Entering Sick Time

Student Employees earn one (1) hour of paid sick leave for every 30 hours worked. “Work” does not include
holidays, vacation, lunch hour, illness and similar reasons. Additional information regarding the University’s
Sick Leave policy can be found online at https://www.shu.edu/policies/sick-leave.html. As a Student
Employee, you must log Sick Time using the Sick Time Earn Code.
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4. Continue to enter your tme for the pay ea reyoen
period. When complete, click Preview. S5k o s e
On the Preview of your timesheet, you e nformation . - .
will see your Sick Time logged under the
SSK - Student Sick Leave earn code prior Summary

to submitting.

You should ensure that you have earned enough Sick Leave hours prior to logging your time. Your can see this
via your Leave Balance and can speak with your Supervisor to confirm.
Sick Time should only be used to log time that would otherwise have been worked but was missed due to a
reason in accordance with the University Sick Leave Policy.
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