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APPENDIX B 

BPPM 60.43 PAID SICK LEAVE FOR TEMPORARY HOURLY EMPLOYEES 

 

Washington State University 

BUSINESS POLICIES AND PROCEDURES MANUAL PERSONNEL 

60.43 

Revised 12-20 

Human Resource Services 509-335-4521 

 

 

OVERVIEW 

 

Effective January 1, 2018 temporary hourly employees accrue paid sick leave (PSL) for all 

hours worked, including overtime, in accordance with RCW 49.46.200 and WAC 296-128-620. 

 

For purposes of this policy, temporary hourly employees are non-student, student, and work- 

study employees. The calendar year is January 1 through December 31. 

 

LEAVE ACCRUAL 

 

Temporary hourly employees begin accruing PSL on the first day of a new appointment. PSL 

accrues at the rate of one hour for every forty hours worked, including overtime hours. Hours 

worked do not include PSL hours used. WAC 296-128-620 

 

PSL is calculated each pay cycle. Employees may use accrued PSL on the first day of the 

month following accrual. 

 

Employees and department personnel administrators may view available PSL balances in 

Workday 

Unused accrued PSL of 40 hours or less must be carried over to the following calendar year. 

Any unused accrued PSL over 40 hours as of December 31 is lost. 

 

REPORTING LEAVE 

 

Overtime-eligible temporary hourly employees report sick leave used on the Absence Calendar 

in Workday. 

Temporary hourly employees must notify their supervisor as soon as reasonably possible when 

absent because of illness, injury, or other reason for authorized use of PSL as set forth 

under Authorized Use of PSL. 

 

For absences exceeding three days, the University may require written medical verification 

that the employee’s use of PSL is for an authorized purpose, provided that the verification 

does not result in an unreasonable burden or expense on the employee. (RCW49.46.210(1)(b) 

and (c)) 

Employees have the right to assert the verification requirement results in an unreasonable 

burden 

https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.200
https://app.leg.wa.gov/wac/default.aspx?cite=296-128-620
https://app.leg.wa.gov/wac/default.aspx?cite=296-128-620
https://policies.wsu.edu/prf/index/manuals/60-00-personnel/60-43-paid-sick-leave-temporary-hourly-employees/#authorized
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
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or expense on the employee. The employee may provide an oral or written explanation. (WAC 

296-128-660 (4)) Employees must provide any such required verification within a reasonable 

time period during or after the leave. 

 

 

AUTHORIZED USE OF PSL 

 

Temporary hourly employees may use their accrued PSL for the following reasons: 

 

 An absence: (RCW 49.46.210) 

o Resulting from an employee’s mental or physical illness, injury, or health 
condition; 

o Accommodating the employee’s need for medical diagnosis, care, or treatment 
of a mental or physical illness, injury, or health condition; or 

o Resulting in an employee’s need for preventive medical care. 

 To allow the employee to provide care: (RCW 49.46.210) 

o For a family member with a mental or physical illness, injury, or health 

condition; 
o Of a family member who needs medical diagnosis, care, or treatment of a 

mental or physical illness, injury, or health condition; or 

o For a family member who needs preventive medical care. 

 When the University has been closed by order of a public official for any health-related 

reason, or when an employee’s child’s school or place of care has been closed for such 

a reason (RCW 49.46.210); and 

 For absences that qualify for leave under the domestic violence leave act (RCW 49.76). 

 

SHIFT SWAPPING 

 

A department may not require a temporary hourly employee to: 

 

 Attempt to find a replacement worker to cover the employee’s work hours in which the 

employee is using PSL. 

 Work additional hours to make up for the time missed when the employee is on 

authorized PSL. 

 

If requested by a temporary hourly employee, a department may allow the employee to: 

 

 Work additional hours to make up for the time missed when the employee is on 

authorized PSL. 

 Trade shifts in lieu of using available PSL. 

 

DEFINITION OF FAMILY MEMBER 

 

For the purposes of this policy and in accordance with RCW 49.46.210, the term family 

member means any of the following: 

 

 A child, including a biological, adopted, or foster child, stepchild, or a child to whom 

the employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless 

https://app.leg.wa.gov/wac/default.aspx?cite=296-128-660
https://app.leg.wa.gov/wac/default.aspx?cite=296-128-660
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
http://app.leg.wa.gov/rcw/default.aspx?cite=49.76
https://app.leg.wa.gov/rcw/default.aspx?cite=49.46.210
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of age or dependency status. 

 A biological, adoptive, de facto, or foster parent, stepparent, or legal guardian of an 

employee or the employee’s spouse or registered domestic partner, or a person who 

stood in loco parentis when the employee was a minor child. 

 A spouse 

 A registered domestic partner 

 A grandparent 

 A grandchild 

 A sibling PROCESS ADMINISTRATION 

PSL is paid at the hourly rate that an employee earns for the shift in which PSL is used. 
 

If an employee has more than one appointment, the cost of PSL is charged to the department 

budget associated with the appointment in which PSL is used. 

 

Hours worked are counted towards the accrual of PSL for students receiving work-study. 

Payment of PSL cannot be charged to work-study funds. The PSL is charged to the department 

budget associated with the work-study appointment. 

 

Temporary hourly employees record the number of hours worked, pieces completed, and PSL 

hours used each workday in the Workday Time Entry calendar. 

 

SEPARATION AND RE-EMPLOYMENT 

 

Unused accrued PSL is not paid out when a temporary hourly employee separates or their 

appointment ends. 

 

A temporary hourly employee’s unused PSL is reinstated and is available for use the first day 

of a new appointment if the employee is rehired within 12 months of separation into a 

temporary hourly position, overtime eligible civil service position, or an overtime eligible 

AP  or Faculty position. 

 

NOTIFICATION TO EMPLOYEE 

 

Employing departments are required to provide the following documentation to each 

temporary hourly employee no later than the first day of the employee’s appointment: 

 

 Conditions for Temporary Employment document, 

 Written notice of the conditions of the employee’s employment, and 

 Written notice of entitlement to PSL. (WAC 296-128-760 and WAC 357-19-444) 

The department should provide the Conditions for Temporary Employment prior to the first 

day of each appointment and upon any subsequent change to the conditions of the employee’s 

employment. The department must retain the original signed document in the department 

personnel file. See BPPM 60.26. 

 

RETALIATION 

https://app.leg.wa.gov/wac/default.aspx?cite=296-128-760
http://apps.leg.wa.gov/WAC/default.aspx?cite=357-19-444
http://policies.wsu.edu/prf/index/manuals/60-00-personnel/60-26-temporary-employment-program/
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Washington State University may not interfere with, restrain, or deny the exercise of any 

employee right provided under or in connection with RCW 49.46. (WAC 296-128-770). 

http://app.leg.wa.gov/rcw/default.aspx?cite=49.46
https://app.leg.wa.gov/wac/default.aspx?cite=296-128-770

