[image: ]

Paid Family and Medical Leave (PFML) Approved Supplemental Benefit Information:
When the Employment Security Department (ESD) approves your PFML you must log in to your account every week.   You will be asked a series of questions.  Here are the questions that ESD will ask:
1. Do you want to receive Paid Leave benefits for this week?
2. Did you (or will you) receive Unemployment Insurance benefits for this week?
3. Were you (or will you be) paid for this week by Labor and Industry’s Worker’s Compensation or by your employer’s private insurer for an on-the-job injury?
4. Did you work at all this week?
5. How many hours did you work?
6. Have you missed at least 8 consecutive hours of work during this week?
7. Did you use any paid time off from your employer, like vacation or sick leave?
8. How many hours of paid time off did you use? What does this mean? - EWU has designated paid leave as a supplemental benefit.  Therefore, if you used any of your paid time off (vac, sick, comp. time etc.) and utilized the applicable supplemental benefit timesheet codes (see below) you WILL NOT REPORT THOSE HOURS.   If you did not code the paid time off with the applicable PFML time codes your leave will be reportable.  Coding your time correctly is very important.   If you used shared leave you will need to report those hours on this question as shared leave is not a supplemental benefit.

               What is a supplemental benefit?
· A supplemental benefit payment is a payment offered by an employer (EWU) to an employee who is approved to take leave under PFML.  This means that employees can choose to use their EWU paid time to supplement the money they receive as partial wage replacement from PFML. Employees who designate their leave as supplemental will receive full EWU vacation leave pay, sick leave pay, personal holiday pay, etc. in addition to any PFML wage replacement benefit received.
· If you entered all your paid time on your EWU timesheet under the PFML supplemental timesheet codes then you will not enter paid time under question #8. The EWU supplemental time codes are listed below.  These timesheet codes are near the bottom of our earnings code list.  You must have sufficient time in your leave banks (vac, sick, personal holiday, etc.) to use these codes.
· Employees may use the supplemental benefit timesheet codes only after their PFML has been approved. We request that employees either provide a screenshot of their PFML approval from the ESD website and/or provide their approval letter.  

EWU Supplemental Benefit Timesheet Codes
	PFML - Comp Taken
	PFML - Personal Holiday

	PFML - Pers Leave Day
	PFML - Sick Leave

	PFML - Shift Differential
	PFML - Vacation

	PFML - Holiday



EWU cannot make retroactive changes for PFML purposes. EWU is required to file regular payroll reports to ESD.  Employees regular hours worked, and regular (non-supplemental benefit time) leave taken must match ESD’s PFML records.  You may also refer to EWU’s FMLA and PFML policy at: EWU Family Medical Leave policy.   

Please reach out with any questions regarding PFML and/or FMLA.  We are here to help.
Megan Jasmer
mjasmer@ewu.edu
509-359-4300
EWU Benefits Office			10/2023
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