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Sick Time Coding Guidelines During: Gradual Return to Work (GRTW) 

A Gradual Return to Work occurs when an employee transitions back to the workplace following a sick 
leave. The employee is not yet working their full standard hours and is required to code partial sick 
hours in their timesheet. 

 

Holidays 

All days designated as a paid holiday will be coded according to the GRTW plan as Sick (SIC – Sick Leave): 

 
Holiday Time Coding 
Statutory Holiday Code hours not worked as SIC – Sick Leave, 

according to the GRTW schedule 
University Closure (ex. Holiday Closure 
December 27-31) 

Code all closure days accordingly to the GRTW 
schedule (ensure sick hours are coded as SIC – 
Sick Leave) 

Stampede ½ Day Not eligible 
 

Vacation  

Employees on a GRTW plan are eligible to code Vacation (VAC) and Personal Leave Days (PLD’s) with 
manager approval. Vacation (VAC) time cannot be used to extend sick banks. 

Code the full day as vacation (VAC); Vacation and Sick must not be coded on the same day. 

 

Appointments and Special Leaves  

Employees on a GRTW plan are not eligible to code appointment time (APT). Sick Leave (SIC) should be 
used for the missing hours. 

Employees on sick leave may be permitted to code special leave time (Personal Leave Days (PLD), Family 
Illness (FAM), etc.) with manager approval.  

• Special leave time is coded during the hours that are scheduled to be worked. 
• 


