department of Health Services (or equivalent if the birth was outside of
Wisconsin) or the date of birth with a birth certificate listing the father's name. The
Effective Date of Coverage will be the date of birth if a statement or court order of
paternity is filed within 60 days of the birth.

e) A child who is considered a dependent ceases to be a dependent on the date the child
becomes insured as an eligible employee.

f) Any dependent eligible for benefits who is not listed on an application for coverage will
be provided benefits based on the date of notification with coverage effective the first of
the month following receipt of the subsequent application by the employer, except as
required under Wis. Stat. § 632.895 (5) and 632.896 and as specified in 403 D.

Employee: A person who is working for pay as an eligible employee of the State of Wisconsin
as defined under Wis. Stat. § 40.02 (25) (a), 1., 2., or (b), 1m., 2., 2g., or 8.

Employer: An eligible State of Wisconsin agency as defined in Wis. Stat. § 40.02 (54). "ETF":
the Department of Employee Trust Funds.

Escrow: Credits that are being saved to be used at a later date. In order for credits to be escrowed, a
member must have health insurance coverage that is comparable to the state’s coverage.

Health Plan: The licensed insurer that is under contract with the State of Wisconsin Group
Health Insurance Program to provide benefits and services to participants.

Immediate Annuity: An annuity that has an effective date within 30 calendar days after an
employee’s termination date.

Layoff: The same as "leave of absence" as defined under Wis. Stat. § 40.02 (40).

Open Enrollment: The yearly period referred to in ETF materials where all members may make
changes to their Group Health Insurance Program benefits. Eligible | employees and annuitants
under Wis. Stat. § 40.51 (16) to enroll for or transfer coverage to any plan offered by the Board
as required by Wis. Stat. § 40.51. The dates for this time period are set each year by ETF and
the Board.

Participant: The subscriber or any of his/her subscriber's dependents who have been specified
by ETF to the health plan for enroliment and are entitled to benefits.

Public Official: Either a state constitutional officer, a member or an officer of the legislature,
head of a legislative service agency, or the head of a state department or agency who was
appointed by the governor with senate confirmation.

Preserved: The employee fits into either one of two specific categories at the time of
termination from state WRS employment. To qualify to have sick leave credits preserved, the
employee must either 1) be a qualified public official or 2) be under minimum retirement age at
the time of termination and have 20 years of WRS creditable service. Preserved sick leave
credits can’t be used until the employee begins their retirement annuity.

Subscriber: An employee, annuitant, or his or her surviving dependents, who have been
specified by ETF to the health plan for enroliment and who is entitled to benefits.
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	d)  A child born outside of marriage becomes a dependent of the father on the date of the court order declaring paternity or on the date the acknowledgment of paternity is filed with the Department of Health Services (or equivalent if the birth was ou...
	e)  A child who is considered a dependent ceases to be a dependent on the date the child becomes insured as an eligible employee.
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	Employee: A person who is working for pay as an eligible employee of the State of Wisconsin as defined under Wis. Stat. § 40.02 (25) (a), 1., 2., or (b), 1m., 2., 2g., or 8.
	Employer: An eligible State of Wisconsin agency as defined in Wis. Stat. § 40.02 (54). "ETF": the Department of Employee Trust Funds.
	Escrow: Credits that are being saved to be used at a later date. In order for credits to be escrowed, a member must have health insurance coverage that is comparable to the state’s coverage.
	Health Plan: The licensed insurer that is under contract with the State of Wisconsin Group Health Insurance Program to provide benefits and services to participants.
	Immediate Annuity: An annuity that has an effective date within 30 calendar days after an employee’s termination date.
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	Public Official: Either a state constitutional officer, a member or an officer of the legislature, head of a legislative service agency, or the head of a state department or agency who was appointed by the governor with senate confirmation.
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