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Review My Absence Balance 

Last Updated 7/3/2025 

This Job Aid supports information learned in the EMP112: Benefits Information 

Use UCPath to view your leave balances, including sick leave, vacation and other accruals.  

Navigation:  

Menu > Accruals & Leaves > Review 
Absence Balance > Review Absence 
Balance

You can also scroll down the Home 
Page for a quick glance at your leave 
balances. 

Review Absence Balance Page 

The Review Absence Balance page displays your leave balance data. Refer to the list below 
for more information about the information available on this page. 

https://www.youtube.com/watch?v=CTGgwYUG3Sc
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Current Balance 

1. As of Date: This is the date the leave balances are current. It shows the most 
recent date on which your leave information was updated. When you open the 
Review Absence Balance page, the As of Date defaults to the most recent pay 

period end date. Select the Calendar icon  to view your leave balances as of 
another date. 

2. Leave: This column displays the type of leave, such as sick leave, vacation, or 
other leave categories, that you are tracking. Note: Service months also appear in 
this section. Service months are for leave accrual processing purposes, not 
retirement service credit purposes. 

3. Beginning Balance: This column displays the amount of leave you had available at 
the start of the period. In most cases, it is the end balance from the previous pay 
period.  

4. Taken: This column displays the total amount of leave you’ve used during the 
specified period. 

5. Earned: This column displays the amount of leave you have received during the 
current period. For example, if your leave accrual is based on hours worked, this is 
the amount added to your balance for that period. 

6. Adjustments: This column displays any changes to your leave balance made 
outside of the usual accrual process, such as corrections or manual adjustments. 

7. Ending Balance: This column displays your current leave balance after accounting 
for the leave you’ve taken, earned, and any adjustments made during the period. 

8. Accrual Max: This column displays the maximum amount of leave you can 
accumulate in your balance. When you reach this limit, you stop earning additional 
leave until your balance drops below the maximum. If you are nearing an accrual 
maximum, the Approaching Max column appears and displays a Y when certain 
leave accruals have reached their accrual maximum. 



 

Last Updated 7/3/2025  Page 3 of 7 

Review My Absence Balance 

Protected Sick Leave 

When protections are applied to paid sick leave used, the Protected Sick Hours Used row 
appears under the Leave column. The total number of protected sick leave hours used 
appears in the Ending Balance column. This differs from Vacation and Sick Ending 
Balances, which reflect hours available. Employees in accruing and academic bank eligible 
titles have 6 days of protected sick leave available per year. This balance resets every January 
1. 

Accrual For Pay Period By Appointment 

The Accrual for Pay Period By Appointment section appears at the bottom of the Review 
Absence Balance page. This section displays how your leave is accrued based on your 
appointment type and eligibility rules. If you have more than one position with UC, multiple 
rows appear in this section, each corresponding to a different appointment. 
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Current Leave Balances for Monthly Paid Employees 

Leave balances for monthly employees are updated at the end of the pay period after the 
month in which the leave was taken or earned. For example, leave taken in June will be 

reflected in your balance after the processing at the end of July.  Select the Calendar icon  
to change the date and review accruals as of a different date.  

This employee took 24 hours of Sick 
Leave and earned 7.38 hours of Sick 
Leave in June 2024. 

The ending balance for the June 2024 
statement was 209.01 hours of Sick 
Leave, which is the beginning balance 
for their July 2024 statement. 
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Current Leave Balances for Biweekly Paid Employees 

If you are a biweekly paid employee, your leave balances are updated in the pay period in 
which you took or earned the leave. For example, leave taken in the first half of January is 
updated during processing for the first half of January. Your updated accruals for the first half 
of January reflect on the Review Absence Balance page after the second half of January 

processing is complete. Select the Calendar icon  to change the date and review accruals 
as of a different date.  

The employee’s Vacation Leave ending 
balance for the 01/06/2024 period was 
99.06 hours, which is the beginning 
balance for their 01/20/2024 statement. 

This employee took 24 hours of 
Vacation Leave and earned 9.23 hours 
of Vacation Leave in the first pay period 
of January 2024 (01/06/2024). 
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Current Leave Balances for Academic Employees   

• Bank Eligible Appointments  

o Eligible faculty members, including those in the Health Sciences Compensation Plan 
(HSCP), Agronomists, Astronomers, Curators, certain “by agreement” appointees in 
university extension and Non-Senate Instructional (IX) titles who have an appointment of 
at least 30 calendar days will receive 6 days of paid sick leave each year, starting on 
January 1. 

o The balance is granted upfront each year based on your original appointment 
percentage (FTE): 

o 100% FTE = 48 hours 

o Less than 100% FTE = Prorated balance 

o Takes (usage) and adjustments related to mid-year appointment changes will appear in 
UCPath based on when your Location submits your hours for processing. 

  Note: Hours remaining in the Academic Sick Leave Bank do not carry forward 
annually. The remaining balance renews on January 1 each year and expires on December 
31 or the last day of your appointment, whichever comes first.  
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• Accruing Appointments 

o Accruing academic appointees earn sick leave proportionate to their work hours. For 
example, a 25% appointment earns about 2 hours of paid sick leave per month. 

• Sabbatical Credits 

o If you are eligible for sabbatical leave, you can also view your credits on this page. Note: 
Sabbatical credits do not appear in this section until they are a whole number.  
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