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To join the State Employees’ Leave Bank Program, employees must donate a total of eight (8) hours 
of either sick, annual, or personal leave, or combine these leave types to reach the required 8 
hours. New employees may join within the first 60 days of employment. Employees may also join the 
leave bank during open enrollment, which occurs each year at the same time as the State’s health 
insurance open enrollment.  
 
Below are instructions for employees to enroll in the Leave Bank Program, during onboarding tasks in 
the SPS system. 

 

 
 

  
1. Click the My Task      icon from the Workday Home page. 

 

 
 

2. Locate and complete the Benefit Change - Leave Bank Enrollment task followed by your name.  
 

 

Procedure 
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3. Select the “Lets Get Started” button at the bottom of the Leave Bank information. 

 

 

 

4.  On the Leave Bank Enrollment page, click the Enroll button below the chosen type of leave that will be 
donated to enroll in this program,  

➢ If you are opting out of the program, leave the leave as Waived go to step #8. 
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5. On the chosen leave’s page, read the instructions given and click the “Select” radio button. Submit by 
clicking the “Confirm and Continue” button. 

 

 

 

 

6. On the Coverage page, input how many of the required 8 hours will be donated from each type of leave 
being used. Select Save.  

➢ Complete steps 5-7 for each leave type to total 8 hours. 
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7. A message will display confirming the update. Once you have entered a total of 8 hours, or you are opting 
out of the program, click the Review and Sign button. 

 

 

8. Review your selections on the View Summary page. 
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9. At the bottom of this page, there is an electronic signature section that needs to be reviewed. Once 
completed, check the “I Accept” checkbox and select the Submit button. 

 

 

 

 

10. A page will display that confirms your submission for the Leave Bank Program. Review the details listed 
and view the 2026 Benefits Statement. Once finish, click the Done button. 

 

11. The System Task is complete. 


